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1. (U//FOU0) Scope 

(U//FOU0) Purpose: The Confidential Funding Policy Implementation Guide (CFPG) provides 
gu idanue and Ubtablishes procedures for the use of confidential funds within the Federal Bureau 
of Investigation (FBI) consistent with Department of Justice (DOJ) Order 2110.21 

.(Expenditures of a Confidential Character); the Attorney General's Guidelines for FBI 
Undercover Operations (AGG-UCO); The Attorney General's Guidelines for Domestic FBI 
Operations (AGG-Dom) dated September 29, 2008, and as implemented in the Domestic 
Investigations and Operations Guide (DIOG) dated December 16, 2008, or as amended, and 
other applicable authorities. In particular, the CFPG provides a standard reference for the use of 
direct advanced funds, which are subject to special recordkeeping requirements. This policy 
implementation guide (PG) is designed to be amended, as needed, to respond to changes in law, 
policy, or other requirements. 

(U//FOU0) Background: The use of confidential funds is necessary when there is a need to 
conceal the FBI as the source of a payment from vendors, third parties, or the public, in order to 
avoid compromising covert activities in support of domestic and international investigations and 
operation q. including assessments and predicated investigations (hereafter in this PG referred to 
as a casell  

	 land publicly advertised reward offers and payments. 

(UHFOU0) While confidential expenditures are unique in that they are covert, the statutes, 
regulations, and policies governing the expenditure of funds still generally apply. Employees 
using confidential funds must remember the fiscal law principles that control government 
financial transactions. These fiscal law principles, however, create certain barriers to conducting 
covert investigations. Congress therefore created certain statutory exceptions from standard 
fiscal law principles so that the FBI can effectively conduct overt investigations. For example, 
with the proper approvals, confidential funds may be used td  
appropriated funds may be deposited in a bank, and the' 

'rather than immediately being deposited to me U.S.  
Treasury. While these statutory exceptions provide additional authority to make confidential 
expenditures, they also come with significant restrictions. The policies and procedures 
established in this CFPG were created to ensure FBI employees using confidential funds comply 
with all applicable laws. Failure to comply with the CFPG could expose FBI employees to 
administrative or even criminal penalties. 

(U//FOUO) This PG was prepared by the Commercial Payments and Confidential Services Unit 
(CPCSU), Accounting Section (AS), Finance Division (FD) to enhance the knowledge and 
awareness of policies and procedures for confidential accounting transactions; ensure all such 
transactions are uniform and accurate; and provide consistent internal controls and an audit trail. 

(U//FOUO) The FBI is prohibited from any type of financial involvement, including confidential 
fund transactions, with its employees, relatives or friends of employees, or a business or 
organization owned or substantially owned or controlled by one or more employees. The intent 
of this restriction is to avoid actual, or perceived, conflicts of interest that could be considered or 
perceived as favoritism or preferential treatment toward employees or their friends and relatives. 
Any request for an exception to this restriction must be specifically approved in advance by FBI 

1 
UNCLASSIFIED//FOR OFFICIAL USE ONLY 

ACLURM003634

UNCLASSIFIEDIIFOR OFFICIAL USE ONLY 
Confidential· Funding Policy Implementation Guide 

1. (U//FOUO) Scope 

CU/IFOUO) Purpose: The Confidential Funding Policy ImplementationGuide (CFPG) provides 
guidun-.t: dllJ ll:>tabliGhc:; procedures for the use of confidential funds within the Federal Bureau 
of Investigation (FBI) consistent with Department of Justice (DOJ) Order 21lU.21 D 
.(Expenditures of a Confidential Character); the Attorney General's Guidelines for FBI­
Undercover Operations (AGG-UCO); The Attorney General's Guidelines for Domestic FBI 
Operations (AGG-Dom) dated September'29, 2008, and as implemented in the Domestic 
Investigations and Operations Guide (DIOG), dated December 16,2008, or as amended, and 
other applicable authorities; In particular, the CFPG provides a standard reference for the use of 
direct advanced funds, which are subject to special recordkeeping requirements. This policy 
implementation guide (PG) is designed to be amended, as needed, to respond to changes in law, 
policy, or other requirements. 

CUI/FOUO) Background: The use of confidential funds is necessary when there is a need to 
conceal the FBI' as the source of a payment from vendors, third parties, or the public, in order to 
avoid compromising covert activities in support of domestic and international investigations and 
operation' . . . .. this PG referred to 

~------------~ 
and publicly advertised reward offers and payments. 

(UIIFOUO) While confidential expenditures are unique in that they are covert, the statutes, 
regulations, and policies governing the expenditure of funds still generally apply. Employees 
using confidential funds must remember the fiscal law principles that control government 
financial transactions. These fiscal law principles, however, create certain barriers to conducting 
covert investigations. Congress therefore created certain statutory exceptions from standard 
fiscal law principles so that the FBI can effectively conduct . esti ations. For exam Ie, 
with the proper approvals, confidential funds may be uSf'e~d:...!tl£... ____________________ ....L..-__ .., 

appro riated funds rna be de osited in a bank, and th 
rather than~. ~lmm=:-=e~l:'::a:r.e:"l'y:':"'l:-=em=g:-=e=p-=o-:::sl=r=o~~eTT"~ 

L..,.p ... re-a-s-ury--. .....,......,.l -e~tr-e-s-e-s";"'ta"":'tu-t:-o-ry--ex-c-e-p";"'t1,...o-n-s -p .... rovide additional authority to make confidential 
expenditures, they also come with significant restrictions. The policies and procedures 
established in this CFPG were.created to ensure FBI employees using confidential funds comply 
with all applicable laws. Failure to comply with the CFPG could expose FBI employees to 
administrative or even criminal penalties. 

(UIIFOUO) This PG was prepared by the Commercial Payments and Confidential Services Unit 
(CPCSU), Accounting Section (AS), Finance Division (FD) to enhance the knowledge and 
awareness of policies and procedures for confidential accounting transactions; ensure all such 
transactions are uniform and accurate; and provide consistent internal controls and an audit trail. 

(UIIFOUO) The FBI is prohibited from any type of financial involvement, including confidential 
fund transactions, with its employees, relatives or friends of employees, or a business or 
organization owned or substantial1y owned or controiled by one or more employees. The intent 
of this restriction is to avoid actual, or perceived, conflicts ·of interest that could be considered or 
perceived as favoritism or preferential treatment toward employees or their friends and relatives. 

. Any request for an exception to this restriction must be specifica1Jy approved in advance by FBI 
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Headquarters (FBIHQ). All such requests must be submitted in writing to the AS, FD, for 
coordination. 

(U liFOU0) Intended Audience: The CFPG was developed to enhance the FBI's collective 
knowledge and awareness of confidential funds and is intended to be used by all FBI personnel. 
The CFPG can and should be used as a reference for confidential funding matters. 

(W/FOU0) Any questions concerning this PG should be brought to the attention of the Unit 
Chief, CPCSU, FD. 

(U) Link to Policy: Confidential Funding Guide Corporate Policy Directive, 0248D 
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Headquarters (FBIHQ). All such requests must be submitted in writing to the AS, FD, for 
coordination. 

({T/IFOlTO) Intendecl Audience: The CFPG was developed to enhance the FBI's collective 
knowledge and awareness of confidential funds and is intended to be used by all FBI personnel. 
The CFPG can and should be used as a reference for confidential funding matters. 

(U//FOUO) Any questions concerning this PG should be brought to the attention of the Unit 
Chief, CPCSU, FD. 

CU) Link to Policy: Confidential Funding Guide Corporate Policy Directive, 0248D 
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2. (U//FOU0) Roles and Functional Responsibilities 

(U//FOU0) The operational authority at FBIHQ and within each field office for confidential 
funding follows. 

2.1. (U//FOUO) Operational Authority at FBIHQ 

(U/NOU0) The individuals, units and committees which have the confidential funding 
operational authority at FBIHQ are listed below, with the specific authority for each detailed. 

2.1.1. 	(W/F0'00) Deputy Director (DD) 

(U//FOUO) The DD has the operational authority to approve the following requests: 

• (UHFOU0)1 

• (U//FOU0) 

• (U//FOU0) Confidential case fund payments and/o4 	 lof any amount, and 

• (U//FOU0) Re 	Attorney General (AG) for publicly advertised reward offers 
and payments 01 	r more. 

2.1.2. 	(U//FOUO) Executive Assistant Director (EAD) for the respective operational 
division 

(UHFOU0) The EAD for each operational division has the operational authority to approve the 
following requests: 

• (U//FOU0) 

• (W/FOU0) 	  

• (U//FOUO) Confidential case funds payments and/orl oil up to( 

• (U//FOUO)  Publicly advertised reward offers and payments up t 	land 

• (U//FOU0) 

2.1.3. 	(U//FOUO) Assistant Director (AD) for the respective operational division 

(UHFOU0) The AD for each operational division has the operational authority to approve the 
following requests: 

• (UHFOU0) 

• (U//FOU01 	 

• (U//FOU0) Confidential case funds payments and/o4 	 1p tcl 	and 

• (U//FOU0) Publicly advertised reward offers and payments up to 

(U//FOUO) The AD for each operational division also has the operational authority to approve 
the following requests for UCOs: 

b7E 

b7E 

b7E 

b7E • (U//FOU0) 
Al 
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2. (U//FOUO) Roles and Functional Responsibilities 

(UlIFOUO) The operational authority at FBIHQ and within each field office for confidential 
funding follows. 

2.1. (UI/FOUO) Operational Authority at FBmQ 

(U/IFOUO) The' individuals, units and committees which have the confidential funding 
operational authority at FBIHQ are listed below, with the specific authority for each detailed. 

2.1.1. (U/IFOUO) Deputy Director (DD) 

(UI/FOUO) The DD has the operational authority to approve the following requests: 

• (UIIFOUOj 
~==============L-~ 

• (U/IFOUO)I I 

• (U/IFOUO) Confidential case fund payments andlo~ lofany amount, and 

• (UIIFOUO) Relyests to the Attorney General (AG) for publicly advertised reward offers 
and payments o! Ir more. 

2.1.2. (U/IFOUO) Executive Assistant Director (EAD) for the respective operational 
division 

(U/IFOUO) The EAD for each operational division has the operational authority to approve the 
following requests: ' 

• (U/IFOUO)II--_______ ...J......~ 
• (U/IFOUO)L..., ____ ........ _____ ...1 .... ___ ---. 

• (U/IFOUO) Confidential case funds payments andlo 
L-__ ~~~~--~ 

• (u/IFOUO) Publicly advertised reward offers and payments up t and 

• (U/IFOUO)! ! 1...-----' 

2.1.3. . (VI/FOUO) Assistant Director (AD) for the respective operational division 

(U/IFOUO) The AD for each operational division has the operational authority to approve the 
following requests: 

• (U/IFOUO) .... I-------~ 

• (UIIFouo1'L.. _______ ~ 

• (UIIFOUO) Confidential case funds payments andlo~ ~p td 

• (U/IFOUO) Publicly advertised reward 'offers and pa~ents up toiL. _....-.,.....J 

(UlIFOUO) The AD for each operational division also has the operational authority to approve 
the following requests forUCOs: 

~nd 

• (U/IFOUO) A1'----:-------------------.1 
! ! "' . 
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• (U/NOU01  
ana 

• (UI/FOU01 

	

2.1.4. 	(U//FOUO) Deputy Assistant Director (DAD) for the respective operational 
division 

(U//FOU0) The DAD for each operational division has the operational authority to approve the 
following requests: 

• (U/NOU0) 

• (U//FOU0) 	  

• (U//FOU0) Confidential case funds payments and/oil 	 p t 	 

• (U/NOU0) Publicly advertised reward offers and payments up to 	and 

• n THFOT  

	

2.1.5. 	(UHFOU0) Section Chief for the respective operational division 

(UHFOU0) The section chief for each operational division has the operational authority to 
approve the following requests: 

• (U//FOUO) 

• (U/NOU0) 

• (U/NOU0) Confidential case funds payments and/or up t 

• (U//FOUO) Publicly advertised reward offers and payments up t.  

• (U//FOUO) Direct advance monthly expense vouchers for FBIHQ cases only, and 

• (U//FOU0) Electronic communications (EC) fcl  

	

2.1.6. 	(UHFOU0) Human Intelligence Policy and Special Program Unit (HIPSPU), 
Directorate of Intelligence (DI) 

(U//FOLIO) The HIPSPU, DI has the operational authority to coordinate and approve the 
following requests: 

I 
•  (INFOU01  

• (U//FOLIO; 

• (U//FOUO)1 	  

• (U//FOU0) 
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• cullFouol 
I lana 

·1 (Uj1FOJJ01 

2.1.4. (UIIFOUO) Deputy Assistant Director (DAD) for the respective operational 
division . 

(UIIFOUO) The DAD for each operational division has the operational authority to approve the 
foIlowing requests: 

• (u/NOUO),'----------, 

• (UIIFOUO)L.... ________ ...J 

• (UIIFOUO) Confidential case funds payments andlo L ___ .--~~.I:;----""" 

• (UIIFOUO) Publicly advertised reward offers and payments up t 

· ~~~~-------,------------------------------------~ 
2.1.5. (UIIFOUO) Section Chieffor the respective operational division 

(UIIFOUO) The section chieffor each operational division has the operational authority to 
approve the following requests: 

• (UIIFOUO)r-1 -------., 

• (UIIFOUO)IL... _______ ---1 

• (UIIFOUO) Confidential case funds payments andlo L-___ -L....::........!;--...J 

• (U//FOUO) Publicly advertised reward offers and payments up t 
L..-_---J 

• (U//FOUO) Direct advance monthly expense vouchers for FBIHQ cases only, and 

• (U//FOUO) Electronic communications CEe) fd 

I 
2.1.6. (UIIFOUO) Human Intelligence Policy a~d Special Program Unit (HIPSPU), 

Directorate of Intelligence (DI) 

(UIIFOUO) The HIPSPU, DI has the operational authority to coordinate and approve the 
folIowing requests.r: _________________________ --, 

.~~~~~-----------------r_-----~ 

• (UIIFOUO 
~----------~--------

• (UIIFOUO):========::::;-_____ ----J 

• (UIIFOUO)IL... ______ ----J 
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2.1.7. 	(U//FOU0) Criminal Undercover Operations Review Committee (CUORC) 

(U//FOU0) CUORC hatthe rinprAtignal authority to review proposed criminal, domestic 
terrorism, and certain 	 IJCOs, make any recommended changes or amendments, 
and to recommend approval or disapproval to the designated AD.  

2.1.3. 	(U/LITOU0i 

r//FOUMI 

2.1.9. 	(U//FOU0) Section Chief, AS, FD 

(U//F0110) The Section Chief of the AS, FD has the authority to approve requests to use 
emergency funds for non-emergency confidential expenditures. 

2.1.10. (U//FOU0) Unit Chief, CPCSU, AS, FD 

(U//FOUO) The CPCSU Unit Chief in the AS, FD has the authority to approve requests to: 

• (U//FOU0) Establish an emergency fund, 

• I  (UHFOU0) Use the Third PartyrDraft (TPD) system for 

• (U//FOLIO; 

• (UHFOUO: 

• (U//FOUO; 

2.1.11.. (U//F000) HQ Contracting Officer 

(U//FOU0) The HQ contracting officer has the authority to: 

• (U//FOU0) 

• (U//FOUO) Review and approve all requests for a lease of space, and 

• (U/NOU0) Approve purchases of confidential goods and/or services, including non-
. recoverable property, which exceed the field contracting officer's warrant level. 

2.2. (U//FOUO) Operational authority in the field offices 

(UHFOU0) The individuals having confidential funding operational authority at the field offices 
are listed below, with the specific authority for each detailed. 

2.2.1. 	(UHFOU0) Field Division Head (Assistant Director in Charge [ADIC] or Special 
Agent in Charge [SAC]) 

(U//FOU0) At each field office, the field division head (the ADIC or SAC) has the operational 
o approve requests which are within available funding limi, with an annual limit of 
or cumulative' 	 Jfor cumulative payments 

s. The following requests are included: 

• (U//FOU0) 

• (U//FOUO) 

5 
UNCLASSIFIED//FOR OFFICIAL USE ONLY 

1 	 

ACLURM003638

UNCLASSIFIED//FOR OFFICIAL USE ONLY 
Confidential Funding Policy Implementation Guide 

2.1.7. (UI/FOUO) Criminal Uildercover Operations Review Committee (CUORC) 

(U//FOUO) CUORC has the ope:ational authority to review proposed criminal, domestic 
terrorism, and certai{ ~ PCOs, make any recommended changes or amendments, 
and to recommend approval or dlsa roval to the desi ated AD. 

2.1.8. 

2.1.9. (UIIFOUO) Section Chief, AS, FD 

(U//FOUO) The Section Chief of the AS, FD has the authority to approve requests to use 
emergency funds for non-emergency confidential expenditures. 

2.1.10. (UIIFOUO) Unit Chief, CPCSU, AS, FD 

(U//FOUO) The CPCSU Unit Chief in the AS, FD has the authority to approve requests to: 

• (U//FOUO) Establish an emergency fund, 

• IIFOUO Use the Third Part:y'Draft (TPD) system for .... I.:..... ________ ---' 

• (U//FOUO 

• (UIIFOUO 

• (U//FOUO 

2.1.11.. (UI/FO lcer 

(U//FOUO) The HQ contracting officer has the authority to: 

• (U//FOUO) ..... I _____________ ---' 
• (U//FOUO) Review and approve all requests for a lease of space, and 

• (U//FOUO) Approve purchases of confidential goods andlor services, including non-
recoverable property, which exceed the field contracting officer"swarrant level. 

2.2. (UI/FOUO) Operational authority in the fiel~ offices 

(U//FOUO) The individuals having confidential funding operational authority at the field offices 
are listed below, with the specific authority for each detailed. 

2.2.1. (UI/FOUO) Field Division Head (Assistant Director in Charge [ADIC] or Special 
Agent in Charge [SAC)) 

(U//FOUO) At each field office, the field division head (the ADIC or SAC) has the operational 

0 0 aI?prove requ s hic are within avail a e fund'n lim' ,with an annual limit of 
or cumulative or cumulative payments 

to s. The following r .... e-q-ue-s .... ts-a--r-e~m--cT"u-=-e~:-------,.....-1 

• (U//FOUO~ I 
• (U//FOUO~ L.-________ ~ 
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• (U/NOU0) Confidential case fund payments and/oil 

• (U//FOU0' 

• (U/11,  UU 0 

• (U//FOU0) 

• (U//FOUO) Publicly advertised reward offers and payments up tol 	per single 
transaction, 

• (U//FOU0) Confidential spending up to the micro-purchase threshold amount without 
procurement authority (this authority does not include contracts [e.g., rental of vehicles, 
rental of furniture, cellular phone contracts] or purchase of nonexpendable property and 
equipment), 

• (U//F l I The field division head may re-delegate confidential spending authority 
up t 	other members of the field office management (written documentation 
must e maintained in the appropriate field office file), 

• (U//FOUO) Use of confidential funds to process overt miscellaneous expenditures with 
"FBI" on the invoice), up to the micro-purchase threshold amount, as long as th 
activity is not compromised, 

• (U/NOU0)1 

• UHFOUOI UCOs of up ti 
	nd 	

 

• (U//FOU0 
expenses). 

nd 1 	 I for a total of 

	
IJCOs up tc 	Ifor cumulative proposed operational 

(U//FOUO) The field div. 	 onsibility to authorize the 
establishment, extension, 	 o a designated Assistant Special Agent 
in Charge (ASAC) (written documentation must be maintained in the appropriate field office 
file). 

(U//FOUO) The field division head also has the primary responsibility for all confidential 
advanced funds, and ensures adequate financial management and internal controls exist in the 
field office to: 

• (U//FOUO) Maintain and operate confidential cases within authorized budgets, 

• (U//FOU0) Manage emergency and confidential funds, 

(U/NOU01 

• (U//FOUO) Ensure requests for confidential payments are reviewed and approved, 

• (U//FOU0) Comply with financial regulations and procurement policies, 

• (U/NOU0) Provide timely and accurate recording and reporting of financial activity, 

• (U//FOU0) Ensure quarterly and semi-annual audits are conducted on a timely basis by -
an auditor who is not associated with the operation, 
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• (U/IFOUO) Confidential case fund pa:ents andl~r-------------. 

• (U//FOUOl 1 
a (Uiil<UUO ... --------.... -------------..,1 

• (U//FOuo)l . I 
• (U//F01!0) Publicly advertised reward offers and payments up t~er single 

transaction,. ~ 
• (U//FOUO) Confidential spending up to the micro-purchase threshold amount without 

procurement authority (this authority does not include contracts [e.g., rental of vehicles, 
rental of furniture, cellular phone contracts] or purchase of nonexpendable property and 
equipment), 

• (U/lEe he field division head may re-delegate confidential spending authority 
up t other members of the field office management (written documentation 
must e mamtained in the appropriate field office file), . 

• (U//FOUO) Use of co. nfidential funds to process overt miscellaneous expenditu~s (with I 
"FBI" on the invoice), up to the micro-purchase threshold amount, as long as th 
activity is not compromised, 

• (U//FOUO)I . I 
• (U//Fouo,=1 r------'pcos of up t4 .... __ ---Irnd ~L-____ ...... I for a total of 
I ~'nd 

• (U//FOUOIr----"pcos up t~ lfor cumulative proposed operational 
expenses). L..-__ ....r 

CU//FOUO) The field divlf" ...... w..L1.WI:I.I.I..I.LI~l.l.IOi.I.li6.l;;,Q,J.Iii..I.I.Io.Iii..JUioj>l'onsibility to authorize the 
establishment, extension, 0 a designated Assistant Special Agent 
in Charge (ASAC) (written e mamtained in the appropriate field office 
file). 

CUI/FOUO) The field division head also has the primary responsibility for all confidential 
advanced funds, and ensures adequate financial management and internal controls exist in the 
field office to: 

• (U//FOUO) Maintain and operate confidential cases within authorized budgets, 

• (U//FOUO) Manage emergency and confidential funds, 

• (U/IFOUOl 

I J~' --~------------------------~ 
• (UI/FOUO) Ensure requests for confidential payments are reviewed and approved, 

• (UI/FOUO) Comply with financial regulations and procurement policies, 

. • (U//FOUO) Provide timely and accurate recording and reporting of financial activity, 

• (U//FOUO) Ensure quarterly and semi-annual audits are conducted on a timely basis by . 
an auditor who is not associated with the operation, 
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• (U//FOUO) Ensure audits are performed in a timely manner, and 

• (U//FOU0) Ensure quarterly audits findings are promptly corrected. 

	

2.2.4. 	(U//FOUO) Accountable Officer/Case Agent 

(U/NOU0) The accountable officer/case agent has the authority to: 

• (U//FOU0) Maintain custody or care of confidential funds, 

• (U//FOU0) Maintain confidential advance funds on an imprest basis, 

• (U//FOU0) Prepare ECs requesting confidential funds, 

• (U/NOUO) Initiate an FD-794 Form to request an advance of confidential funds, 

• (U//FOU0) Manage and control confidential advance funds, 

• (U//FOU0) Record nonexpendable property in the case accountable property register, 
and 

• (U//FOUO) Verify the accuracy of amounts reported on the Voucher Reconciliation 
Form (FD-735 or FD735a), the Advance Blue Slip Form (FD-37), and financial 
statements. 

(U//FOUO) The accountable officer/case agent ensures adequate financial management and 
internal controls exist in the field office to: 

• (U//FOUO) Maintain 	and operate confidential cases within authorized budgets, 

I 
I 	 1 	  

• (U/NOU0) Comply with financial regulations and procurement policies. 

(UI/FOUO) The accountable officer/case agent ensures timely and accurate recording and 
reporting of financial activity, including: 

• (U//FOUO) Expense receipts/invoices for confidential advance payments recorded 
properly on the Itemization of Expenditure Form (FD-736), and 

• (U//FOUO) Pertinent documentatiOn provided to the property custodian when property 
that is inventoried has been purchased with confidential funds. 

(U//FOUO) The accountable officer/case agent is financially liable for the loss or improper use 
of confidential funds and may be required to repay the funds, even without proof of negligence. 

	

2.2.5. 	(UHFOU0) Case Accountant or Financial Analyst (FA) 

(U//FOU0) The case accountant or FA has the authority to: 

• (U//FOU0) Prepare and sign the Voucher Reconciliation Form (FD-735 or FD735a), 

• (U/NOU0) Prepare the Advance Blue Slip Form (FD-37) or FD-794 Form, 

• (U//FOU0) Verify and sign the monthly expense vouchers and supporting documentation, 
checking the accuracy of the amounts reported, and 

• (U//FOUO) Prepare financial statements in a timely manner. 
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• (U//FOUO) Ensure audits are performed in a timely maIUler, and 

• (U//FOUO) Ensure quarterly audits findings are promptly corrected. 

2.2.4. (UIIFOUO) Accountable Oftker/Case Agent 

(U//FOUO) The accountable officer/case agent has the authority to: 

• (U//FOUO) Maintain custody or care of confidential funds, 

• (U//FOUO) Maintain confidential advance funds on an imprest basis, 

• (UI/FOUO) Prepare ECs requesting confidential funds, 

• (UIIFOUO) Initiate an FD-794 Form to request an advance of confidential funds, 

• (U//FOUO) Manage and control confidential advance funds, 

• (U//FOUO) Record nonexpendable property in the case accountable property register, 
and 

• (U//FOUO) Verify the accuracy of amounts reported on the Voucher Reconciliation 
Form (FD-735 or FD735a), the Advance Blue Slip Form (FD-37), and financial 
statements. 

(UIIFOUO) The accountable officer/case agent ensures adequate financial management and 
internal controls exist in the field office to: 

• (U//FOUO) Maintain and 0 erate confidential cases within authorized bud ets, 

• 

• (U//FOUO) Comply with financial regulations and procurement policies. 

(U//FOUO) The accountable officer/case agent ensures timely and accurate recording and 
reporting of financial activity, including: 

• (U//FOUO) Expense receipts/invoices for confidential advance payments recorded 
properly on the Itemization of Expenditure Form (FD-736), and 

• (U//FOUO) Pertinent documentation provided to the property custodian when property 
that is inventoried has been purchased with confidential funds. . 

(U//FOUO) The accountable officer/case agent is financially liable for the loss or improper use 
of confidential funds and may be required to repay the funds, even without proof of negligence. 

2.2.5. (U//FOUO) Case Accountant or Financial Analyst (FA) 

(U//FOUO) The case accountant or FA has the authority to: 

• (UJ/FOUO) Prepare and sign the Voucher Reconciliation Form (FD-735 or FD735a), 

• (U//FOUO) Prepare the Advance Blue Slip Form (FD-37) or FD-794 Form, 

• (UJ/FOUO) Verify and sign the monthly expense vouchers and supporting documentation, 
checking the accuracy of the amounts reported,. and 

• (U//FOUO) Prepare financial statements in a timely manner. 
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• (UHFOU01 Ensure TPD verso el are excludedtom receivinti 
and from handling 

(U//FOUO) Ensure financial managers (FM) or financial personnel who process financial 
transactions in the Financial Management System (FMS) are excluded from maintaining 
the books and records for direct advance cases. 

2.2.2. 	(UHFOU0) Assistant Special Agent in Charge (ASAC) 

(U//FOUO) The ASAC in each field office has the authority to approve the following requests: 

• (U//FOU0 

• (U//FOUO)1  

• (U//FOUO) Confidential advances or expenses, 

• (U//FOUOj 	 and 

• (U//F OUO) I  

(U//FOUO) The ASAC also ensures adequate financial management and internal controls exist 
in the field office to: 

• (U//FOUO) Maintain and operate confidential cases within authorized budgets, 

• (U//FOUOI  

I 	 I 	 
• (U//FOUO) Comply with financial regulations and procurement policies, 

• (U//FOUO) Provide timely and accurate recording and reporting of financial activity, and 

• (UNFOU0) Ensure quarterly and semi-annual audits are conducted in a timely manner by 
an auditor who is not associated with the operation. 

2.2.3. 	(U//FOUO) Supervisory Special Agent (SSA) 

(U//FOUO) The SSA in each field office has the authority to approve and/or ensure the review 
and approval of: 

• 	(U//FOUO) Requests for confidential' 

• (U//FOUO) Monthly confidential 
1-1  

• (U//FOUO) Requests for confidential 

(U//FOUO) The SSA also ensures adequate financial management and internal controls exist in 
the field office to: 

• (U//FOU0) Maintain and operate confidential cases within authorized budgets, 

• (Ui/FOTITI1  

• (U//FOU0) Comply with financial regulations and procurement policies, 
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• (UlIFOUO; Ensure TPD persQ,el are e.xClud~d fij ... l1_m_re_c_e_iY_in_d ________ ----'J I -: land from handhng L ! 
1 

• (UIIFOUO) Ensure financial managers (FM) or financial personnel who process financial 
transactions in the Financial Management System (FMS) are excluded from maintaining 
the books and records for direct advance cases. 

2.2.2. (UlIFOUO) Assistant Special Agent in Charge (ASAC) 

(UIIFOUO) The ASAC in each field office has the authority to approve the following requests: 

• . (U/fFOU?~ I 
• [U/IFOUOl~ I 
_I 

• (U/fFOUO) Confidential advances or expenses, 

• (U/IFOUO~ I'ud 
• (U/fFOuo)T-1 ~------------------1. 

(UIIFOUO) The ASAC also ensures adequate financial management and internal controls exist 
in the field office to: 

• (UIIFOUO) Maintain and operate confidential cases within authorized budgets, 

• (UIIFOUO~ 
I I 

• (UIIFOUO) Comply with financial regulations and procurement policies, 

• (UIIFOUO) Provide timely and accurate recording and reporting of financial activity, and 

• (UIIFOUO) Ensure quarterly and semi-annual audits are conducted in a timely manner by 
an auditor who is not associated with the operation. 

2.2.3. (VI/FOUO) Supervisory Special Agent (SSA) 

(U/fFOUO) The SSA in each field office has the authority to approve,and/or ensure the review 
and approval of: 

• (U/IFOUO) Requests f~r confidenbtial ~ 
• (UI/FOUO) Monthly confidential _ [ 

• (UIIFOUO) Requests for confidential 
~------------~ 

(UI/FOUO) The SSA also ensures adequate financial management and internal controls exist in 
the field office to: ' 

• (U/fFOUO) Maintain and operate confidential cases within authorized budgets, 

• (UVED.! TO) j 
! I 

• (UIIFOUO) Comply with financial regulations and procurement policies, 
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(UHFOU0) The case accountant or FA has the primary responsibility to ensure: 

• (UHFOU0) Confidential advances are maintained on an imprest basis, 

• (W/FOU0) Monthly direct advance vouchers are prepared in a timely manner, 

• (U//FOUO) Accurate recording of receipts/invoices for confidential advance payments on 
the Itemization of Expenditure Form (FD-736), 

• (U//FOU0) Nonexpendable property is recordi in the case accountable property register, 

• (U//FOUO) Pertinent documentation is providLA to the property custodian when property 
that is inventoried has been purchased using confidential funds, and 

• (U//FOU0) Quarterly audits are conducted on a timely basis by an accountant not 
associated with the operation. 

(U//FOUO) The case accountant or FA cannot be an authorized signer of the checking account(s), 
recipient of debit cards, or have control over cash. 

	

2.2.6. 	(U//FOUO) Field Contracting Officer 

(U//FOUO) The field contracting officer has the procurement authority to: 

• (UHFOU0) Authorize confidential requirements for goods and/or services to include 
non-recoverable property up to the warrant level, 

• (U//FOUO) Issue "T" numbers, up to the warrant level, for confidential purchases 
requiring procurement authority when using direct advanced funds from FBIHQ, and 

• (U//FOUO) Approve the FD-794 Form for confidential TPD advances or purchases 
requiring procurement authority, up to the warrant level. 

	

2.2.7. 	(Ul/FOUO) Property Custodian 

(U//FOU0) The property custodian maintains accurate records of property that is inventoried 
that is purchased with confidential funds. 

	

2.2.8. 	(U//FOUO) Financial Manager (FM) 

(U//FOUO) The FM has the authority to 

• (U//FOU0) Monitor confidential budgets, and 

• (U/FOU0) Coordinate requests for confidential budget enhancements. 

	

2.2.9. 	(U//FOLIO) Draft Office Supervisor or FM 

(U//FOUO) The draft office supervisor or FM has the authority to: 

• (U//FOLIO) Review the payment package (FD-794 Form and supporting documentation  
for confidential direct expenses without an advanal 

i2  involving all returns of unused confidential 
funds and/or 

• (U//FOUO) Mail money orders or cashier's checks payable to the FBI to CPCSU, FD, 
and , 
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(U//FOUO) The case accountant or FA has the primary responsibility to ensure: 
\ 

• (U//FOUO) Confidential advances are maintained on an imprest basis, 

• (U/IFOUO) Monthly direct advance vouchers are prepared in a timely manner, 

• (U/IFOUO) Accurate recording of receipts/invoices for confidential advance payments on 
the Itemization of Expenditure Fonn CFD-736), 

• (U//FOUO) Nonexpendable property is recordt ill. the case accountable property register, 
I ' I 

• (U//FOUO) Pertinent documentation is ptovidL to the property custodian when property 
that is inventoried has been purchased using confidential funds, and 

• (U//FOUO) Quarterly audits are conducted on a timel~ basis by an accountant not 
associated with the operation. 

(U/IFOUO) The case accountant or FA cannot be an authorized signer of the checking account(s), 
recipient of debit cards, or have control over cash. 

2.2,6. (UI/FOUO) Field Contracting Officer 

(UIIFOUO) The field contracting officer has the procurement authority to: 

• (U/IFOUO) Authorize confidential requirements for goods and/or services to include 
non-recoverable property up to th~ warrant level, 

• (U//FOUO) Issue "Tn numbers, up to the warrant level, for confidential purchases 
requiring procurement authority when using direct advanced funds from FBIHQ, and 

• (UIIFOUO) Approve the FD-794 Fonn for confidential TPD advances or purchases 
requiring procurement authority, up to the warrant level. 

2.2.7. (U/IFOUO) Property Custodian 

(U/IFOUO) The property custodian maintains accurate records of property that is inventoried 
th~t is purchased with confidential funds. 

2.2.8. (U/IFOUO) Financial Manager (FM) 

CUI/FOUO) The FM has the authority to: 

• (U/IFOUO) Monitor confidential budgets, and 

• (UIIFOUO) Coordinate requests for confidential budget erihancements. 

2.2.9, (UIIFOUO) ~raft Office Supervisor or FM 

(U//FOUO) The draft office supervisor or FM has the authority to: 

• 

• 

(U/IFOUO) fey jew the TID transactions rVOIVing all returns of unused confidential 
funds and/or . 

(U//FOUO) Mail money orders or cashier's checks payable to the FBI to CPCSU, FD, 
and. 
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• (U//FOU0) Ensure FMs or financial personnel who process financial transactions in 
FMS are excluded from maintaining the books and records for direct advance cases. 

(UHFOU0) A draft office supervisor or FM cannot initiate or be designated to receive 

	Ior be involved in handling and 

	
lunder any circumstances. 

2,2.10. (U//FOUO) Auditor or Designated Employee 

(U//FOUO) A field office auditor or a designated employee conducts required audits of direct 
advance funds from FBIHQ and TPD transactions. 

2.2.11. (U//FOUO) Draft Approval Officer (DAO) or Alternate 

(U//FOU0) The DAO or his alternate has the authority to: 

• (U//FOU0) Classify each confidential expenditure on the FD-794 Form( 
I 	 1(under the CPCSU, FD), 

• (UHFOU0) Review and approve FD-794 Forms and supporting documentation for 
completeness, compliance, accuracy, and propriety prior to a draft cashier's payment, and 

• (UHFOU0) Maintain all TPD financial recordkeeping. 

(U//FOUO) The DAO or his alternate cannot initiate or be designated to receive!  

L Linder any circumstances and cannot maintain the books and records 
for direct advance cases. 

2.2.12. (U//FOU0) Draft Cashier or Alternate 

(U//FOU0) The draft cashier or his alternate has the responsibility or authority to: 

• (UHFOU0) Review the FD-794 Form and receipts/certification for completeness, 
compliance, accuracy, and propriety, 

• (U//FOUO) Forward the completed original FD-794 Form transaction package to the 
applicable case file fo 	xpenses or to the Confidential File Room (CFR) for 

l and 

• (U//FOUO) Maintain all TPD financial recordkeeping. 

(U//FOUO) The draft cashier' or his alternate is administratively accountable to the certifying 
officer for the accura 	.81.81 se.. - o - 	e 	.i ems - • . 	.ose 

. .
-ate or be 

designated to receive 	 be involved in 
handling an(I 	 [under any circumstances and cannot 
maintain the books and records for direct advance cases. 
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• (U/IFOUO) Ensure FMs or financial personnel who process financial transactions in 
FMS are excluded from maintaining the books and records for direct advance cases. 

/ /FOUO A draft office su ervisor or FM cannot initiate or be designated to receive 
....----------------, __ .--___ -1 or be involved in handling and 

un er any circumstances. L-______________ ~ 

2.2.10. (U/lFOUO) Auditor or Designated Employee 

(UI/FOUO) A field office auditor or a designated employee conducts required audits of direct 
advance funds from FBIHQ and TPD transactions. 

2.2.11. , (U/lFOUO) Draft Approval Officer (DAO) or Alternate • 

(U/IFOUO) The DAO or his alternate has the authority to: 

• (UIIFOUO) Review and approve FD-794 Fonns and supporting documentation for 
completeness, compliance, accuracy, and propriety prior to a draft cashier's payment, and 

• (UIIFOUO) Maintain all TPD financial recordkeeping. 

nder any circumstances and cannot mamtam 
~~~~~~~~~ 

2.2.12. (UI/FOUO) Draft Cashier or Alternate 

(U//FOUO) The draft cashier or his alternate has the responsibility or authority to: 

• (U//FOUO) Review the FD-794 Fonn and receipts/certification for completeness, 
compliance, accuracy, and propriety, 

• (U//FOUO) Forward the completed original FD-794 Form transaction package to the 
applicable case file fo~ Fxpenses or to the Confidential File Room (CFR) for 

I land 

• (U//FOUO) Maintain all TPD financial recordkeeping. 

(U//FOUO) The draft cashier' or his alternate is administratively accountable to the certifying 
officer for the accura' . . .. ate or be 
designated to receive be involved in 
handling an n er any CIrcumstances and cannot 
maintain the books and records for direct advance cases. 
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3. (U//FOU0) Policies 

(U//FOUO) The FBI CFPG establishes the mandatory policies and procedures to properly use, 
record, and report confidential expenditures. 

3.1. (UHFOU0) Criteria for Determining Confidential Expenditures 

(U//FOUO) As a general principle, appropriated funds may only be spent if the following three 
criteria are met: 

• (U) the purpose of the expenditure must be authorized; 

• (U) the obligation must occur within the time limits applicable to the appropriation; and 

• (U) the obligation must be reasonable as to the type and amount, based on value received 
and overall circumstances present at the time of expenditure. 

(U/FOUO) In addition to these general requirements, confidential funds may only be spent if the 
following additional criteria are met: 

• (U/IFOUO) the expenditure of funds must be in direct support a "case" (defined as an 
assessment [Types 1-6] or predicated investigation), (for more information refer to DIOG, 
Sections 5-9); and 

• (U//FOU0) the expenditure of funds is directly related to an operation or activity which 
requires concealment of the FBI's identity as the source of the payment from vendors, 
third parties, or the public to avoid compromising covert activity. 

(U//FOLIO) An exception to the concealment of the FBI's identity criteria exists when overt 
miscellaneous expenditures, such as payment for translations and duplication of court records, or 
the purchase of blank videos, audio tapes, or films, are incurred in direct support of a case. The 
field division head hp authority, up to the micro-purchase threshold amount, to approve the ri 	I to process overt miscellaneous expenditures (with "FBI" on the invoice) as 
long as the covert activity is not compromised. This authority must be documented with an 
approved EC and attached to the FD-794 Form. 

(UHFOU0) The field division head will ensure that each disbursement is supported by the 
appropriate written documentation, which clearly indicates the confidential expenditure 
conforms to the criteria listed above and all other pertinent rules, restrictions, prohibitions, and 
exemptions as described in this PG. This documentation is considered an integral part of the case 
financial records. 

(U//FOLIO) Requests forl 	do not require an approved 
EC, as long as an FD-794 Form is completed, including a statement for services rendered and/or 
a detailed list of expenses in the description field as well as an explanation for the request in the 
justification field. 

(U//FOLIO) All expenditures that do not conform to the criteria listed above must be processed 
using discretionary funds. These expenditures are not to be funded from confidential funds or 
reported in the case books and records of the covert case. Expediency or availability of funds is 
not sufficient justification for the use of confidential funds. Field office personnel may contact 
CPCSU, FD, when in doubt about using confidential funds. 
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3. (U/IFOUO) Policies 

(UIIFOUO) The FBI CFPG establishes the mandatory policies and procedures to properly use, 
record, and reporl confilielltial exponditurc:;. 

3.1. (U/IFOUO) Criteria for Determining Confidential Expenditures 

(U//FOUO) As a general principle, appropriated funds may only be spent if the following three 
criteria are met: 

• (U) the purpose of the expenditure must be authorized; 

• (U) the obligation must occur within the time limits applicable to the appropriation; and 

• (U) the obligation must be reasonable as to the type and amount, based on value received 
and overall circumstances present at the time of expenditure. 

(U/FOUO) In addition to these general requirements, confidential funds may only be spent if the 
following additional criteria are met: 

• (U//FOUO) the expenditure of funds must be in direct support a "case" (defined as an 
assessment [Types 1-6] or predicated investigation). (for more information refer to DIOG, 
Sections 5-9); and 

• (UI/FOUO) the expenditure of funds is directly related to an operation or activity which 
requires concealment of the FBI's identity as the source of the payment from vendors, 
third parties, or the public to avoid compromising covert activity. 

(U//FOUO) An exception to the concealment of the FBI's identity criteria exists when overt 
miscellaneous expenditures, such as payment for translations and duplication of court records, or 
the purchase of blank videos, audio tapes, or films, are incurred in direct support of a case. The 
field division head hr authority, up to the mic.ro-purchase threshold amount, to approve then 
1 _ to process overt miscellaneous expenditures (with "FBI" on the invoice '')'is 
long as the covert activity is not compromised. This authority must be documented with an 
approved EC and attached to the FD-794 Form. 

(U//FOUO) The field division head will ensure that each disbursement is supported by the 
appropriate written documentation, which clearly indicates the confidential expenditure 
conforms to the criteria listed above and all other pertinent rules, restrictions, prohibitions, and 
exemptions as described in this PG. This documentation is considered an integral part of the case 
financial records. 

(U//FOUO) Requests fod Ido not require an approved 
EC, as long as an FD-794 Form is completed, including a statement for services rendered andlor 
a detailed list of expenses in the description field as well as an explanation for the request in the 
justification field. 

(U//FOUO) All expenditures that do not conform to the criteria listed above must be processed 
using discretionary funds. These expenditures are not to be funded from confidential funds or 
reported in the case books and records of the covert case. Expediency or availabiiity offunds is 
not sufficient justification for the use of confidential funds. Field office personnel may contact 
CPCSU, FD, when in doubt about using confidential funds. 
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(INFOU0) Note: It is prohibited to purchase nonexpendable property and equipment with 
confidential funds, except as specified in Section 3.30.2.  

3.2. (UHFOU0) Administrative Case File 

(Ul/POUU)11 

renewa unnecessary. ince in 	ua case au i ority must be tracke• to ensure the field division 
Is unnecessary. 

(U//FOU) For detailed information on covert telecommunication policy 

3.3. (U//FOUO) Case Operational Authority 

(U//FOU0) The field division head has operational authority of up t 	umulatively, per 
fiscal year, for confidential expenditures incurred in connection with any sing e case. This 
authority is automatically renewed for each case at the beginning of a fiscal year, unless 
otherwise advised by  the respective operational division section chief or a higher authority at 
FBIHO Payments to 	 

knd not fro 

(U//FOUO) If expenditures for an individual case are projected to exceed the field division 
head's operational authority, the SSA or case agent must submit an EC approved by a field 
division head to the appropriate substantive desk at FBIHQ requesting additional operational 
authority. The ASAC or a higher level official, in collaboration with the FM, should ensure that 
confidential funds are available to satisfy each request for additional operational authority. If the 

fiinds_is_insaftripnt tocainnrt nlannpri Rxnenditnreq th  EC balance of available budge 
should include a request t 	 The EC 
should include the followi 	g tniontration. 

• (U//FOUO) A request for operational authority ove
lI 
 

• (W/FOU0) The amount of authority needed, 

• (U//FOU0) The deadline by which the authority is needed, 

• (U//FOU0) The total amount of confidential funds expended to date in the current fiscal 
year (FY), regardless of the source of funds, 

• (UHFOU0) Details to support the request, 

• (U//FOUO) Whether the funds will be acquired'from the TPD system or if a direct 
advance of funds is necessary from FBIHQ, 

• (UHFOU0) A statement which reads: "Sufficient funding remains in the (name) field 
office (category) confidential budget to cover anticipated expenditures for the current 
fiscal year represented by this request," and 

• (U//FOUO) If sufficient funding is not available and reallocation is being proposed, 
include the following statement: "Sufficient funding remains in the (name) field office 
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(U//FOUO) Note: It is prohibited to purchase nonexpendable property and equipment with 
confidential funds, except as specified in Section 3.30.2. . 

3.2. CUI/FOUO) Administrative Case File 

. UI/}<UUU 

(U//FOU) For detailed information on covert telecommunication policy 
I I ~----~ 

3.3. CUI/FOUO) Case Operational Authority 

(U//FOUO) The field division head has operational authority of up t~ pumulativelY, per 
fiscal year, for confidential expenditures incurred in connection with any smgle case, This 
authority is automatically renewed for each case at the beginning of a fiscal year, unless 
otherwise advised by the res ective 0 erational division section chief or a hi her authori 

........ .u.I.I~ ...... ayments t0lr------------------------.L, 

(UIIFOUO) If expenditures for an individual case are projected to exceed the field division 
head's operational authority, the SSA or case agent must submit an EC approved by a field 
division head to the appropriate substantive desk at FBIHQ requesting additional operational 
authority. The ASAC or a higher level official, in collaboration with the FM, should ensure that 
confidential funds are available to satisfy each request for additional operational authority. If the 

~~!~~e~~:l~~:i~~~~::s~~::: :::.::.: :'::nfficiept to snpPOrt planned expendjhITes tbr ~~ EC 

should mc1ude the fol1ow~ 1m 1. 

• (U//FOUO) A request for operational authority ove~L...-__ """ 

• (U//FOUO) The amount Qf authority needed, 

• (U//FOUO) The deadline by which the authority is needed, 

• (U//FOUO) The total amount of confidential funds expended to date in the current fiscal 
year (FY), regardless ofthe source of funds, 

• (U//FOUO) Details to support the request, 

• (U//FOUO) Whether the funds will be acquired'from the TPD system or if a direct 
advance of funds is necessary from FBIHQ, 

• (U//FOUO) A statement which reads: "Sufficient funding remains in the (name) field 
office (category) confidential budget to cover anticipated expenditures for the current 
fiscal year represented by this request," and 

• (UI /FOU 0) If sufficient funding is not available and reallocation is being proposed, 
include the following statement: "Sufficient funding remains in the (name) field office 
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confidential budget category (from which funds are being reallocated) to cover 
anticipated expenditures for the remainder of the fiscal year." 

(U/NOU0) The da 
request i 	CC 

cases an 

authority is granted should be noted on each advance or expense 
uthorizations to expend additional funds in support of individual 

not increase field office budget allocations. 

(U//FOU0) Case operational authority differs from procurement authority, which is the authority 
to obligate funds on behalf of the aovemment. For example, a substantive desk at FBIHQ can  
exercise  operational authority tol 

iowever, procurement authority must be obtaineci prior to making tne purcnase. 

(11//FOU0) The following transactions must be referred to the Procurement Section (PS), FD, 
for specific approval: 

• (U//FOLIO) Purchase of real property (buildings or land), 

• (U//FOUO) Lease of real property, and 

• (U//FOUO) Execution of contracts obligating funds of the FBI. This type of contract 
must be executed by a contracting officer at FBIHQ when exceeding the field contracting 
officer warrant authority level. 

(U//FOU0) Refer questions concerning the proper level of authority required and the operational 
use of confidential funds to the appropriate operational division at FBIHQ for determination. 

3.4. (U//FOUO) Budget Reallocations 

(U//FOUO) In the event that budget allocation is insufficient to meet anticipated confidential 
exoenditures_ the field division head may reauest reallocation of confidential funds among the 

(U//FOU0)I 

(U//FOUO) 

(U/NOU0) 

(UHFOU0) 

• (U//FOU0) 

(U//FOU0) 

(U//FOU0) 

(U//FOUO) 

• (U//F0130) 

(UHFOU0) 

(U/NOU0) 

(U//FOUO: 

• (U/NOU0) 
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confidential budget category (from which funds are being reallocated) to cover 
anticipated expenditures for the remainder of the fiscal year." 

(U//FOUO) The da authority is granted should be noted on each advance or expense 
request i . "~~ uthorizations to expend additional funds in support of individual 

not increase field office budget allocations. 
L..-__ ...I 

(U//FOUO) Case operational authority differs from procurement authority, which is the authority 
to obligate funds on behalf of the ovemment. For exam le·a substantive desk at FBIH 
exercise operational authority to I ~owever; procureme~t a!-:u~o-:::n~m:::::':':us~::;e"":'o~~~=~~~~rl'I'::~=Tl"S"1~--_-J 

(U//FOUO) The following transactions must be referred to the Procurement Section (PS), FD, 
for specific approval: 

• (U//FOUO) Purchase ofreal property (buildings orland), 

• (U//FOUO) Lease of real property, and 

• (U//FOUO) Execution of contrac.ts obligating funds of the FBI. This type of contract 
must be executed by a contracting officer at FBIHQ when exceeding the field contracting 
officer warrant authority level. 

CU//FOUO) Refer questions concerning the proper level of authority required and the operational 
use of confidential funds to the appropriate operational division at FBIHQ for determination. 

3.4. (VI/FOUO) Budget Reallocations 

(UI/FOUO) In the event that budget allocation is insufficient to meet anticipated confidential 
. . of confidential funds among the 

(U//FOUO 

(U//FOUO 

(U//FOUO 

• (U//FOUO 

(U//FOUO 

CU//FOUO 

CU//FOUO 

• (U//FOUO 

(U//FOUO 

(U//FOUO 

(U//FOUO 

• (U//FOUO 
~--------------------~ 
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(U//FOU0 
IT T LiEVIT Trm 

(U//FOU0) When the budget allocation is insufficient to meet anticipated expenditures, the FM 
should submit a request approved by a field division head to reallocate funds to the respective 
substantive desk at FBIHQ and a copy to the respective operational division's budget unit at 
FBIHQ. Each request should include a statement at the end of the communication which notes 
that adequate funds to satisfy normal investigative requirements will remain in the budget 
category in which the funds were removed. 

3.5. (UHFOU0) Case Budget Enhancements 

(l 1//FOLIO) Operational divisions at FBIHQ retain a modest reprve to fund significant cases and 

ii

✓hen field office confidential budgets are exhausted. Ini  

(U//FOU0) The SSA or case agent, in collaboration with the FM, should submit an EC, 
approved by a field division head, to the respective substantive desk at FBIHQ and a copy to the 
respective operational division's budget unit at FBIHQ requesting a budget enhancement. The 
request should include a case identification number and complete justification for the budget 
increase, which might include: 

• (U//FOUO) The amount of funding requested, 

• (U//FOU0) The confidential budget category, 

• ft11/MIT(11 An enmlanatinn nf thel  

■ (U//FOU011  

(U//FOLIO)' 

• (U//FOUO) A detailed statement of the status of the applicable' 	 'program 
field office confidential budget showing the amount of funding remaining, 

• (U//FOLIO) A description of actions taken to minimize confidential expenditures in 
ongoing investigations and to ensure that they are proportionate with the contributions 
those investigations are making toward accomplishing the mission of the FBI. The field 
division head should consider minimizing or terminating costly investigative methods 
supporting less productive investigations in order to maintain adequate funding for 
priority matters. and 
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(U//FOUO) When the budget allocation is insufficient to meet anticipated expenditures, the FM 
should submit a request approved by a field division head to reallocate funds to the respective . 
substantive desk at FBIHQ and a copy to the respective operational division's budget unit at 
FBIHQ. Each request should include a statement at the end of the communication which notes 
that adequate funds to satisfy normal investigative requirements will remain in the budget 
category in which the funds were removed. 

3.5. (U//FOUO) Case Budget Enhancements 

......... oI.I.I.J. ........ UO) Operational divisions at FBIHQ retain a modest r.~~~~~.2.!.I:>~=~' 
hen field office confidential bud ets are exhausted. In 

(U/IFOUO) The SSA or case agent, in collaboration with the FM, should submit an EC, 
appr4>ved by a field division head, to the respective substantive desk at FBIHQ and a copy to the 
respective operational division's budget unit at FBIHQ requesting a budget enhancement. The 
request should include a case identification number and complete justification for the budget 
increase, which might include: 

• (U/IFOUO) The amount of funding requested, 

• (U/IFOUO) The confidential budget category, 
~--~~------------------~ • ~~~~LW~~~WU~UU~~ ______________________________ ~~ 

• (U//FOUO) A detailed statement of the status of the applicable L..----. ___ --I' 

field office confidential budget showing the amount of funding remammg, 

• (U//FOUO) A description of actions taken to minimize confidential expenditures in 
ongoing investigations and to ensure that they are proportionate with the contributions 
those investigations are making toward accomplishing the mission of the FBI. The field 
division head should consider minimizing or terminating costly investigative methods 
supporting less productive investigations in order to maintain adequate funding for 
priority matters. and 
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• (UHFOU0) A statement detailing the reason further rechictions in current spending 
cannot he made instead of a confidential budget increase!  

b7E 

3.6. (U//FOUO) Case Expense 

To determine whether case expenses are reasonable or proper, 
entia expenses paid in direct support of an investigation, 	 b7E 

the criteria listed on Section 3.1. o this PG must be met. The employee responsible for making 
the payment must document compliance with the criteria. 

(U//FOU0) Seirvire of a covert natnre nrnr.nred for a variety of investigative or onerational  
activities (e.g.I 
	 b7E 

should be classified as a case expense or, if incurred on a continuing basis, consolidated and 
classified as an administrative matter and paid with confidential funds. 	

b7E 
3.7. (U//FOUO) Purchase ofl 

(U/FOU01 The field division hea  has confidential case fund authority to approve the purchase 	 b7E 
	  t the discretion of the field division head, this authority may 

be delegated to an ASAC, as long as the delegation of authority is documented. 

0) Prior substantive desk authori is re • uired for an 

	  SSA or case agent must submit an approved EC to the 
respective sulgstantive desk withirrlusiness days. The EC should document FBIHO authority 

fter 	exceeding th. 	 b7C 

for the initial! 

3.8. (U//FOUO) Undercover Operations (UCO) 

(U//F01_10) Occasionally an investigation changes from a case to 	 which 
	

b7E 

requires new operational authority and a change in budget category. ases o 	COs 
funded with direct advanced funds from FBIHQ can retain remaining funds w en c anging 
budget categories and requesting direct advance funds from FBIHQ. 

(U//FOUO) The total cash on hand remaining from the direct advance must be indicated on the 
new budget request. Upon approval of the UCO, CPCSU, FD, will wire tr 
amount (the new operational authority minus cash on hand). For example, i 
advanced case funds rem 	me the case changes to a UCO requirin 
the UCO authority will b 

(U//FOU0) Direct advance vouchers are to be sent to CPCSU, FD, by the 10th of the month 
following the calendar month in which expenditures were paid, except in certain cases where 
extensions have been granted by CPCSU, FD. 
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• (UIIFOUO) A s1?-tement detailing the reason fu~er Ied.~~iIi..!!.I.J::.!;~:w..:~!.!l:.I!.!Ea., 

3.6. (UIIFOUO) Case Expense 

(UlIFO UO) Sf1W.c..e..c~::mu:m..u.a.tJJ.\:e.m:o.cJJ.I:ed.Jm.a.l:at~.af.iJ~Ill2.a~..w:..l:lllImilll.l.lllllL..,., 
activities (e.g. 
should be clas'~si"l'fi"'::'e":'id-a~s -a~c~a-se-e-x-p-e-ns-e-o-r-, "'I .... m-c-u-rr-e""l'"""o-n-a~c~o-n":"'tt-nu ... l ... n-gT-as-l-s,-c-o-ns-o..,.l...,.-at:-e""r-~...J 
classified as an administrative matter and pliid with confidential funds. 

3.7. (UI/FOUO) Purchase od I 
(lJ,IIFOIJQ) The field djyision head has confidential case fund authority to approve the purchase 
oC. . }.t the discretion of the field division head, this authority may 
be delegated to an ASAC, as long as the delegation of authority is documented. 

~------------------~ 

3.8. (UIIFOUO) Undercover Operations (UCO) 

(UIIFD.UO) Occ,,;omUy an investigation ,bange, from a ""e to ~ kr:o whi,b 
requires new oper~tional authority and a change in budget category. Cases 01 . pC Os 
funded with direct advanced funds from FBIHQ can retain remaining funds when c anging 
budget categories and requesting direct advance funds from FBIHQ. 

(UIIFOUO) The total cash on hand remaining froin the direct advance must be indicated on the 
new budget request. Upon approval of the UCO, CPCSU, FD, will wire trBhe net 
amount (the new operational authority minus cash on hand). For example, i BIHQ 
advanced case funds rem . 'me the case changes to a UCO requirin . uthority, 

a h ri' and' approved direct advance funds will be the net amount of 

(U/IFOUO) Direct advance vouchers are to be sent to CPCSU, PO, by the 10th of the month 
following the calendar month in which expendirures were paid, except in certain cases where 
extensions have been granted by CPCSU, FD. 
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(U//FOU0) The field division head can authorize nonsensitivel 	lUCOs to 
The cumulative proPosed budget can e up to 

r operational expe 

	

wpich a 	maximum o 	an 'e or opera ona exp 

	

 
This ! 	limit is in a' ition to any funds spent during the 	previous 

existence as al 	nvestigation. The field division head's case authority is rescinded when 
written authorization is obtained from FBIHQ to expend a specified amount of funds for a 
specific UCO.  

fund' 	
iTrn 444,4;4.i.,4. .4,11:ct to the limits of the field office confidential case 

budgets through the TPD system. Therefore, 
am/pnr TA  

operational authority should not be exercised without the proper availability of confidential case 
funds. 

b7E 

b7E 
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are initiated and, within limitations, extended under field division head authonty. 

(UNFOU0) The field division head may delegate the responsibility to authorize the 
CO to a designated ASAC. The delegation 

must be in writing and maintained in the 
rove all UCOs requiring 

CO operational authority and 

b7E 

b7E 

b7E 

b7E 

b7E 

b7E 

3.8.1. (U//FOUO 
	

UCO 

) The field division head has operational program authority to approve nonsensitive 
COs under the circumstances set forth in the • GG-UCO and! 	1)f the  

ual IP 

establishment, extension, or renewal of 
of this responsibility by the field division 
appropriate field office file. The field division head 
authorization from FBIHQ. The field division head 
time limitation can be exceeded only 	under FBIHQ authority. 

/FOLIO) 	 required when a proposal to initiate al  
CO is submitted' 	 It 

UCO, and prior to expending confidential funds. 

3.8.1.1. 	(U//FOUO) 	UCO Operational Authority 

An Application for Undercover Operations Form (FD-997) must be submitted with 
roposal and, when the field office confidential budget is not adequate to 

support 	CO, to the respective substantive desk at FBIHQ. Requests for budget 
enhancemen s require the field office to track the approved operational authority and total 
expenditures for the duration of then—IJCO. 

(U//FOLIO) For eac 	CO, one individual, hereafter referred to as the case accountant, 
must be designated on t e  - 97 Form to be responsible for all funds for th 	CO and 
for ensuring.appropnate accounting procedures will be used. The case accoun an can e any 
qualified employee, defined as an FA, a special agent accountant (SAA), or other specially 
trained employee, excluding TPD personnel, a draft supervisor, or an FM. 

(W/FOU0 The TPD office will establish one vendor file using the name of the case agent for 
eac 	CO. All advances and  expenses should be applied to this vendor. Expenses 
associated with an approved 	IJCO authority are identified a4 	 1 

Ion the FD-794 Form. The 
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3.8.1. (UIIFOU01 Iueo 

are initiated and, within limitations, extended under field division head authority. 

(UIIFOUO) The field division head maYl;le:ate t~ responsibility to authorize the 
establishment, extension, or renewal of CO to a designated ASAC. The delegation 
of this responsibility by the field division ea must be in writing and maintained in the 
appropriate field office file. The field division headove all UCOs requiring 
authorization from FBIHQ. The field division head CO operational authority and 
time limitation can be exceeded only under FBIHQ au onty. 

s 

~IFOUO)An~~ ______________ ~~~~~~~~~~~~~~ 
LJ.TCO is submitted 
UCO,andpriortoex~p-e-n~ln-g-c-o-n~~~~~--------------------------------~ 

3.8.1.1. (UIIFOUO)I 

UIIF ~---I juCOs fol 
!-:-,,===-:!ed bud etL.c~a-n"'b~e--u"""--~ 

j.UJ.J.I..lLl.... ____ ....J.J..I..:LlJllllollw.a..J:o:..saLill· ect to the limits of the field office confidential case 
udgets through the TPD system. Therefore, 

1.,..---..,........,.--,.,.... ....... --.....-....,.......-e-e-x-er....,lclsed without the proper availability of confidential case 

';.:.:-.:.:.:.~~An Application for Undercover Operations Fonn (FD-997) must be submitted with 
,..-...L.I.L...L.,jL.ilroposal and, when the field office confidential budget is not adequate to 

support CO, to the respective substantive desk at FBIHQ. Requests for budget 
enhancemen s require the field office to track the approved operational authority and total 
expenditures for the duration of thel pCO. 

(U//FOUO) For eac~ bco, one individual, hereafter referred to as the case accountant, 
must be designated on the FD-~97 Forn1 to be responsible for all funds for th~ ~CO and 
for ensuring,appropriate accounting procedures will be used. The case accounlant can be any 
qualified employee, defined as an FA, a special agent accountant (SAA), or other specially 
trained employee, excluding TPD personnel, a draft supervisor, or an FM. 

(UI qo~;) ~~ TPD office will establish one vendor file using the name of the case agent for 
eac CO. All advances and expenses should be applied to this vendor. Ex enses 
assocla e WI an a rove CO authori are identified a 

16 
UNCLASSIFIED//FOR OFFICIAL USE ONLY 

b7E 

b7E 

b7E 

b7E 

b7E 

b7E 

b7E 

b7E 



UNCLASSIFIED/FOR OFFICIAL USE ONLY 
Confidential Funding Policy Implementation Guide 

FtqnPrtive An at  PATT-T  approves all proposed 	JCO budgets exceedin 
and/or extensions beyond one year. 

(U//FOUO) Budget enhancements will be reviewed on a case-by-case basis and should be 
submitted only when no other confidential funding alternative is available within the field office. 
Each approved budget enhancement in excess of the field division head's operational authority 
must be added to the total cumulative spending authority and, therefore, must have the 
appropriate level of approval. 

(U//FOU0) For detailed information oiEIUCOs, refer to the Field Guide for Undercover 
and Sensitive Operations (FGUSO).  

3.8.2. (11//FOU0) 	JCO 

(U//FOU0 	CO an 	authority are granted by the appropriate FBIHQ official 
upon recommen a on by th 
FD-997 Form is required for LE 

I_ 	
IJCO, 	

u
ncluding "other budget items." When applicable, "other budget  

'matters. Tle I. -vy i Form must include all budget items anticipated to be 
used during thl 

 

items" should includ  

=ard-T-1-11 or a 	proposals in 
n 

b7E 

b7E 

b7E 

the expenses is e 
794 Form with the 
charged to the appropriate 

oes not av- 	 is insu icient to cover 
of er iudget items," the expenses s ou e reported on an FD-

CO as the case benefited, processed through the TPD system, and 
eld office confidential budget. 

b7E 
the field office must ensure that the (U//FOUO) 	In order for an operation to qualify a 

	 'the FBI's involvement in tie operation and that the FBI is not 
funding or providing other assistance. 

(UHFOU0) Acceptance of the budget by the respective operational division AD does not suggest 
automatic approval to spend .a 	described in the proposal. Procurement authority must 

• be obtained prior to expendin 	CO funds for certain purposes. For more information 
on procurement requirements, re er to  ection 3.30. of this PG. 

(U//FOU0) For eacr-1.1C 	a case  accountant must be designated on the FD- 
997 Form to be responsible for al 	I 0 anti 	funds and to ensure appropriate 
accounting procedures will be us 	e accountant can be any qualified employee, defined 
as an FA, SAA, or other specially trained employee, excluding TPD personnel, a draft supervisor, 
or an FM. 

• (U//FOLIO) The field division head must certify that the case accountant has been appropriately 
trained in the procedures for UCO accounting and is familiar with the applicable rules, 
regulations, and policies governing the financial management of UCOs. 

(W/FOU0) Th CO MI ' 
Director, DD or EAD,

an' 
 i . IIII II 

eriod begins on the SSA 

	

by AD (o 
riate)  and terminateate a roved from

the  
that date.

r  
In 

order to extend 	CO an. 	

sA 

I eyoncl 	'the 	or case agent must submit 
a new approved 	01111.  

(TY/FOU0) A 	 [is required when a proposal to initiate 	CO oll 	1 
is submitted, whenever there is a significant expansion in scope or change of ocus in the UCO, 
and prior to expendiniE—pC0 funds. 

17 
UNCLASSIFIED//FOR OFFICIAL USE ONLY 

b7E 

b7E 

b7E 

b7E 

ACLURM003650

UNCLASSIFIED//FOR OFFICIAL USE ONLY 
Confidential Funding Policy Implementation Guide 

r
esnective AD at FBTHq approves all ~ropose,rtTCO budgets exceedin~ 

I and/or extenslons beylma-oneyfar. L-___ ~ 
~-------~ 
(U//FOUO) Budget enhancements wiilbe reviewed on a case-by-case basis and should be 
submitted cmly when no other confidential funding alternative is available within the field office. 
Each approved budget enhancement in excess of the field division head's operational authority 
must be added to the total cumulative spending authority and, therefore, must have the 
appropriate level of approval. 

(U//FOUO) For detailed information oq PCOs, refer to the Field Guide for Undercover 
and Sensitive Operations (FGUSO). 

3.8.2. 

(U//FOUO) Acceptance of the budget by the respective operational division AD does not suggest 
automa~c app~oval to spen~.ao.deSCribed in the proposal. Procurement au~ority ~ust 

. be obtamed pnor to expendm CO funds for certam purposes. For more mformatlOn 
on procurement requirements, re er to ection 3.30. of this PG. . 

(U//FOUO) For eac~ bcr:::l.a case accountant must be designated on the FD-
997 Fornl to be responsible for al . 0 anDftmds and to ensure appropriate 
accounting procedures will be us. e accountant can be any qualified employee, defined 
as an FA, SAA, or other specially trained employee, excluding TPD personnel, a draft supervisor, . 
or an FM. . 

. (U//FOUO) The field division head must certify that the case accountant has been appropriately 
trained in the procedures for UCO accounting and is familiar with the applicable rules, 
regulations, and policies governing the fmancial management ofUCOs. 

(U//FOUO) ThBco an8eriOd begins on the date a roved by the AD (or 
Director, DD or EAD, 1 riate) and terminate from that date. In 
order to extend CO an eyon4 !the or case agent must submit 
a new approved - onn. 

(U//FOUO) A . hs required when a proposal to initiate 4 pCO 00 
is submitted, whenever there is a significant expansion in scope or change offocus in the UCO, 
and prior to expendin~ pCO funds. 
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records to track the period in case of a congr 
distinguish expenditures incurred during the 
other budget categories. 

(U//FOU0) Th 	CO anti—lxpenses 	orte 
Advance Winch 	T')-171 with the respectiv 

	 IThe total amount o 	UCO expenditures 
must be added for budget performance purposes. All approve 	Os must have 
quarterly financial statements prepared and quarterly audits pe orme 

(U//FOU0) If actual experibires are, exnected  o exceed the amount budgeted in any established 
and approved line item bl, 	 pf the aggregated authority, whichever is less, an 
EC approved by a field division neaa or ikoikt., }equesting authorization to reallocate funds must 
be sent to the substantive desk supervisor at FBIHQ and a copy forwarded to the applicable 

the 1)f.  undercover unit. If individual line items are budgeted for less than! 
total authority, whichever is less, a field division head can approve the reallocation of funds. The 
approved EC should be filed in the case financial subfile. Upon approval by the field division 
head, increased expenditures should be funded by transferring excess funds from other budgeted 
items. 

(UHFOU0) UCO o 	udget enhancements must be submitted to the substantive desk 
orm fliemeer for a b 

enhancement should be considered when at leas f the 	UCO or 
supervisor and applica e undercover unit using 

authorized funds have been expended. 

(U//FOUO) For detailed information orl—UCO, refer to FGUSO and'  

3.8.3. 	(U//FOUO Transition between Funding Sources 

(U//FOU0) A case o 	CO can transition from a confidential TPD advance to direct 
advance funding from 	and back to a confidential TPD advance. Direct advance funding 
from FBIHQ originates at the time authority for 	CO is granted. The field division 
head's authority to use confidential TPD funds en s upon receipt of a direct advance, with the  
Axc-tP.ntinn of the fnllnwinal  

CO. These expenses can be proceed using confidential TPD 
tunas by submitting an ru- 4 Form and clearly indicating th S  JCO as the case 
benefited. 

(UHFOU0) TPD advanced funds must be liquidated within! 	 'from the receipt of 
direct advance funding from FBIHQ. The remaining TPD advance must be converted to a money 
order or cashier's check payable to the FBI to liquidate the advance. For additional information, 
refer to the Draft System User Guide (DSUG). 
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(U/NOI,J0) For detailed information on 	13CO. refer to FGUSO and 	'of the  
NPIPM 	 

3.8.2,1. 	(U//FOUO) Group I UCO Operational Authority 

(U/NOU0) Upon approval of th CO.and/o  117ThCSU, FD, will wire transfer the 
advance of funds to the field offi 	• itures must e accurately recorded in the books and 

audit for qualified ' _ a°°° °nd to 
hase of an approved 	CO from 

1)f the 

	1 
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.---------, 
refer to FGUSO an 

3.8.2.1. ell/IFOUO) Group I UCO Operational Authority 

(U/IFOUO) Upon approval ofthdtrCO'andlor!:pCSU, FD, will wire transfer the 
advance of funds to the field offi~itures musI-oe-acfurately recorded in the books and 
records to track the period in case of a congr~ audit for qualified CJ' nd t_o . 
distinguish expenditures incurred during theL-Jhase of an approve CO from 
other budget categories. ~ 

CO anJ kpenses orte 
~~..w."""",,",,,,,,,..:.,;,.tL:..,-= ...... ~,E=.u.-=~ .. "'..r';."."""""''''''''''~J.L..I.l..I.I¥espectiv C.r--.....,....-I=-= __ ....,.,..I 

e total amount 0 --..., 
~~~~~~~~~~~---~ 

(UIIFOUO) If ~ctu~l expe~djtll::: a::x:e::: IO exceed the amount bu~geted ~n any e~tablished 
and approved lme Item b~_ ' _________ fthe aggregated authonty, whichever IS less, an 
EC approved by a field di IS10 ea r equesting authorization to reallocate funds must 
be sent to the substantive desk supervisor at FBIHQ and a copy forwarded to the a licable 
undercover unit. If individual line items are budgeted for less than f the 
total authority, whichever is less, a field division head can approve e rea ocation 0 nds. The 
approved EC should be filed in the case financial subfile. Upon approval by the field division 
head, increased expenditures should be funded by transferring excess funds from other budgeted 
items. 

(U//FOUO) UCO orr-budget enhancements must be submitted to the substantive desk 
supervisor and appli~undercover unit using an FD-997 Form.~ for a b~. 
enhancement should be considered when at leas~ _ ftheL.JUCO o~ 
authorized funds have been expended., . 

(U/IFOUO For detailed information 0 CO refer to FGUSO and fthe 

3.8.3. (U//FOUO Transition between Funding Sources 

(U/IFOUO) A case 0 CO can transition from a confidential TPD advance to direct 
advance funding from and back to a confidentialTPD advance. Direct advance funding 
from FBIHQ originates at the time authority for ~ rCO is granted. The field division 
head's authority to use confidential TPD funds ends u on recei t of a direct advance with the 

, . 

n s y su mt mg an 
benefited. 

CO. These expenses can e prlesse USlrg con entia 
- 4 Form and clearly indicating th CO as the case 

(U//FOUO) TPD advanced funds must be liquidated withml I from the receipt of 
direct advance funding from FBIHQ. The remaining TPD advance must be converted to a money 
order or cashier's check payable to the FBI to liquidate the advance. For additional information, 
refer to the Draft System User Guide (DSUG). 
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(U//FOUO) At the conclusion of thel 	JCO operational authority, any remaining direct 
advance funds must be converted to a money order or cashier's check payable to the FBI and 
submitted to CPCSU, FD, with the final direct advance voucher. 

([T//F 1)1 TO) To return to confidential TPD funding after liquidating a direct advance, additional 
case authority must be obtained from the field division head clearly stating that confidential TPD 
funding can be acquired. The field division head's authority and a copy of the final direct 
advance voucher reflecting a zero balance must be presented to the DAO. 

(U//FOU0) When returning to TPD funding within the same fiscal year, the nre 	case 

b7E 

authority 	rema r example, if a case prior to becoming b7E CO 
expende 	f the 	ase authority, 	(will remain as case authority until the 
end of the isca year 

3.8.4. (TR/FOUO)F-1.1C0 and CO Close Down 
b7E 

(UHFOU0) The field division head receives operational authori f r 45 days to process close- 

	

down expenses after the authority to opei-ate 	CO o 	CO terminates or the 

	activity ends, whichever occurs first. 

(UHFOU0) The case accountant or case agent must submit an approved EC to the substantive 
desk at FBIHQ and to CPCSU, FD, listing anticipated close-down expenses and whether or not a 
budget enhancement is needed to pay for these expenses. These expenses should include the cost 
of terminating leases as well as the cost of lost deposits from early lease termination. 

(U//FOUO) The field division head will be able to authorize payment fo 	incurred 
CO od th  ing the authorized UCO time period. To be eligible for payment fro I 

J CO 
	 authorized dates of th 

CO funds, each bill or ' 	• 	ust cle 	date or period covered th 
CO o 	CO. The only exception i 

b7E 

• (U//FOUO 	are required to expend funds in compliance with approved budget line 
items. Any s eviahons greater thaii 	 'whichever is less, will require a 
written approval from the 	 to reallocate timds among the approved budget . 
items. 

b7E 
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(U//FOUO) Other than 
charged against UCO n• s an 
• vestiga 	e charged to the fie 

	

CO or 	CO funds. 

o other new expenses can be incurred or 
or 	All other WI s received in connection with the 	 

d office's confidential case fund budget and not tel 

3.9. (U//FOUO) Special Operations Authority 

(U//FOUO) The authority to operate 
follows: 

(U//FOUO 

are as 

proviues me Jun-wag ilecessai ,,r 	■ ii suppo 
PCSU, FD. An approver 	eceives 
he fiscal year. Expenses associated wi 
on a monthly direct advance voucher. 

P13111Q, 	uthonty to operate 
a direct 

allocation 
thority areen the 
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(UIIFOUO) At the conclusion ofth~ pCO operational authority, any remaining direct 
advance funds must be converted to a money order or cashier's check payable to the FBI and 
submitted to CPCSU, FD, with the final direct advance voucher. 

(l.J!fF()TTO) To return to confidential TPD funding after liquidating a direct advance, additional 
case authority must be obtained from the field division head clearly stating Ulat confidential TPD 
funding can be acquired. The field division head's authority and a copy of the final direct 
advance voucher reflecting a zero balance must be presented to the DAO. 

(UIIFOUO) When returning to TPD funding within the same fiscal year, the preyjous-case 
authOritycrema' . r example, ift case Plor to becoming ~ locO 
expende f the ase authority. will remain as case authority until the 
end of the Isca year . 

3.8.4. (UI/FOUO~ pCO and CO Close Down 

(UIIFOUO) The field division head receives iperationapauth0rv for 45 ~ys to process close-
down expenses after the authority to operate CO 0 CO terminates or the 

'--__ .J~ctivity ends, whichever occurs first. 

(UIIFOUO) The case accountant or case agent must submit an approved EC to the substantive 
desk at FBIHQ and to CPCSU, FD, listing anticipated close-down expenses and whether or not a 
budget enhancement is needed to pay for these expenses. These expenses should include the cost 
of termi~ating leases as well as the cost oflost deposits from early lease termination. 

(UIIFOUO) The field division head will" be able to autho.rize payment fi~incurred 

c:p. ng the authorized UCO time period. To be eligible for payment fro CO o~ 
CO funds, each bill or . . ust cle date or period covered t ~hlllU2l~W~ 

e authorized dates ofth CO CO. The onl exce tion i 

(UIIFOUO) Other than 
charged against UCO A-n-'-s-a-n""""'o-lr 

~~estiga~~ charged to the 
UCO or~CO funds. 

o other new expenses can be incurred or 
I-r--"""""ot"""""e-r ""I....IS received in connection with the . 

e d office's confidential case fund budget and not to 

3.9. (UIIFOUO) Special Operations Authority 
(UIIFOUO) The authority to operater"I----.:.....-------------,lare as 

follows: 

PCSU, FD. An approve 
r-_____ ......u,l..l.l....&,he fiscal year. Expenses....,...,.,ss""'o""c ..... 
'--____ -==::;:rJ0n a monthly direct advance voucher. 

• (UIIFOUO are required to ex end funds in com liance with approved budget line 
items. Any eVlations gre hichever is less, will require a 
written approval from th 0 rea ocate nds among the approved budget . 
items. 
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• (U//FOUO) All 
program manage 	

iriement authority requires prior approval from till 

(U//FOU0) ATROPS-
operat 
advance 
allocation 

are identified ai 	  authority 	 I on a monthly direct advance voucher. 

on o 	efer tcj 

find 
ry to support-is a direct advance to 
eceive a bud et allocatio 

14)r the fiscal year. Expenses associated wit 	uthority areidentified as 
Ion a monthly direct advance voucher. Expenses charged to this category 

I 	 1 
(URFOT 101 For detailed information cur-lrefer to the NFIPMI  

uthonty are identified a 

provides the ilinding 
necessary to s 
FD. Approved 
the fiRnal vesr Expenses associated wit 

n the monthly direct advance voucher. 

T/TROTI(11 

autrol TOII  

support an—las a direct advance to the field office througt CPCSU, FD. An approved!  
rovides the funding necessary to  

ear. Expenses associated with 	 uthority are identified 	 as! 	I 
espectively on the monthly direct advance voucher. 

(U//FOUO) Annual budget proposals for the special operations listed above must be prepared 
based on a fiscal year and approved by the respective substantive desk at FBIHQ. Funding 
requests for special operations must conform to budget allocation notification requirements.  
Budget categories include expenses such al 

(W/FOU0) These budgets are combined and funded as a whole, with special operations funds  
disbursed by CPCSU, FD, to individual operations througl  

nless otherwise 
specified. All other direct operational costs incurred should be charged to thej lot to the appropriate 
discretionary field office budget category. Monthly direct advance vouchers are required for each 
special operation. 
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r--...,III;~Jfement authority requires prior approval from thO 

'ruLU~~~~ ____ r-__ ~__.~~~------~----~~~~uthorityto 
opcrat provides the funding necess= to support s a direct 
advance U, FD. An approvedL . !receIves a I.lj\lold ... glo<jet ____ .., 

allocation or the fiscal year. Expenses associated wjt~ I 
authority are I on a monthly direct advance voucher. 

I ___ J ~-------------~ 
(J [lIFO! [Q)2;tailed infopDlltion o~ refer t9 

(UIIFOUO The nd 
as the program manager, provl es ten mg ~ry to suppo s a Irec a vance to 
the field office through CPCSU, FD. Approve"----.jreceive a~bUdge~ allocatio~ 1-

rL-______ ....I.Io/0r the fiscal year. Expenses associated wit ,uthority are IdentifIed as 
. c er Ex en es char ed to this cate 0 

...-___ ....&.I.u....\oI..I.W...I.I.i:I"'-'Io.l~ear. xpenses assocIate WI u on are I en 

~--------------~ 
espectively on the monthly direct advance voucher. 

(UIIFOUO) Annual budget proposals for the special operations listed above must be prepared 
based on a fiscal year and approved by the respective substantive desk at FBIHQ. Funding 
requests for special operations must conform to budget allocation notification requirements. 
Budget categories include expenses such fill 
~------------------~I~-------------------------~ 

(UIIFOUO) These budgets are combined and funded as a whole with s ecialo erations funds 
disbursed b CPCSU FD to individual 0 erations thrau 
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(W/FOU0) Specific special operation funding, such al 	 'cannot be 
commingled with each other or any other funds in the field office. Expenses charged against 
these funds are approved only for a specific operation. 

(I THFOU0) The expenditures must be tracked and reported on the budget performance report by 
expense category to ensure compliance with the approved budget. For each approved special 
operation, quarterly financial statements must be prepared and quarterly audits conducted. 

3.10. (U//FOUOj 	 Authority 

Each 	I3perates with an annual 
ust conform to budget allocation notification 

(U//FOU0) Each 	us required to submit an annual budget, on a fiscal year basis, to the 
respective program manager at FBIHQ. These budgets are combined and funded as a whole with 
funds disbursed to individual operations through periodic advances of funds by CPCSU, FD. 

veci 	receive a budget allocation from 
f r me nscai year. Thl 	xpenses are reportedon a montVv  direct  

a• vance vouc er as 	 xpenses charged to this category include' 

(U//FOUO) Thel 	expenditures must be tracked and reported on the budget performance 
rPr"."-t   expense category to ensure compliance with the approved budget. For each approved 

quarterly financial statements must be prepared and a quarterly audit must be conducted. 

(UHFOU01 For detailed information oil 	!refer to the NFIPM.1  

3.11. (U//FOUO 

(U//FOUO) Specific o erationa 	eceive financial support from 

	 n a fiscal year basis, 

I 	 runding must be approved by the substantive desk at 

'f (UHFOU0) Upon approval, CPCSU, FD, will disburse' 	unds to individual operations  
through a periodic advance offi4nds Each approve 	eceives a budget allocatio 

Ifor 	the fiscal year. Th 	xpenses are reported on a mon y 
.ire  t a. v nce you er a- (The Reimbursable P ogram in the AS, 
FD, 

(U//F91  Inf—ilneratinns recnivinor—ifiinding can use the fiill range of accounts listed  
on tiled  

All expenditures and supporting accounting data must.comply 
and reeulatiorsi 	budgets  should not be amended without the approval o 

teaerai and 131. rules and regu 	an )run
odnss.shEoaucl  liFt nYpended in accordance with 

11  !approved operation's quarterly financial 

21 
UNCLASSIFIED//FOR OFFICIAL USE ONLY 

(U//FOU0) CD, FBIHQ, approves regi  
fiscal year budget. Funding requests fo 
requirements. 

b7E 

b7E 

b7E 

b7E 

b7E 

b7E 

e budget is 

b7E 

b7E 

ACLURM003654

UNCLASSIFIEDIIFOR OFFICIAL USE ONLY 
Confidential Funding Policy Implementation Guide 

(U/IFOUO) Specific special operation funding, such ad Icannotbe 
commingled with each other or any other funds in the field office. Expenses charged against 
these funds are approved only for a specific operation. 

(\ JI/FOUO) The expenditures must be tracked and reported on the budget performance report by 
expense category to ensure compliance with the approved budget. For each approved special 
operation, quarterly financial statements must be prepared and quarterly audits conducted. 

3.10. (UIIFOUo1 .. IAuthority _ . 

(U//FOUO) CD, FBIHQ, approves reqlests foJ ~ Eac~perates with an annual 
fisca.l year budget. Funding requests fo ust confo~et allocation notification 
req U Iremen ts. 

(UI/FOUO) The xpenditures must be tracked and reported on the budget performance 
~ expense ca egory to ensure compliance with the approved budget For each approved 
~ quarterly financial statements must be repared and a quarterly audit must be conducted. 

I heNFIPM 

an annua u e 
purpose an amoun 0 

... 1 ____ ......; __ .....&!Irn=e...::b~udget is n a fiscal year basis, 
IL...-________ ---'funding must be approved by the substantive desK,':-:-::at:"'l"!'!'"""~--"'" 

(UIIFOUO) Upon approval, CPCSU, FD, will disburs nds to individual opera;:.:ti,::;:on:,:::s:...----, 
. . nds. Eacp approv eceives a budget allocatio~ I 

L....,.,_..,...-.....-__ --"'T""--r--IoI6..I-.6.W:.:.w.....l.:I:l~Th~~:_"~xpenses are reported on a monthly. 
v~~~~~~~~~ _________ ~~~~~~r~a~l~o~amintheAS, 

11 ex enditures and supporting account~ng data must·compl~ ::':h ::: ::~:s r--W~i.lo:Ei~I.Wo!~~_....ILI,,\I,I,l;~should not be amended Without the approval ~J ~ ~ _ _ _ ] . 
nds shoul~ended in accordance with l'IIitrT"ll'l'IIl'"TTnv nTT.l=----' 

~=::-::T'=:r"rl'"I"JT=:"l~=~re~g~u ations. EacILjpproved operation's quarterly financial 
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statements must be prepared and a auarterly audit conducted. Financial statements and audits 
must be available for review byl 	 1  

3.12. (U//FOUOj 

3.12.1. (U//FOL 

(U/NOU0) Th4 	1FBIHO. provides program management foil 

b7E 

b7E 

b7E 

eceive a periodic advance of funds by 

b7E 

(U/NOUO) CID, FBIHQ, approves and provides funding foil 	I Each  

1 	as an annual fiscal year budget. Funding requests 	tot 
must contorm to the udget allocation notification requirements covered in this Ili. 

(U//FOU0i 	 equine annul hricipet sit mission on a fiscal year basis to the 
respective program manager a 	IHO. Thesd 
CPCSU, FD. Each approved'  
(U/NOU0)1 
are reported on a montruy (meet aavance voucher a  

(W/FOU0) Thel 	 'must be tracked and reported on the budget 
performance r .Wort ex-op-rise rate  ory to ensure compliance with the approved budget. For 
each approve 	 quarterly financial statements must be prepared and 
quarterly audits must be conauctea. 

b7E 

3.12.2. (U//FOU0 	'Accounts Receivable 

b7E 
(U//FOUO) Upon request 	Iwill issue payments to vendors 

Prior to makir payments 

157E 

(U/NOU0',1--lpffices must ensure the accounts receivable system is handled by a 
qualified employee, preferably an FA. The accounts receivable must be established with the 
following information: 

• (U//FOU0) Vendor: A third party provider of goods or services, 

• (U/NOU0) Vendor Due Date: The date vendor requires payment before charging a late 
fee or finance charge, 

• (U//FOU0) Payment Date: The date issues a payment to the vendor, 

• (U//FOUO) Customer: An FBI field office for which incurs and pay 

• (U//FOU0) Reimbursement: A customer payment 

ills a customer, and • (U//FOU0) Invoice Date: The date 

• (U/NOU0) Due Date: The date' 	requires reimbursement. 
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statements must be prepared andF..aa..:;~~:.:..L.=~=~ 
must be available for review b 

~----~~------~----~ 

3.12.1. 

(U//FOUO) Th must be tracked and reported on the budget 
performance fjPQrt:v exp::~ :a:~pory 10 ensure co~pliance with the appro",ed budget. For 
each approved!. ~_ _~ ~ --' quarterly financIal statements must be prepared and 
quarterly audits mus De con uc e . 

3.12.2. 

(U//FOUO ffices must ensure the accounts receivable system is handled by a 
qualified emp oyee, preferably an FA. The accounts receivable must be established with the 
following information: 

• (UIIFOUO) Vendor: A third party provider of goods or services, 

• (U//FOUO) Vendor Due Date: The date vendor requires payment before charging a late 
fee or finance charge, 

• (UIIFOUO) Payment Date: The date I ~ssues a payment to the vendor, 

• (UIIFOUO) Customer: An FBI field office for Whichl ~ncurs and pay~r-----' 
I I 

• (U//FOUO) Reimbursement: A customer payment t~ 
• (UIIFOUO) Invoice Date: The datel ~ills a .... c-u-st-om--er-, .... and 

• (UIIFOUO) Due Date: The datel tequires reimbursement. 
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(U//FOU0) A set of books and records must be established for the accounts receivable system. 
The books and records must be maintained and documented in accordance with standard 
accounting principles to ensure compliance with the confidential funding policy. 

(T T/TFOT ro)) 

b7E 

(U//FOLIO IK) 

b7E 

(U//FOU0) The field office must' 

(U//FOUO) For information 	 'refer to till 

3.13. (U//FOUO) 

(U//FOUO) The field division head has 
expenses up td 	'per fiscal year 

       

 

npratinnal anthnritv to hnnrrivel 

 

Iservinec and 

  

       

       

b7E 

b7E' 

.b7E 
Q _ 	C expenses associated 

717 

• (UHFOU0) 

• (UHFOU0) 

• (UHFOU0) 

• (U//FOUO) 

• (U/NOU0) 

• (U//FOU0) 

(U//FOUOI  
b7E 

(U//FOU0) Requests foil 	'payments for services and expenses do not require an approved 
EC if the FD-794 Form includes a statement for services rendered and/or a detailed list of 	 .b7E 
expenses in the description field and an explanation for the request in the justification field. 
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(U/IFOUO) A set of books and records must be established for the accounts receivable system. 
The books and records must be maintained and documented in accordance with standard 
accounting principles to ensure compliance with the confidential funding policy. 

(lT/fFOUO~ 

IUIIFOuoI 

(U/IFOUO) The field office mustl 

CU/IFOUO) For infonnation 0 efer to th I 
3.13. CUI/FOUO) .... I ___________ ----' 

expenses associated 

• (UIIFOUO 

• (UIIFOUO 

• (U/IFOUO 

• (U//FOUO 

• (UIIFOUO 

(UIIFOUO) Requests fo payments for services and expenses do not require an approved 
EC if the FD-794 Fonn includes a statement for services rendered and/or a detailed list of 
expenses in the description field and an explanation for the request in the justification field. 
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(U//FOUO) For detailed information onl 

3.13.1. (U//FOUO) Assets Forfeiture Fund (AFF) 

(WiFOU0) DOA AN' scrvcc, as the repository for assets seized from criminal activities. These 
assets provide a source of revenue for financing law enforcement prograrits. The AG is 
authorized to make allocations, on a reimbursable basis, from the AFF to the FBI as described 
below. 

(UHFOU0) AF 	elated 

(UHFOU0) The AG is authorized to expend funds from the AFF for payment of awards for 
information or assistance directly 	 ons of the criminal drug laws of the United 
States, commonly called th 

(U//FOU0) The AFF 	an be used to pay regular service and expense payments, lump- 
sum payment 	oca on payme ces with sufficient available funds may use the 
AFF for all 	payments up 	HIPSPU, DI, must approve lump-sum payments 
and relocation payments exceeding 

3.13.2. (U//FOUO) Forfeiture Award Payments 

(U//FOLIO) The AG is authorized to expend funds from the AFF for the payment of awards for 
information or assistance leading to a civil or criminal forfeiture commonly called the 
provision. 

(U//FOU0) All forfeiture award payment requests must be submitted in an EC to HIPSPU, DI. 
When requesting w the appropriate banking information must be included. For 
payments exceedin 	 ire transfers are required. 

(U//FOU0) 	For detailed information oil 

I 	 I 

refer to the 

3.14. (U//FOUO) Publicly Advertised Reward. Payments 

(U//FOUO) The field division head 'has delegated authority to offer a publicly advertised reward, 
up to the prescribed limits, for any significant case to an individual, "for information leading to 
the arrest and conviction of the subject of the investigation," or in a kidnapping matter, 
"information leading to the recovery of a kidnapping victim and the identification, arrest, and 
conviction of the person responsible." 

(UHFOU0) Funds for the payment of publicly advertised rewards will be used from the fiscal 
year in which payment is approved, not from the years in which the reward is offered (unless the 
reward is offered and approved for payment in the same fiscal year). At the time the publicly 
advertised reward is paid, the field office confidential budget will be charged for the amount of 
the reward payment. 

(U//FOLIO) For detailed information on publicly advertised reward payments, refer to 

3.15. (UHFOU0) Sources of Appropriated Funds 

(UNFOU0) Appropriated funds are provided to field offices for confidential expenditures from 
three sources: confidential TPD advances, emergency funds, and direct advances from FBIHQ. 
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(U//FOUO) For detailed information od 

3.13.1. (UI/FOUO) Assets Forfeiture Fund (AFF) 

CUi/FOUO) DOJ's APF scrvc:; as the repositQry for assets seized from criminal activities. These 
assets provide a source of revenue for financing law enforcement programs. The AG is 
authorized to make allocations, on a reimbursable basis, from the AFF to the FBI as described 
below. 

(UI/FOUO) AF~ ~elated 
(U//FOUO) The AG is authorized to expend funds from the AFF for payment of awards for 
information or assistance di' "ons ofthe criminal drug laws of the United 
States, commonly called th 

~~~r-------~ 
(U//FOUO) The AFF an be used to pay regular service and expense payments, lump-
sum payme~ oca on paym~' ces with sufficient available funds may use the 
AFF for al1L--.J payments up HIPSPU, DI, must approve lump-sum payments 
'and relocation payments exceeding 

3.13.2. (U//FOUO) Forfeiture Award Payments 

(U//FOUO) The AG is authorized to expend funds from the AFF for the payment of awards for 
info~ation or assistance leading to a civil or criminal forfeiture commonly called the I ' I 
prOVISion, ' 

(U//FOUO) All forfeiture award payment requests must be submitted in an EC to HIPSPU, DI. 
When requesting w~e trausfej the appropriate banking information must be included. For 
payments exceedin~ Fire transfers are required~.,--__________ ---. 

(U//FOUO) For detailed information 00 refer to thJ 
I I" lL..-. ____ ----I 

3.14. (UI/FOUO) Publicly Advertised Reward Payments 

(U//FOUO) The field division head 'has delegated authority to offer a publicly advertised reward, 
up to the prescribed limits, for any significant case to an individual, "for information leading to 
the arrest and conviction of the subject of the investigation," or in a kidnapping matter, 
"information leading to the recovery ofa kidnapping victim and the identification, arrest, and 
conviction of the person responsible." 

(U//FOUO) Funds for the payment ofpublicly advertised rewards will be used from the fiscal 
year in which payment is approved, not from the years in which the reward is offered (unless the 
reward is offered and approved for payment in the same fiscal year). At the time the publicly 
advertised reward is paid, the field office confidential budget will be charged for the amount of 
the reward payment. 

CU//FOUQ) For detailed inf:rmatiOn on publicly advertised reward payments, refer tol I J ,~--~ 

3.1S. (U//FOUO) Sources of Appropriated Funds 

(U//FOUO) Appropriated funds are provided to field offices for confidential expenditures from 
three sources: confidential TPD advances, emergency funds, and direct advances from FBIHQ. 
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Ti/RnT tni 

1//FOT TO) Confidential TPD advances and direct advances from FBIHQ are approved on a 
case-by-case basis and must not be commingled. In addition, funds advanced fur a particular case 
must not be combined, deposited, or loaned to another case. It is prohibited to deposit direct 
advanced funds into a personal bank account under any circumstances or deposit unused direct 
advanced funds into a personal bank account for the purpose of returning funds to FBIHQ by 
personal check. 

3.15.1. (U//FOU0) Confidential Funds 

(U//FOUO) The field division head should be aware of the amount of funds available to support 
the field office confidential expenditures. This amount cannot be exceeded unless the field office 
requests a supplement or a reallocation of funds. 

(U//FOUO) In addition to appropriated funds provided for confidential expenditures in a case, 
funds may be provided by third parties anti 	 IThe expenditure of 
these funds reduces the balance of operatiopl authority granted for the case, but does not reduce  
the available balance of annronriated funds]  

3.15.2. (U//FOU0) Confidential TPD Advances 

(U//FOU0) Confidential TPD advances must be requested on an FD-794 Form and are issued to 
a special agent (SA) or professional staff to support confidential payments. Non-revolving 
confidential TPD advances must be fully liquidated withinpays from the date issued. When 
circumstances warrant, apday written waiver may be approved b the field division head (this 
may not be delegated) to keep the advance outstanding, allowing flay liquidation period. 
Each waiver must be granted on a case-by-case basis. 

(U//FOU0) A confidential TPD advance may be established as a TPD Flay revolving advance 
and it must be reconciled on a monthly basis. If expenses have not been applied against the 
revolving advance, an FD-794 Form and an Advance Reconciliation Form (FD-735a) must be 
submitted to the TPD office to reflect any cash on hand. 

(UHFOU0) TPD office personnel,  including alternates, draft office supervisors, and FMs, cannot 
initiate or be designated to receive! 	 for be 
involved inl 	 (under any circumstances. 

(UHFOU0) Each field office, in conjunction with FBIHQ, must have a series of verification and 
cross-checking functions established among 'several employees who have different 
organizational responsibilities for direct advanced funds. For example, the case agent should 
have check writing or signature authority for the payment of expenses; ensure that expenditures 
are reasonable, necessary, and in support of the UCO scenario; and facilitate voucher preparation. 
The case accountant should prepare the monthly voucher and maintain the books and records. 

(U//FOUO) For information on how to properly complete an FD-794 Form or an FD-735a refer 
to the DSUG. 
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a I1fFm roi 

~::--::-:---:--:~~~----:----II' 
(lTIlfOT TO) Confidential TPO advances and direct advances from FBIHQ are approved on a 
case-by-case basis and must not be commingled. In addition, funds advanced fur a particular ca~e 
must not be combined, deposited, or loaned to another case. It is prohibited to deposit direct 
advanced funds into a personal bank account under any circumstances or deposit unused direct 
advanced funds into a personal bank account for the purpose of returning funds to FBIHQ by 
personal check. 

3.15.1. (U//FOUO) Confidential Funds 

(U//FOUO) The field division head should be aware of the amount of funds available to support 
the field office confidential expenditures. This amount cannot be exceeded unless the field office 
requests a supplement or a reallocation of funds. 

(UIIFOUO) In addition to appropriated funr::ds~=.;.;=::;...=.;;~===;;;...;;;;~ 
funds may be provided by third parties an 
these funds reduces the balance of operatio.....,r--":'I'""~~~~~~~~~ 

3.15.2. (UIIFOUO) Confidential TPD Advances 

(U//FOUO) Confidential TPO advances must be requested on an FD-794 Form and are issued to 
a special agent (SA) or professional staff to support confidential payments. Non-revolving . 
confidential TPD advances must be fully liquidated within Days from the date issued. When 
circumstances warrant, aOay written waiver may be approved 4V th~ field division head (this 
may not be delegated) to keep the advance outstanding, allowing. ay liquidation period. 
Each waiver must be granted on a case-by-case basis. 

(U//FOUO) A confidential TPO advance may be established as a TPODay revolving advance 
and it must be reconciled on a monthly basis. If expenses have not been applied against the 
rev9lving advance, an FD-794 Form and an Advance Reconciliation Form (FD-735al must be 
submitted to the TPD office to reflect any cash on hand. 

(UI/FOUO) TPD office personnel, includin alternates draft office su ervisors and FMs cannot 
initiate or be desi ated to receive r be 
involved in un er any circumstances. 

(U//FOUO) Each field office, in conjunction with FBIH;Q, must have a series of verification and 
cross-checking functions established among·several employees who have different 
organizational responsibilities for direct advanced fundS. For example, the case agent should 
have check writing or signature authority for the payment of expenses; ensure that expenditures 
are reasonable, necessary, and in support of the UCO scenario; and facilitate voucher preparation. 
The case accountant should prepare the monthly voucher and maintain the books and records. 

(U//FOUO) For information on how to properly complete anFD-794 Form or an FO-735a, refer 
to the OSUG. 
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3.15.3. (U//FOUO) Emergency Fund 

(UHFOU0) If it is not feasible or possible to issue a draft from the TPD system, an emergency 
fund can be established to pay for confidential expenditures that are required for immediate 
investigative needs. The emergency fund is handled as a separate and secure fund. An EC, 
approved by a field division head,- must be submitted to CPCSU, FD, requesting authorization to 
establish an emergency fund. The EC must include the following information: 

• (U//FOU0) Actual instances during the prior year in which: (a) cash on hand was 
required for emergency use; (b) funds were required but were unavailable from the 
pertinent case fund, so funds were authorized from other sources; and (c) investigative 
opportunities were lost because of the lack of available funds on hand, 

• (U//FOUO) A summary of the number and nature of ongoing investigations that may 
require the use of large amounts of cash on short notice in the near future, 

• (U//FOU0) A brief description of investigative priorities of the field office for which the 
use of an emergency fund will be required, 

• (U//FOU0) The amount requested, 

• (U//FOUO) The name of the designated accountable officer, and 

• (U//FOU0) Instructions on where the funds are to be wired. 

(U//FOUO) The Unit Chief, CPCSU, FD, will evaluate the request to ensure the above criteria 
are met and to determine the appropriate amount for the emergency fund. CPCSU, FD, will wire 
transfer the authorized amount to the attention of the accountable officer. 

(U//FOUO) Only the designated accountable officer should have access to the emergency fund. 
The accountable officer must submit a Reimbursement Voucher Form (FD-659) and a copy of 
the emergency fund cash ledger to CPCSU, FD, to provide the status of emergency funds on a 
quarterly basis. CPCSU, FD, annually reviews the emergency fund to ensure the authorized 
amount is still necessary to support the emergency fund in the field office. 

(U//FOUO) The accountable officer is personally liable for the emergency fund, tont the field 
division head holds the ultimate responsibility for all emergency funds. The emergency fund is 
audited at least once each month by an unannounced cash count. 

Prior written approval must be obtained from CPCSU, FD, to: 

• (U//FOUO) Retain a portion of the emergency funds in a bank account, 

• (U//FOU0) Delegate the emergency fund authority from the field division head to the 
ASAC level, or 

• (U//FOU0) Designate an SSA or Supervisory Senior Resident Agent (SSRA) as an 
accountable officer to maintain an emergency fund when exigent circumstances exist or 
logistics dictate. 

(U//FOU0) Use of the emergency fund for any purpose other than for emergency confidential 
expenditures without the prior approval of the Section Chief, AS, FD, is strictly prohibited. 

(U//FOU0) For procedures on the use of emergency funds, refer to the DSUG. 
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3.15.3. (UIIFOUO) Emergency Fund 

(U/IFOUO) Ifit is not feasible or possible to issue a draft from the TPD system, an emergency 
fund can be established to pay for confidential expenditures that are required for immediate 
inve!ltigative needs. The emergency fund is handled as a separate and secure fund. An EC, 
approved by a field division head; must be submitted to CPCSU, FD, requesting authorization to . 
establish an emergency fund. The EC must include the following information: 

• (U/IFOUO) Actual instances during the prior year in which: (a) cash on hand was 
required for emergency use; (b) funds were required but were unavailable from the 
pertinent case fund, so funds were authorized from other sources; and (c) investigative 
opportunities were lost because of the lack of available funds on hand, 

• (U/IFOUO) A summary of the number and nature of ongoing investigations that may 
require the use of large amounts of cash on short notice in the near future, 

• (U/IFOUO) A brief description of investigative priorities of the field office for which the 
use of an emergency fund will be required, 

• (U/IFOUO) The amount requested, 

• (U/IFOUO) The name of the designated accountable officer, and 

• CU/IFOUO) Instructions on where the funds are to be wired. 

(U/IFOUO) The Unit Chief, CPCSU, FD, will evaluate the request to ensure the above criteria 
are met and to determine the appropriate amount for the emergency fund. CPCSU, FD, will wire 
transfer the authorized amount to the attention of the accountable officer. 

(U/IFOUO) Only the designated accountable officer should have access to the emergency fund. 
The accountable officer must submit a Reimbursement Voucher Form CFD-659) and a copy of 
the emergency fund cash ledger to CPCSU, FD, to provide the status of emergency funds on a 
quarterly basis. CPCSU, FD, annually reviews the emergency fund to ensure the authorized 
amount is still necessary to support the emergency fund in the field office. 

(U/IFOUO) The accountable officer is personally liable for the emergency fund, but the field 
division head holds the ultimate responsibility for all emergency funds. The emergency fund is 
audited at least once each month by an unannounced cash count. 

Prior written approval must be obtained from CPCSU, FD, to: 

• (U/IFOUO) Retain a portion of the emt;:rgency funds in a bank account, 

• (U/IFOUO) Delegate the emergency fund authority from the field division head to the 
ASAC level, or 

• (U//FOUO) Designate an SSA or Supervisory Senior Resident Agent (SSRA) as an 
accountable officer to maintain an emergency fund when exigent circumstances exist or 
logistics dictate. 

(U/IFOUO) Use of the emergency fund for any purpose other than for emergency confidential 
expenditures without the prior approval of the Section Chief: AS, FD, is strictly prohibited. 

(U/IFOUO) For procedures on the use of emergency funds, refer to the DSUG. 
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3.15.4. (UHFOU0) Direct Advance Funds 

(U//FOUO) CPCSU, FD, issues all direct advances, with appropriate authorization from the 
respective operational divisions or field division heads. In addition, CPCSU, FD, records each 
advance and all related confidential voucher expenses in the FMS. 

(U//F0 	dvance funds can be requested fro 
exceed 	equiring the issuance of more than 
as indica e m e SUG. 

//F 	Direct adv  not- fiords Are issued for sneciai  
such as 

(U//FOU0) Field offices are required to"maintain accounting books and records (e.g., a cash 
disbursem nt journal. a general jowl,  , a year-to-date trial balance) for each direct advance from 
FBIHQ fo 

(UHFOU0) Direct advance funds cannot be transferred to another case or used for any purpose 
other than the purpose specified in the request. TPD funding must not be used while in receipt of 
direct advance funding 	 of this PG. Documented field division 
head authority must be obtained to revert to TPD funding after the direct advance funds are 
liquidated or returned to FBIHQ. 

(U//FOU0 All unused direct advanced funds must be recon 	 d to CPCSU, FD, 
within 	ays from the case closing date and/or cessation o 	 iD ireot advance 
funds s ou d be returned earlier if funding is to be provided oug 	system. Return of 	b7E 
unused direct advanced funds will be made available for other cases. Direct advance funds must 
not be deposited into a personal bank account for the purpose of returning the funds to FBIHQ 
through the use of a personal check. 

hen a TPD advance amount 
e advance must be liquidated, 

b7E 

b7E 

b7E 

b7E 

3.16. (U//FOU0)1 

(U//FOU0) I  

(U//FOUO)I 

(U//FOLIO 

ll  (U//FOU01 An AG exemption must be obtained to use  

3.16.1. (UHFOU0) 

b7E 

b7E 

b7E 

b7E 

d'Ak41c 	aps11 official must obtain prior approval from HIPSPU, DI, t 

ay/Fouoi 	 
T  

b7E 

27 
UNCLASSIFIED//FOR OFFICIAL USE ONLY 

ACLURM003660

UNCLASSIFIEDI/FOR OFFICIAL USE ONLY 
Confidential Funding Policy Implementation Guide 

3.15.4. (UIIFOUO) Direct Advance Funds 

(U//FOUO)CPCSU, FD, issues all direct advances, with appropriate authorization from the 
respective operational divisions or field division heads. In addition, CPCSU, FD, records each 
advance and all related confidential voucher expenses in the FMS. 

(U//FOCdVance funds can be requested fr0Ifl EBlED ~en a TPD advance amount 
ex~ee~ equiring the issuance of more thanL jrhe advance must be liquidated, 
as mdica e In e SUG. -

(U//FOUQ) Difect advfnce thuds are issned for special ~ 
I _such as " r ~ ____________________________________________ -J 

(U//FOUO) Field offices are required to~ maintain accounting books and records (e.g., a cash 
disbursemynt journal a general journal, a year-to-date trial balance) for each direct advance from 
FBIHQ fo, I . . 
(U//FOUO) Direct advance funds cannot be transferred to another case or used for any purpose 
other than the purpose specified in the request. TPD funding must not be used while in receipt of 
direct advance fundingl lofthis PG. Documented field division 
head authority must be obtained to revert to TPD funding after the direct advance funds are· 
liquidated or returned to FBIHQ. 

(U//F~~O( All unused direct advanced funds must be reconed a:d;,e:;tto CPCSU, FD, 
withi ays from the case closing date and/or cessation 0 ireot advance 
funds s ou d be returned earlier if funding is to be providedOUg tel system. Return of 
unused direct advanced funds will be made available for other cases. Direct advance funds must 
not be deposited into a personal bank account for the purpose of returning the funds to FBIHQ 
through the use of a personal check. 
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	 land must be forwarded to CPCSU, FD, in the form of a money order or 
cashier's check payable to the FBI. 
R I/M(1T TrIll 

I 'must be remitted to CPCSU, FD, in the form of a 
money order or cashier's check payable to the FBI. 

(U//FOUO) 

(U/IFOUO) To properly complete an FD-794 Form or an FD-735a Form, refer to the DSUG. 
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(p/For rid 

recorded and reported to CPCSU, ED, on a monthly direct advance voucher. 

(U//FOUO) A formal set of accounting books and records must be 9stablished and maintained in 
rnmnliancP with thp rmirIPlinPc am rprmirpmpnte frly rprnrrile-perlin4  

'Documentation supporting actions that were completed must 
be placed in the a ro riate case subfile. 

(U//FOUO) Fo 	UCOs using the TPD system, the FD-735a Form must be completed 
monthly and attar e o the FD-794 Form. An approved copy of the FD-735a Form must be 
forwarded to CPCSU, FD, on a quarterly basis.  

(U//FOU0) Absent an AG exemption 

a copy retained in the case financial subfile, and a 

	rr (W/FOU01 	  
must be coor*nated with' 
CPCSU, FD.I  'properly 

copy must to quhmirred to (:PCSI I_ III). 

(U//FOUO' 
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(U//FOUO) A formal set of accounting books and records must be ¥Oili;IJ,W.liA&S<Y..l!w..lW1.W.IiOw.!Si~ 

ocumentation supporting actions that were completed must 

• p oce m t r:.::r coso su file 
(U/IFOUO) Fo UCOs using the TPD system, the FD-735a Form must be completed 
monthly and attac e 0 eFD-794 Form. An approved copy of the FD-735a Form must be 
f:I d d CP SU b orwar e to C , FD, on a quarterly asis. 

(U/lFoum Absent an AG . J 

I a copy retamed m the case financial subtile, anCl a 
copy must np. 1':11 IIttP.( :1'1 :SI t< 

((JlIFOTTml 

(UI/Fouoi 
land must be forwarded to cpcsu, FD, in the form of a money order or 

(UIIFOUO) To properly complete an FD-794 Form or an FD-735a Form, refer to the DSUG. 
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3.16.2. (W/FOU0) 

(U//FOU0)1 

	 fiery 	 
limited exceptions to this policy may be authorized by the respective substantive desk and FD at 
FBIHQ in emergency situations where necessity and justification are fully documented. 

(U/NOU01 

(U//FOUO)I 

• (U//FOU0)1  

• //FOUO) 
b7E. 

(ufiFouo)I 

MI/FOU0)1 

(U//FOU0) Upon approval, the field office must receive documented operational authority from 
the substantive desk at FBIHQ before proceeding. 

(U//FOUOI 	 should be included in the UCO budget proposal. Under the UCO 
guidelines, these funds should not be included when determining the maximum expenditures or 
the level of authorization required for approval of operational expenses. 

PS, FD, which can only be granted after obtaining the written agreement from th 
(U//FOU0) In addition, the field office must receive documented procurement auth ri from the 

ft  
'approval from the substantive desk at FBIHQ. 

//FOUO 
Lega questions concenun 	 'should be 

reterren to the LUC or  the ()thee of the General Counsel (OGC), FBIHQ, for resolution. 

3.16.3. (UNFOU 0)1  

(U//FOU01 
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3.16.2. CUIJFOUO)I I 
(UIIFOUO)I 

I Very 
lImited exceptions to this policy may be authorized by the respective substantive desk and FD at 
FBIHQ in emergency situations where necessity and justification are fully documented. 

(UIIFOUOj 

(UJIFOUO)I 

• (UIIFOUO)I 
I 

• 
~~~------------~--------------~ 

r 

.~~~~~------------------------------------------------~ 

. (UIIFOUO) Upon approval, the field office must receive documented operational authority from 
the substantive desk at FBIHQ before proceeding. 

(UIIFOUOj JShOUld be included in the UCO budget proposal. Under the UCO 
guidelines, these funds shoul not be included when determining the maximum expenditures or 
the level of authorization required for approval. of operational expenses. 

(UIIFOUO) In addition, the field office must receive documented procurement authoritv from the 
PS FD which can oni be granted after obtaining the written agreement from th~ I 

3.16.3. CU1IFOUOJ 

CUJIFOUOJ 

approval from the substantive desk at FBIHQ. 
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(U//FOUO 

. witFoucql 

b7E 

• I  (UHFOU0)1  

• (U//FOUO) Approval from the PS, FD. 

(U//FOU0)The Accounts Receivable Unit. AS. FD. should be consulted nrior to submission of a 
UCO budget 

(UHFOU0) The field office should account for all expenditures and submit either an FD-794  
Form to tile TPT) office nr monthly direct advance vouchers to CPCSI J. FD. to -process the  
PV11PrICPC  

1 

(U//FOLIO) For information onf 	refer to the FGUSO. 

3.16.4. (W/FOU0i 

av/Fouoi 
b7E 

(UHFOU0) An AG exemption is not require 
for approving a UCO (field division head fo 
foi 	IUCOs) must certify using SDF to 

IHowever, the official responsible 
COs and the respective AD at FBIHQ 

rt er e objectives of the operation. The 
b7E 

Assistant nited States Attorney (AUSA) must be notified after a field office receives approval 
to use 	f the AUSA has no legal objection to the use of the funds, the expenditures should 
be accounted for in the same manner as case funds. 

(U//FOU0) The field division head must be notified immediately when 	are r  
must he counted and verified by two SAc nrinr to ciennsit int  a secure repository 

ust be documente 
LGUULLICU in 	appropnate Doom ana 'mortis, ana accoumea io on an FD-302 Form. 
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• 
~~~~----------------------------------------~~--, 

• (U/IFOUO) Approval from the PS, FD. 

(U/IFOUO) 
UCObud e 

u d be consulted rior to submission of a 

(UIIFOUO) The field office should account for all expenditures and submit either an~ 
Foun to the rpp pffiee : rrxmJ:ly direct ''''''''00 ywu;l"", ill CECS.I J En to process the 
eypepses[ ]: 

(U//FOUO) For information 0 efer to the FGUSO. 

3.16.4. 

(U//FOUO) An AG exemption is not reqUirec However, the official responsible 
for approving a UCO (field division head fo· COs and the respective AD at FBIHQ 
fot IUCOs) must certify using SDF to rt er e objectives of the operation. The 
Assistrnt U~ited States Attorney CAUSA) must be notified after a field office receives approval . 
to use f the A USA has no legal objection to the use of the funds, the expenditures should 
be accounted for in the same manner as case funds. 

(U//FOUO) The field division head must be notified immediately wheOre ,~ 

I ::::'==,:::::::1~5~~F,;::~ 
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3.17. (U//FOU0) Interest Income 

(U//F01.10) Interest income is derived from the management of confidential funds, including 
securities, bonds, other investments, and the deposit of funds in interest-bearing accounts. 
According to the Department of Treasury regulations, interest income earned on appropriated 
	 -1--"Le operation and cannot be used to offset expenditures 

(U//FOLIO) Interest income should be remitted quarterly to CPCSU, FD, in the fOrm of a money 
order or cashier's check payable to the FBI. When the interest on hand is less tharl 	It can 
remain in the 	 I until the aggregate interest amount totals' 	In until the '  
end of the fiscal year in which interest was earned. 

3.18. (UHFOU0) Other Use of Appropriated Funds 

(uilFnuo) Other uses of annronriated fiin  s available for the field offices includ 
	 BIHQ approval must be obtained to re 

these types of funds. These funds may not e expended or retained as evidence, under any 
circumstances. 

!are available on a case-by-case basis to nrnvide 

3.18.1. (U//FOUO)I 

3.18.1.1. 	(UHFOU0) General Information 

(U//FOUO)I 
financial credibility to e 

(U//FOU 

	

	 'funds must be in  the care control or custody of the FBI at  0:1 
all times. These funds may not be expended, including' 

may not be utilized for this purpose. 

b7E 
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(U//FOU0) Field division head authority must be obtaineerrior to using1-11 EC, approved 
by a field division head, which documents the authority fo 	 must be 
placed in the case file. 

all/FOU0)1 

(U//FOUOj 

(Ul/FOUOI 

(U//FOUOf 
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(U/iFouo) Field division head authority must be obtaine ....... .I.IoIoI.UoloI....IoOaiI.""""'------I~ EC, approved 
by A field division head, which documents the authority fo must be 
placed in the case file. 
au$QUQ~~---------------------------------------------, 

3.17. (UI/FOUO) Interest Income 

(U//FOUO) Interest income is derived from the management of confidential funds, including 
securities, bonds, other investments, and the deposit of funds in interest-bearing accounts. 
According to the Department of Treasury regulations, interest income earned on appropriated 
fJJndg;o not oona;dorod "raMada Qfthr operation and cannot be used to offset expendituresL:] 

(U//FOUO) Interest income should be remitted quarterly to CPCSU, FD, in the form of a money 
order or cashier's check a able to the FBI. When the interest on hand is less thaCJt can 
remain in the until the aggregate interest amount total~runtil the 
end of the fisca year In W 1C Interest was earned. 

3.18. (U//FOUO) Other Use of Appropriated Funds 

:~1!F0l TO) ~t:er~!S:Of a;r:nriated fim~s available for the field offic~s includd I _ . _. ___ ~ ~_ __ ~.BIHQ approval must be obtamed to reJerve aM ase 
t ese types 0 n s. ese n s may not e expended or retafued as evidence, ,un~er any 
circumstances. 

3.18.1. (U//FOUO~L--________ ....I 

nds must be in the care control or custody of the FBI at 
e expended, includingl I 
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Field Division Head 

Section Chief 

DAD 

AD 

EAD 

DD 
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rui/Fouoi 

              

                  

                  

                  

                  

                  

  

(117/F0T T011 

              

                

                

                

       

	 IA copy of 
on, a copy of each extension 

          

                 

                 

                 

  

the approved request must be submitted to CP 
request must be placed in the appropriate cas  

(W/FOUOL 

            

              

              

               

               

               

                  

                  

3.18.1.2. 	(U//FOUO) 

(U//FOU0) The following approvals are necessary to request' 

(U//FOU1 The field division head or ASAC in the field division head's absence can authorize 
the use of 	 investigative operations up t 	An EC 
approved 	by a held division head or ASAC under the case caption requestin 

'rust be submitted to CPCSU, FD, and an information copy orwar e to the I 	  
respective substantive desk at FBIHQ. All requests exceeding a field division head's authority 
level must be approved by the respective substantive desk at FBIHQ before CPCSU, FD, 
initiates the wire transfer. The requesting EC should contain the following information: 
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IA copy of 
the approved request must be submitted to Cpr.~lJ. FD. In addition, a copy of each extension, 
request must be placed in the appropriate cas~ I 

(U//FOUOi 

3.18.1.2. (U//FOUO~ I 
(U//FOUO) The following approvals are necessary to requestl I 

Approval Level Amnunt 
t--

Field Division Head 
f--

Section Chief 
f--

DAD 
f--

AD 
f--

EAD 
f--

DD 

(u//FOU~) ~ ::J: diviSio: b:ad 0;:' in th~ fi~ld divisio~ head's absence. can authorize 
the use 0 nveStig"ve operations up td . ~ EC 
approved yale IVIslon ea or under the case caption requestin I 
I Inust be submitted to CPCSU, FD, and an information copy ~orwarde to the 
respective substantive desk at FBIHQ. AIl requests exceeding a field division head's authority 
level must be approved by the respective substantive desk at FBIHQ before CPCSU, FD, 
iriitiates the wire transfer. The requesting EC should contain the following information: 
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• (U//FOU0) 

• (U//FOU0) 

(U//DOULA 

(U//FOUd 

(U/i 'OUO) Once the EC is received, CPCS J, FD, will immediately initiate the wire transfer. 
Every effort should be made to provide adequate lead time to accomplish the wire transfer. 

(U/NOU0) The field office must document each request to use TPD funds for this Purpose. and 
the corresponding EC(s) must be maintained in the TPD office in a se arate case  

Ilse funds must be returned to the TPD office on th 
n 

EC approved by a field division head or ASAC, in the field division head's absence, must be 
submitted to CPCSU, FD, requesting to initiate a direct advance transfer of funds. The approved 
EC should include justification to maintain the funds and the retention period. 

(U/NOU0) For detaild nrocerinres on wire ttansfers, refer to Section 4.1 of this PG. 

3.18.2. (UHFOU0)l  

(U/TFOU011 
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	t 	  
(U//FOUO) An EC approved by a field division head requesting the use ol 	 In 
support of a 	 ust be submitted to the respective 

b7E 

b7E 

b7E 

b7E 

b7E 

b7E 

b7E 

(U/IFOU01 

substantive es a 
intended confidentia 

:11:1611.1111fAIRGT11111.1. aTiM s S 1 	. 	I S w. I 	I I 

nds must be returned to CPCSU, FD, within 
UCUs, the funds can be retained for the duration of the a 

phase. upon expiration of th 	 UCO authority, th 
returned to CPCSU, FD, withi 	a s. 1 extension requests to retain 

lays of receipt. For 
rized  investigative 

I must be 

3.18.2.1. (U//FOUO) 

(UHFOU01 
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~----------------------~-------------, 

(UI nce e IS receive) ,FD, will immediately initiate the wire transfer. 
Every effort should be made to provide adequate lead time to accomplish the wire transfer. 

ru/fFOUO~ 

'fIoI-.IoIIo.I.I.IoIIooiIolololoj,~IooI.IoI...ILIoj~ansfers, refer to ~ection 4.1 of this PG. 

a field division head re uesting the use orl In 
ust be submitted to the respective .. . 
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Proper 1.1:11HQ authorization must be obtained prior to the purchase oil 

(I THFOU01 The field division head's operational authority must be obtained prior tp the use of 
I The substantive desk at FBIHO must aoorove all reauests to use  

rullFouoi 

	 IThe principal amount received can be reused, with proper 
authorization, or returned to CPCSU, FD, in the form of a money order or cashier's check 
payable to the FBI. 

TH 	M FOU An AG exemntinn and FRTHG anthnritv mact he nhtained to ingel a 	 I  

exemption may e o taine uring 	 IUCO approval process or subsequent 
to the approval. An FD-1034 Form is used to obtain approval for the exemption. 

(U/fFOU01 

(Appropriate documentation (i.e., the 
FL)-302 Form) should be prepared to accurately reflect the transaction. 

gm/Fouo>1 

(U//FOUO)I 

3.19. (U//FOUO) Maintenance of Cash Funds 

(U/IFOUO) All funds must be maintained as cash unless an AG exemption is obtained to open a FP, 
	bank account. All cash in the care, custody, and control of the field office must be 

maintained in a secure manner at all times. 

(U//FOU0) Cash not beipg used must be maintained inl 	 I 
As evidenced by the maintenance of the Access Log-Evidence Storage  

Facility (FD-455),I 	 I 

	
IThe FD-455 Form must contain information regarding cash and valuables placed in or 
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e principal amount received can be reused, with 1?roper 
o CPCSU, FD, in the form of a money order or cashier's check 

3.19. (UIIFOUO) Maintenance of Cash Funds 

,....illLLE,OUO) All funds must be maintained as cash unless an AG exemption is obtained to open a 
L-J bank account. All cash in the care, custody, and control of the field office must be 

maintained in a secure manner at all times. 

r..l..:::::':":"-=l:o:..::.~~~~~·f.,g used must be maintained inl 
s evidenced b the maintenanL.ce-of""t:":'h-e""::A-c-c-es-s"";L""o---'.E:-;"v""i"";a-en-c-e'"':'S:":'to-r-a...Je 

The FD-455 Form must contain information regarding cash and valuables placed in or 
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removed from a safe, including the date, time, name of employee and witness, amount, purpose, 
and case number. 

(U//FOU0) Each field office should ensure that procedures are in effect to separate the 
responsibility of safeguarding cash from the responsibility of keeping the accounting records. 
These procedures should include separating physical custody over cash and bank account 
signature authority from the maintenance of accounting records. The responsibilities for 
encoding accounting information, and reviewing and signing direct advance vouchers and blue 
slips should be separated from those for disbursing funds and receiving cash. 

(U//FOU0) All cash, with the exception of cash maintained in the custody of the evidence 
control technician (ECT), must be physically counted on a monthly basis by an operationally 
independent employee other than the custodian and accountable officer. The physical cash 
counts and/or bank reconciliations must be documented and filed in the appropriate case 
financial subfiles. 

3,19.1. (U//FOUO) Petty Cash (Imprest) Fund 

(U//FOU0) A portion of direct advance funds from FBIHQ o{]can be retained as a petty 
cash (imprest) fund and must be supported by an interim receipt retained b the case accountant. 
In addition, a petty cash fund can be established for employees using TPDa ay revolving 
advance funds with lbank account. Petty cash funds are to be maintained on an imprest I  
basis an 	 'All advances from the petty 
cash fun are to be supported by an intenm receipt. Pnysical precautions should be exercised to 
protect against theft, loss, or misuse of the petty cash funds. 

(U//FOUO) To exercise appropriate internal controls, the care and custody of the e cash fund 
should be delegated to the appropriate squad SSA or SA. Petty cash funds usingunding 
can also be delegated to a supervisory investigative specialist coordinator (SISC). The custodian 
of the petty cash fund cannot be the case accountant, case agent, or employees responsible for 
signing, preparing, or reviewing direct advance vouchers, books and records, or any other 
accounting entries. As with other petty cash funds, the individual that is responsible for recording 
and replenishing such funds should not be the same individual responsible for controlling the 
cash. Petty cash funds must be liquidated or replenished no less than monthly to ensure expenses 
are vouchered on a timely basis. 

(U//FOUO) Each time the individual assigned to maintain petty cash changes, the petty cash 
must be audited, and a complete accounting review must be conducted prior to assigning the duty 
to another individual. 

3.19.2. (U//FOU0) Cash Evidence 

(U//FOU0) Seized cash retained as evidence that is no longer needed for prosecution must be 
submitted to CPCSU, FD, in the form of a money order or cashier's check payable to the FBI. 
An approved EC clearly describing the funds as evidence and a statement that the AUSA has 
opined the funds are no longer required for prosecution must accompany the money order or 
cashier's check. 

(U//FOUO) For additional information related to evidence, refer to MAOP, Part II, Section 2-
4.4.1 and for temporary storage — drug and valuable evidence, refer to MAOP, Part II, Section 2-
4.4.9. 

b7E 

b7E 
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removed from a safe, inclUding the date, time, name of employee and witness, amount, purpose, 
and case number. . 

(UIIFOUO) Each field office should ensure that procedures are in effect to separate the 
responsibility of safeguarding cash from the responsibility of keeping the accounting records. 
These procedures should include separating physical custody over ca1ili and bank. account 
signature authority from the maintenance of accounting records. The responsibilities for 
encoding accounting information, and reviewing and signing direct advance vouchers and blue 
slips should be separated from those for disbursing funds and receiving cash. 

(u/IFOUO) All c.ash, with the exception of cash maintained in the custody of the evidence 
control technician (ECT), must be physically counted On a monthly basis by an operationaliy 
independent employee other than the custodian and accountable officer. The physical cash 
counts and/or bank reconciliations must be documented and filed in the appropriate case 
financial subfiIes. . 

3.19.1. (UIIFOUO) Petty Cash (lmprest) Fund 

(U//FOUO) A portion of direct advance funds from FBIHQ oOcan be retained as a petty 
cash (imprest) fund and must be supported by an interim receipt retained l th~ case accountant. 
In addition, a petty cash fund can be established for employees using TPD ay revolving 
advance funds with bank account. Pe cash funds are to be maintamed on an imprest . 
basis an 11 advances from the petty 
cash fun are 0 e suppo e y an In enm recelp . YSlca precautions should be exercised to 
protect against theft, loss, or misuse of the petty cash funds. 

(U//FOUO) To exercise appropriate internal controls, the care and custody ofth~ cash fund 
should be delegated to the appropriate squad SSA or SA. Petty cash funds usingl-.funding 
can also be (ielegated to a supervisory investigative specialist coordinator (SISC). The custodian 
of the petty cash fund cannot be the case accountant, case agent, or employees responsible for 
signing, preparing, Or reviewing direct advance vouchers, books and records, or any other 
accounting entries. As with other petty cash funds, the individual that is responsible for recording 
and replenishing such funds should not be the same individual responsible for controlling the 
cash. Petty cash funds must be liquidated or replenished no less than monthly to ensure expenses 
are vouchered on a timely basis. 

(U//FOUO) Each time the individual assigned to maintain petty cash changes, the petty cash 
must be audited, and a complete accounting review must be conducted prior to as~igning the duty 
to another individual. 

3.19.2. (U//FOUO) Cash Evidence 

(UIIFOUO) Seized cash retained as evidence that is no longer needed for prosecution must be 
submitted to CPCSU, FD, in the form of a money order or cashier's check payable to the FBI. 
An approved EC clearly describing the funds as evidence and a statement that the AUSA has 
opined the funds are no longer required for prosecution must accompany the money order or 
cashier's check. 

(UIIFOUO) For additional information related to evidence, refer to MAOP, Part II. Section 2-
4.4.1 and for temporary storage - drug and valuable evidence, refer to MAOP, Part II, Section 2~ 
4.4.9. 
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3.20. (U//FOUO) Personal Liability 

(U//FOU0) An FBI employee whoody of funds (e.g., interest from checking accounts or 
othe 	-generating investment 	fiom UCOs, or funds held in trust for other employees 

f  

's the accountable officer for ose funds, and assumes full responsibility and 

b7E 

liability. 

(U//FOU0) FBI employees who have physical custody of government funds are held to a strict 
standard of accountability. They have a fiduciary responsibility for the public funds in their 
custody. 

3.21. (U//FOUO) Securities  

(U//FOU011 

b7E 

3.22. (U//FOLIO 

(U//FOU01 An AG exemntinn is reouired to denosit annronriated funds oil 

b7E 

b7E 

b7E 

b7E 

b7E 

b7E 

approvers oy tne need cnvision head. 
	E

I he need must be properly documented and 

(T T/IF(1TT(TTInnn rereint nf the An PYPTI1 ntinni 

	
'unless operauonauy necessary. 

J//Far In) The field diyicinn head hag authority to annrnvel  

(U//FOUO) All checks must be made payable to an individual or entity. Checks should never be 
made payable to an emplone's relatives or friends. or "cash." An accurate check register  
balance must be maintained! 	  

(U//FOU0) Monthly bank reconciliations must be conducted withi 	ays of receipt of the 
bank statement by an individual other than the authorize 	e 	n completion, the bank 
reconciliation must be properly documented in the case 	 nd must be available 
for review during the required periodic audit. 

(W/FOU0) A separate 	 inust be maintained for each 	 rind all 
bank statements should be serialized. A copy of the bank signature card must be maintained in 
thj 	 land available for review 	an authorized signer changes, a copy of the 
new signature card must be placed in the 	 All financial information and 
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3.20. (UI/FOUO) Personal Liability 

(UIIFOUO) An FBI employee who tldY of funds (e.g., interest from checking accounts or 
other interest generating investment om UCOs, or funds held in trust for other employees 

I ."S the accountable officer or ose funds, and assumes full responsibility and 
liability. 

(UIIFOUO) FBI employees who have physical custody of government funds are held to a strict 
standard of accounta bihty. They have a fiduciary responsibility for the public funds in their 
custody. 

3.21. (UI/FOUO Securities 

e need must ·be properly documented and 

aI/lEoum Dnon receipt pfthe AG exemntipul ? 
\. I"files. "pern""naIly """""')1. 
rl~a~I~/IF~O~II~O~)~Tb~e~fiwe~l~d~d~iY~i~si~oun~b~e~ad.b~a~sua~I!wfu~o~n~·ro~ro~a~n~nwm~v~J~ ___________ . ______ ,~ 

(U/IFOUO) All checks must be made payable to an individual or entity. Checks should never be 
made payable to an emploYye's relatives or friends,. or "cash." An accurate check register' 
balance must be maintainec1l 

~-------------------------===----------------~ 
(U//FOUO) Monthly bank reconciliations must be conducted withiOays of receipt of the 
bank statement by an individual other than the authorized signer. Upon completion, the bank 
reconciliation must be properly documented in the easel ~nd must be available 
for review during the required periodic audit· . 

(U/IFOUO) A separatd Fust be maintained for eac~ ~nd all 
bank statements should be senahzed. A copy of the bank signature card must be mamtamed in 
th~ land available for review. When an authorized signer changes, a copy of the 
new signature card must be placed in thel IAll financial infonnation and 
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documentation (e.  canceled checks. deposit tickets. wire transfer  notices, and correspondence) 
must be placed in al 	 I 

(U//FOUO) Each time the individual assigned to maintain a checking account changes, the 
accounts must be audited, and a complete accounting review must be conducted prior to 
assigning the duty to another individual. Necessary changes must be made with the financial 
institution where checking accounts are maintained, and all other administrative actions must be 
handled to ensure a proper transition. 

(U//FOU0) At the close of an operation's financial activity, all open bank accounts must be 
closed. Each final bank statement must show a zero balance and indicate the account is closed. If 
the bank statement shows a zero balance, but does not indicate the account is closed, the case 
accountant must prepare a certification stating that the bank account has been closed. The 

on must be attached to the zero balance bank statement and placed in the case[ 

b7E (U/IFOU01 

(UHFOU0) For additional information on AG exemption, refer to the FGUSO. 

3.22.1.1. 	(U//FOUO) Online Banking Services 

(U//FOU0) Online banking services can be established fat 
case basis upon approval from CPCSU, FD. 

b7E 
on a case-by- 

(U//FOU0) The SSA or case agent must submit an EC approved by the field division head to 
CPCSU, FD, requesting the establishment of online banking services fo 
The justification EC must be case snecific and nrovide detailed information renardma the b7E 
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documentation (e.~ .. canceled checks. depOsit tickets. wire transfer notices, and correspondence) 
must be, placed in , _ I 
(UIIFOUO) Each time the individual assigned to maintain a checking account changes, the 
accounts must be audited, and a complete accounting review must be conducted prior to 
assigning the. duty to another individual. Necessary changes must be l11~de "'ith tim financial 
institution where checking accounts are maintained, and all other administrative actions must be 
handled to ensure a proper transition. 

(U//FOUO) At the close of an operation's financial activity, all open bank accounts must be 
closed. Each final bank statement must show a zero balance and indicate the account is closed. If 
the bank statement shows a zero balance, but does not indicate the account is closed, the case 

. accountant must prepare a certification stating that the bank account has been closed. Th..:e~ __ ., 
Uon must be attached to the zero balance bank statement and placed in the caser I . 

, (! JI/FOUQj I 

(U//FOUO) For additional information on AG exemption, refer to the FGUSO. 

3.22.1.1. (U/IFOUO) Online Banking Services 

(U//FOUO) Online banking services can be established fO~ Ion a case-by-
case basis upon approval from CPCSU, FD. 

(U//FOUO) The SSA or case agent must submit an EC approved by the ,tLe..l.d..!1D!l.sw.n...llWL..lO.--, 
CPC~U,. FD, !equesting the establishm~nt ofonli~e.bankin~ ser:rices fo 

L--:""'l''--~':'''''i'I''''' ___ -:-;-'':''''7'-;-;...,......~_-r---~--,. _____ --.JThe approved 

bank statements. 
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(U//FOU0) 

	The approved EC must be provided with the FD-794 Form or monthly direct 
voucher. 	  

(U//FOUOj 
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Ti/Pra Trd 

(U//FOLIO  

b7E 

b7E 

b7E 

b7E 

3.24.1. (UHFOU0) Overt Bank Accounts 

(U//FOU0) Field offices experiencing difficulties in receiving wire transfers and/or cashing TPD 
drafts may submit an EC to CPCSU, AS, FD, requesting approval to open an overt bank account 
in the FBI's name. Upon approval, separate funding will be wire transferred by CPCSU, FD. 
Any related wire transfer fees are to be reimbursed from case funds. Funds used to open the overt 
balr  a orniint chnnld npvpr  expended. An overt bank account file must be opened as part of the  

in the TPD office. This file will contain a copy of the bank 
signature card, monthly bank reconciliations, wire transfer notices, monthly bank.statements, 
deposit tickets, and any other financial information related to the overt bank account. When an 
authorized signer changes, a copy of the new signature card must be placed in the overt bank 
account file. 

(U//FOUO) Monthly bank reconciliations must be conducted withinIjdays of receipt of the 
bank statement by an individual other than the authorized signer. Upon completion, the bank 
reconciliation must be properly documented in the overt bank account file and available for 
review during the required TPD periodic audit. 

(U/NOU0) Interest income should be remitted quarterly to CPCSU, FD, in the focm  of   money 
order or cashier's check payable to the FBI. When the interest on hand is 	ni 	lit can 
remain in the overt bank account until the aggregate interest amount total 	until the end 
of the fiscal year in which interest was earned. 

(U/NOU0) For detailed procedures on wire transfers, refer to Section 4.1. of this PG. 

3.25.. (U//FOUO) Prepaid Phone Cards 

(U/NOU0) Prepaid phone cards can be purchased tol  

(U//FOU0) The ASAC or a higher level official has authority to approve the purchase of prepaid  
phone cards or "go" phones to be used by an SA when operationally necessary (e.g.,I 

	 The prepaid minutes 
must he timiteu to the amount needed within a one or two month penoci. The need for the use of 
a prepaid phone card or a "go" phone by an SA must be documented in an EC approved by a 
field division head. The EC must be attached to the FD-794 Form or direct advance voucher. A 
copy of the approved EC must be filed in the) 

b7E 

3.26. (UHFOU0) Stolen or Uncollectible Funds 

(U//FOU0) If confidential case funds are stolen ol are uncollectible (e.g.. ii  
release the funds to the FBI) during the course of b7E 

ill not 
UCO, an 
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3.24.1. (UIIFOUO) Overt Bank Accounts 

(u/IFOUO) Field offices experiencing difficulties in receiving wire transfers andlor cashing TPD 
drafts may submit an EC to CPCSU, AS, FD, requesting approval to open an overt bank account 
in the FBI's name. Upon approval, separate funding will be wire transferred by CPCSU, FD. 
Any related wire transfer fees are to be reimbursed from case funds. Funds used to open the overt 
baqk aCCQunt should never be expended. An overt bank account file must be opened as part of 
th~ hn the TPD office. This file will contain a copy of the bank 
signature card, monthly bank reconciliations, wire transfer notices, monthly bank.statements, 
deposit tickets, and any other financial information related to the overt bank account. When an 
authorized signer challges, a copy of the new signature card must be placed in the overt bank 
account file. . 

(UlIFOUO) Monthly bank reconciliations must be conduc~ed withiOays of receipt of the 
bank statement by an individual other than the authorized signer. Upon completion, the bank 
reconciliation must be properly documented in the overt bank account file and available for 
review during the required TPD periodic audit. 

(UIIFOUO) Interest income should be remitted quarterly to CPCSU, FD, in the fo~ money 
order or cashier's check payable to the FBI. When the interest on hand is ~nL-Jit ean 
remain in the overt bank account until the aggregate interest amount totalLJr until the end 
of the fiscal year in which interest was ~amed. . 

(U//FOUO) For deta,iled procedures oil wire transfers, refer to Section 4.1. of this PG. 
, . 

3.25. , (U/lFOUO) Prepaid Phone Cards 

(UIIFOUO) The ASAC or a higher level official has authority to approve the purchar ofP;epaid

l phone cards or "go" hones to be used by a~ SA when operationally necessary (e.g., 
The prepai mmu es 

mus elm! e 0 e amoun nee e WI III a one or 0 mOn peno. The need for the use of 
a prepaid phone card or a "go" phone by an SA must be documented in an EC approved by a 
field division head. The EC must be attached to the FD-794 Form or direct advance voucher. A 
copy of the approved EC must be filed in th1 I 
3.26. (U/IFOUO) Stolen or Uncollectible Funds 

(UIIFOUO) If confidential c",e funds are stolen "'i are uncollectible (e .•.• J ~i11 not 
release the funds to the FBI) during the course of~L... __________ ...... IUCO, an 
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EC approved by a field division head, explaining the circumstances for the loss of funds and 
requesting approval to expense the loss of funds as a miscellaneous expense, must be submitted 
immediately to the respective substantive desk at FBIHQ and CPCSU, FD. 

(U//FOU0) Upon approval from the substantive desk, a certifying officer in CPCSU, FD, will 
review the EC to determine if the loss should be recorded as an operational case expense. The 
certifying officer may request an opinion from the division CDC before notifying the field office 
of the decision if the loss is determined to be the result of negligence. 

(U//FOUO) Confidential TPD funds approved as loss of funds by FBIHQ must be reported on an  
=roved FD-794 Form and charged to the operational case as a miscellaneous expense' 

IThe written approval should be attached to the FD-794 Form as supporting 
nocumentatron. 

(U//FOUO) Direct advance funds from FBIHQ determined to be lost or uncollectible must be 
reported as loss of funds on the monthly direct advance voucher with the written approval 
attached as supporting documentation. The voucher must be approved by the ASAC or a higher 
level official and submitted to CPCSU, FD. 

(U//FOU0) Confidential funds lost or stolen as a result of an employee's negligence must be 
reimbursed by the employee. A money order or cashier's check payable to the FBI must be 
submitted to the TPD office to liquidate a TPD advance or CPCSU, FD, for a direct advance. 

3.27. (U//FOUO) Prohibitions 

(U//FOUO) Certain expenditures of appropriated funds are prohibited by appropriation laws or 
by decisions of the Comptroller General of the United States. In the event funds are used 
improperly, the employee responsible for the prohibitive transaction may be required to 
reimburse the FBI. 

3.27.1. (U//FOUO) Personal Expenses 

(U//FOU0) Appropriated funds cannot be used to pay personal expenses such as routine 
commuting or parking expenses, laundry of personal items at an employee's official duty station, 
'haircuts, or individual child care expenses for employees. 

3.27.2. (UHFOU0) Entertainment and Recreation Expenses for Employees 

(U//FOU0) In most cases, employees may not use government funds for food, entertainment, or 
recreational activities while at their duty stations. The use of funds for such unauthorized 
purposes may constitute violations of the Antideficiency Act (ADA), 31 U.S.C. Section 134. 
Therefore, employees cannot be reimbursed for these expenses at their duty stations except as 
provided below. 

3.27.2.1. (UHFOU0) Exceptions 

(U//FOU0) Under special circumstances, the actual cost of certain items that ordinarily would be 
considered personal expenses may be reimbursed when the employee must incur the expenses 
for reasonable investigative or other mission-related purposes. The following examples may 
constitute such circumstances: 

1. (U/NOUO) An SA is involved in an emergency situation where imminent danger to 
human life and/or threat of destruction of federal property exists. 
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EC approved by a field division head, explaining the circumstances for the loss of funds and 
requesting approval to expense the loss of funds as a miscellaneous expense, must be submitted 
immediately to the respective substantive desk at FBIHQ and CPCSU, FD. 

(uIIFOUO) Upon approval from the substantive desk, a certifying officer in CPCSU, FD, will 
review the EC to determine if the loss should be recorded as an operational cab~ expcnse. The 
certifying officer may request an opinion from the division CDC before notifying the field office 
of the decision if the loss is determined to be the result of negligence. 

(UIIFOUO) Confidential TPD funds approved as loss of funds by FBIHQ must be reported on an 

I :PPCOV'1 FD-794 Fonn ,nd cha'lled to Ibe op""tio .. ! case " , m;"eU""oou, ex_~ I 
The written approval should be attached to the FD-794 Form as supporting 

ocumentation. 

(U/IFOUO) Direct advance funds from FBIHQ determined to be lost or uncollectible must be 
reported as loss of funds on the monthly direct advance voucher with the written approval 
attached as supporting documentation. The voucher must be approved by the ASAC or a higher 
level official and submitted to CPCSU, FD. 

(UIIFOUO) Confidential funds lost or stolen as a result of an employee's negligence must be 
reimbursed by the employee. A money order or cashier's check payable to the FBI must be 
submitted to the TPD office to liquidate a TPD advance or CPCSU, FD, for a direct advance. 

3.27. (U/IFOUO) Prohibitions 

(UIIFOUO) Certain expenditures of appropriated funds are prohibited by appropriation laws or 
by decisions of the Comptroller General of the United States. In the event funds are used 
improperly, the employee responsible for the prohibitive transaction may be required to 
reimburse the FBI. 

3.27.1. (U/IFOUO) Personal Expenses 

(U/IFOUO) Appropriated funds cannot be used to pay personal expenses such as routine 
commuting or parking expenses, laundry of personal items at an employee's official duty station, 
'haircuts, or individual child care expenses for employees. 

3.27.2. (U/IFOUO) Entertainment and Recreation Expenses for Employees 

(UIIFOUO) In most cases, employees may not use government funds for food, entertainment, or 
recreational activities while at their duty stations. The use of funds for such unauthorized 
purposes may constitute violations of the Antideficiency Act (ADA), 31 U.S.C. Section 134. 
Therefore, employees catinot be reimbursed for these expenses at their duty stations except as 
provided below. 

3.27.2.1. (U/IFOUO) Exceptions 

(UIIFOUO) Under special circumstances, the actual cost of certain items that ordinarily would be 
considered personal expenses may be reimbursed when the employee must incur the expenses 
for reasonable investigative or other mission-related purposes. The following examples may 
constitute such circumstances: . 

1. (UIIFOUO) An SA is involved in an emergency situation where inuninent danger to 
human life andlor threat of destruction of federal property exists. 
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2. (U//FOUO 

3. (U//FOU0 

4. (U//FOUOI 

5. (U//FOU0) 

	  ASAC or a higher level official must approve a 
justification EC requesting reimbursement for meals and beverages exceeding the 
established per diem rate. 

3.27.2.1.1. 	(U//FOUO) Meal Reimbursement 

WRIT IC)) in PmPrcrenry cithatinng an pmnlnvefi 

Ican be 
reimbursed for meal expenses. The employee has the option to take a standardized meal, 	 
reimbursement or provide an itemized receipt based on the per diem rate for the location' 

I the employee is not entitled to a 
meal reimbursement. 

(U//FOUO) In the standardized meal reimbursement option, the employee will be reimbursed a 
set percentage of the established per diem rate for the area in which the meal was acquired. The 
following chart depicts the standardized meal deduction rate: 

MEAL REIMBURSEMENT CHART 

Area Per Diem Rate Breakfast Lunch Dinner 

M&IE Rate 15% 25% 40% 

*Note the remaining 20% of the area meals and 
incidental expenses (M&IE) is for incidental expenses 
and will not be affected by the meal reduction. 

(UNFOU0) If the employee chooses to use the itemized receipt option, the employee must 
identify the specific meal expense listed on an itemized receipt. 

(U//FOLIO) The meal reimbursement extends to food and beverage expenditures within an 
employee's official duty station. The cost of meals while traveling and carrying out similar 
duties is eligible for reimbursement through the applicable M&IE allowance. 
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I 

I r 

I 
I 

5. (uJlFoumi r I 
. l'he A:::;A~ or a hIgher level ottlclal must app.rove a 

justificatIon EC requesting reImbursement for meals and beverages exceedtng the 
established per diem rate. 

3.27.2.1.1. (UJIFOUO) Meal Reimbursement 
r-----------------------------~ 

(U//FOUO) In the standardized meal reimbursement option, the employee will be reimbursed a 
. set percentage of the established per diem rate for the area in which the meal was acquired. The 
followi.ng chart depicts the standardized meal deduction rate: 

MEAL ~IMBURSEMENT CHART 

Area Per Diem Rate Breakfast Lunch Dinner 

M&IE Rate 15% 25% 40% 

*Note the remaining 20% of the area meals and 
incidental expenses (M&IE) isfor incidental expenses 
and will not be affected by the meal reduction. 

(U//FOUO) If the employee chooses to use the itemized receipt option, the employee must 
identify the specific meal expense listed onan itemized receipt. 

(U//FOUO) The meal reimbursement extends to food and beverage expenditures within an 
employee's official duty station. The cost of meals while traveling and carrying out similar 
duties is eligible for reimburseme~t through the applicable M&IE allowance. 
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3.27.2.2. (U//FOUO) Reimbursement for Food and Beverages 

(U//FOU0) Reimbursement for food and beverages is limited to the number of employees 
required to accomplish the objective of the confidential or operational activity. 

(UiiFOU0) Claims for fund and beverage expenditures must be reasonable. Employees are 
expected to exercise prudence when incurring such expenditures. Reimbursement of gratuities is 
limited to 20 percent, unless the employee provides sufficient written justification to support a 
greater amount. 

(UHFOU0) The employee must provide original receipts for reimbursement of all food and 
beverage expenses or a signed certification in place of a receipt. The certification should contain 
the same information as a normal vendor receipt (i.e., date, amount, name of individual or entity 
paid, and description of goods or services). In addition, the employee must prepare and submit an 
EC, specifically detailing the lack of an original receipt to an SSA or a higher level official for 
approval. (Note: the approved EC detailing the lack of an original receipt is secondary to the 
expenditure EC.) 

(U//FOU0) Justification for reimbursement of alcoholic beverages must be documented in an EC 
approved by an SSA or a higher level official. This approved EC must be specific regarding the 
expenses for alcoholic beverage(s) and is in addition to the supplemental food and beverages. At 
the discretion of FBIHQ, reimbursement for alcoholic beverages may be subject to field division 
head approval on a case-by-case basis. 

3.27.3. (U//FOU0) Entertainment of Government and/or Non-Government Person 

(U//FOUO) The use of government funds to pay for meals or entertainment for other persons, 
including meals for meetings, liaison activities, strategy sessions, debriefings with law 
enforcement officers, etc., is generally prohibited. 

3.27.3.1. (U//FOUO) Exceptions 

(U//FOUO) Exceptions to the restriction on paying for meals/entertainment include expenditures 
necessary to: 

• (U//FOUO) Protect human life, 

• (W/FOU0)1 

• (U//FOUO) Use representational funds for liaison purposes or to entertain foreign and 
local dignitaries, under certain circumstances. (Field offices must submit an EC to AS, 
FD, requesting prior approval to use representational funds.) 

(U//FOU0) An original receipt or, if appropriate, certification, is required to fully document 
these expenditures and support requests for reimbursement. 

3.27.4. (U//FOUO) Fines and Penalties 

(U//FOUO) The payment of fines and penalties for employees acting outside the scope of their 
employment is prohibited. Finance charges and late payment penalties on credit card, utility, 
telephone, and other monthly billed accounts are prohibited. Exceptions under this authority are 
very narrowly interpreted. 
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3.27.2.2. (UIIFOUO) Reimbursement for Food and Beverages 

(U/IFOUO) Reimbursement for food and bever~ges is limited to the number of employees 
required to accomplish the objective of the confidential or operational activity. . 

tUi,FOUO) Claims fur fuud and beverage expenditures must be reasonable. Employees are 
expected to exercise prudence when incurring such expenditures. Reimbursement of gratuities is 
limited to 20 percent, unless the employee provides sufficient written justification to SUppOlt a 
greater amount. 

(U/IFOUO) The employee must provide original receipts for reimbursement of all food and 
beverage expenses or a signed certification in place of a receipt. The certification should contain 
the Same information as a normal vendor receipt (i.e., date, amount, name of individual or entity 
paid; and description of goods or services). In addition, the employee must prepare and submit an 
EC, specifically detailing the lack of an original receipt to an SSA or a higher level official for 
approval. (Note: the approved EC detailing the lack of an original receipt is secondary to the 
expenditure EC.) 

(U/IFGUO) Justification for reimbursement of alcoholic beverages must be documented in an EC 
approved by an SSA or a higher level official. This approved EC must be specific regarding the 
expenses for alcoholic beverage(s) and is in addition to the supplemental food and beverages. At 
the discretion ofFBIHQ, reimbursement for alcoholic beverages may be subject to field division 
head approval On a case-by-case basis. 

3.27.3. (UIIFOUO) Entertainment of Government and/or Non-Government Person 

(U/IFOUO) The use of government funds to pay for meals or entertainment for other persons, 
including meals for meetings, liaison activities, strategy sessions, debriefings with law 
enforcement officers, etc., is generally prohibited. 

3.27.3.1. (U/IFOUO) Exceptions 

(U/IFOUO) Exceptions to the restriction on paying for meals/entertainment include expenditures 
necessary to: 

• (U/IFOUO) Protect human life, 

• (UIIFOUO)I 
I 

• (UJIFOUO) Use representational funds for liaison purposes or to entertain foreign and 
local dignitaries, under certain circumstances. (Field offices must submit an EC to AS, 
FD, requesting prior approval to use representational funds.) 

(UIIFOUO) An original receipt or, if appropriate, certification, is required to fully document 
these expenditures and support requests for reimbursement. 

3.27.4. (UJJFOUO) Fines and Penalties 

(UIIFOUO) The payment of fines and penalties for employees acting outside the scope oftheir 
employment is prohibited. Finance charges and late payment penalties on credit card, utility, 
telephone, and other monthly billed accounts are prohibited. Exceptions under this authority are 
very narrowly interpreted. 
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(U//FOUO) Timely payment of monthly bills is the responsibility of the account holder. Delays 
in acquiring receipts or invoices, preparing and submitting expense vouchers, obtaining 
approvals, or processing at the field office or FBIHQ will not justify late payments to vendors. 
The case agent is responsible for prompt payment if the account is not associated with a specific 
individual. In circumstances where routine procedures will not provide funds in time, the 
employee should obtain a confidential TPD advance to ensure prompt payment. 

3.27.4.1. (UHFOU0) Exceptions 

(U//FOU0) Fines, late payment penalties, or other charges can be submitted for reimbursement 
if extraordinary circumstances exist such as: 

• (U//FOUO) A bill mailed to an erroneous P.O. Box address, 

• (U//FOUO) Emergency deployment of the employee which prevented timely payment of 
bills, 

//F 

b7E • I  (U/NOU01 

• a THFOT TN1 	I 

(U//FOU0) The employee must prepare a justification EC detailing the reasons these expenses 
were incurred. 

(U//FOU0) The field division head, who is ultimately responsible for the expenditure of 
appropriated funds, has the final approval for reimbursement of these exceptions. The 
expenditures must be considered necessary, in direct support of an investigation, and incurred in 
a circumstance where the identity of the FBI must be concealed in order to prevent the 
compromise of covert activity. 

3.27.5. (U//FOUO) Gifts and Plaques 

(U/NOU0) The use of government funds for the purchase o 	is generally prohibited. In 
unusual cases, the VP" may renncrni7R the. ACRiRtn110.E: a al 	'with nlanne nr other non- 
monetary reward  

(U//FOU0) For detailed information orl 	'ifts and plaquel 

3.28. (U//FOUO) Exemptions to use Appropriated Funds 

(U//FOU0) With respect to undercover investigative operations, which are necessary for the 
detection and prosecution of crimes against the United States or for the collection of foreign 
intelligence or counterintelligence, the U.S. Congress has provided exemptions to certain federal 
laws (through Public Law 102-395 and subsequent legislation and as codified by reference in 
Title 28, United States Code, Section 530C[a] [5]) upon the written approval of the FBI Director 
and the AG or their designees. The exemptions are set out in a note appearing at Title 28, United 
States Code, Section 533. Exemptions maybe authorized as follows: 

b7E 

b7E. 

43 
UNCLASSIFIED//FOR OFFICIAL USE ONLY 

ACLURM003676

- -~---------------------------------------------------------~---------------, 

UNCLASSIFIEDIIFOR OFFICIAL USE ONLY· 
Confidential Funding Policy Implementation Guide 

(UIIFOUO) Timely payment of monthly bills is the responsibility of the account holder. Delays 
in acquiring receipts or invoices, preparing and submitting expense vouchers, obtaining 
approvals, or processing at the field office or FBrnQ will not justify late payments to vendors. 
The case agent is responsible for prompt payment if the account is not associated with a specific 
individual. In circu1l1~tanl:l:s whore routinc procedures will not provide funds in time, the 
employee should obtain a confidential TPD advance to ensure prompt payment. 

3.27.4.1. (VIIFQUQ) Exceptions 

(U//FOUO) Fines, late payment penalties, or other charges can be submitted for reimbursement 
if extraordinary circumstances exist such as: . 

• (UIIFOUO) A bill mailed to an erroneous P.O. Box address, 

• (UIIFOUO) Emergency deployment of the employee which prevented timely payment of 
bills, 

• CUJ/FOUO)I I . r 
: ::::'---1 --------, 

(UIIFOUO) The employee must prepare a justification EC detailing the reasons these expenses 
were incurred. 

(UIIFOUO) The field division head, who is ultimately responsible for the expenditure of 
appropriated funds, has the final approval for reimbursement of these exceptions. The 
expenditures must be considered necessary, in direct support of an investigation, and incurred in 
a circumstance where the identity of the FBI must be concealed in order to prevent the 
compromise of covert activity. 

3.27.5. (VIIFQUQ) Gifts and Plaques 

(UIIFOUO) For detailed information oDifts and PlaqUe~ 
3.28. (VI/FQUQ) Exemptions to use Appropriated FundsL...---------I 

(UIIFOUO) With respect to undercover investigative operations, which are necessary for the 
detection and prosecution of crimes against the United States or for the collection of foreign 
intelligence or counterintelligence, the U.S. Congress has provided exemptions to certain federal 
laws (through Public Law 102-395 and subsequent legislation and as codified by reference in 
Title 28, United States Code, Section 530C[a] [5]) upon the written approval of the FBI Director 
and the AG or their designees. The exemptions are set out in a note appearing at Title 28, United 
States Code, Section 533. Exemptions may be authorized as follows: 
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• (U//FOU0) Appropriated funds may be used for purchasing property, buildings, and 
other facilities, and for leasing space within the United States, the District of Columbia, 
and the territories and possessions of the United States. (Exemption from Title 31, U.S.C., 
Sections 1341, 3324; Title 40, U.S.C., Section 34; Title 41, U.S.C., Sections 11[A], 22, 
254[a] and [c], 255). 

amFouo)1  

• (U//FOUO) Appropriated funds and the proceeds from UCOs may be deposited in banks 
or other financial institutions. (Exemption from Title 18, U.S.C., Section 648, and Title 
31, U.S.C., Section 3302). 

• (U//FOUO) Proceeds from UCOs may be used to offset necessary and reasonable 
expenses incurred in such operations. (Exemption from Title 31, U.S.C., Section 3302) 

(UHFOU0) In cases that do not concern al 	  
exemption is obtained by submitting an FD-1034 Form to the 
additional guidance for obtaining AG exemptions. 

(U//FOU0) For instructions on how to apply for exemptions tol 

 

an AG 
The FGUSO contains 

'refer to NFIPIvli 

 

 

 

(UHFOU0) For instructions on how to handle funds received in1 
refer to the NEIPMI  

3.29. (U//FOUO) Procurement Requirements 

3.29.1. (UHFOU0) Contracting Authority 

(U//FOLIO) The Federal Acquisition Regulations (FAR) vest contracting authority to the head of 
each agency (for the DOT, the AG). The AG's authority has been delegated to the Director who 
further delegated the broad authority to manage the FBI's contracting functions to an established.  
head of contracting activity (the FBI Chief Acquisition Officer [CA0]). The CAO appoints FBI 
contracting officers via a Certificate of Appointment Form (SF 1402) and a warrant to expend 
appropriated funds. At the FBI, only contracting officers, acting within the scope of their 
warranted authority level, can enter into, administer and/or terminate contracts on behalf of the 
federal government. Contracting officers are also responsible for ensuring that all laws, 
regulations and approvals have been followed and obtained; funds are available for obligation; 
contractors receive impartial, fair and equitable treatment; and, when appropriate, the advice of 
specialists is sought. 

3.29.1.1. 	(UHFOU0) Field Contracting Officers 

(U//FOUO) Field contracting officers have warrant authority levels up to 	o perform 
contracting duties and to authorize confidential requirements, excluding ease o space. The field 
contracting officer must provide procurement authority for any requirements exceeding the 
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• (UIIFOUO) Appropriated funds may be used for purchasing property, buildings, and 
other facilities, and for leasing space within the United States, the District of Columbia, 
and the territories and possessions of the United States. (Exemption from Title 31, U.S.C., 
Sections 1341,3324; Title 40, U.S.C., Section 34; Title 41, U.S.C., Sections 11[A], 22, 
254[aJ and [c], 255) .. 

• . CU//FOUQ);"';I ~'-;""-------""------------. 

1 r 
• (UIIFOUO) Appropriated funds and the proceeds from UCOs may be deposited in banks 

or other financial institutions. (Exemption from Title 18, U.S.c., Section 648, and Title 
31, U.S.C., Section 3302). 

• (UIIFOUO) Proceeds from UCOs may be used to offset necessary and reasonable 
expenses incurred in such operations. (Exemption from Title 31, U.S.c., Section 3302) 

(U//I.'0UO) In cases that do not concern ~. ~ r I an AG 
exemption is obtained by sUbmitting an FD-I 034 Form to thhe FGUSO contains 
additional guidance for obtaining AG exemptions. 

(UIIFOUO) For instructions on how to handle funds received i 

3.29. (UIIFOUO) Procurement Requirements 

3.29.1. (U/IFOUO) Contracting Authority 

(UIIFOUO) The Federal Acquisition Regulations (FAR) vest contracting authority to the head of 
each agency (for the DOJ, the AG). The AG's authority has been delegated to the Director who 
further delegated the broad authority to manage the FBI's contracting functions to an established. 
head of contracting activity (the FBI Chief Acquisition Officer [CAO]). The CAO appoints FBI 
contracting officers via a Certificate of Appointment Form (SF 1402) and a warrant to expend 
appropriated funds. At the FBI, only contracting officers, acting within the scope of their 
warranted authority level, can enter into, administer andlor terminate contracts on behalf of the 
federal government. Contracting officers are also responsible for ensuring that all laws, 
regulations and approvals have been followed and obtained; funds are available for obligation; 
contractors receive impartial, fair and equitable treatment; and, when appropriate, the advice of 
specialists is sought. 

3.29.1.1. (U/IFOUO) Field Contracting Officers 

(UIIFOUO) Field contracting officers have warrant authority levels up tollo perform 
contracting duties and to authorize confidential requirements, excluding leaseor'sPace. The field 
contracting officer must provide procurement authority for any requirements exceeding the 
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micro-purchase threshold' amount, or on any other actions resulting in an obligation to the 
federal government. 

(U//FOUO) For purchases paid through the TPD system, the field contracting officer should sign 
the FD-794 Form on the line titled "Procurement Authority." 

(U/NOU0) The draft approval officer can process the payment o 	rocurement 
exes 'up to the authorization level of the field division hea 	contracting officer. 
Al 	rocurement expenditures must be in support of a case o 	nd must be 
operationally approved in advance by the field division head or a design ed official. 

(IN/FOU0) The FBIHQ contracting officer at PS, FD, must approve all real property 
transactions (i.e., rent, lease, purchase or sale) and requirements exceeding the field contracting 
officer's warrant authority. 

(U//FOUO) Ac s for procurement actions that have an estimated one-time and/or 
lifecycle cost o 

	

	r more must be submitted to the Acquisition Review Board (ARB) 
raruall 

for review and approval . 

(U//FOLIO) Under no circumstances should any requirement be "split" to stay within or under 
certain dollar thresholds. The "splitting" of requirements is strictly prohibited by the FAR. For 
example, if a stated requirement is for six items or a six-month period of time, then procurement 
authority must be obtained for all six items or the entire six-month period of time, not one item at 
a time or on a month-to-month basis. 

(U//FOUO) Lack of contracting officer procurement authority is considered an unauthorized 
commitment and will require ratification by the CAO, PS, FD. The ratification of procurement 
should be handled in accordance with FBI Ratification Policy. 

(UNFOU0) For more information on ratification, refer to Ratification Policy ECs, Case ID 
319B-HO-A1487495 dated 01/16/07, and Case ID 66F-HQ-A1204665. Serial 470. 

(U/NOU0) For information on approval of the FD-794 Form, refer to the DSUG. 

3.29.1.2. 	(U//FOUO) Field Division Head's Micro-Purchase Authority 

(U/NOU0) The FAR allows the CAO to delegate micro-purchase authority to the head of each 
field office according to the policy found in this PG. The field division head has authority to 
approve confidential expenditures up to the micro-purchase threshold amount without additional 
procurement authority. This authority does not include contracts (e.g., rental of vehicles, rental of 
furniture, cellular phone contracts) or purchase of nonexpendable property and equipment. 

(U//FOU0) The field division head can re-delegate, in writing, the confidential spending 
authority up to I 	to other members of the field office management. The documentation must 
be maintained in the appropriate field office file. 

(U//FOUO) For purchase of nonexpendable property and equipment, refer to Section 3.30.2. of 
this PG. 

(U//FOU0) Pursuant to the FAR 2.101 the micro-purchase threshold amount is $3,000 except for acquisitions of 
construction subject to the Davis-Bacon Act, $2,000.00; and acquisitions of services subject to the Service Contract 
Act, $2,500.00. 
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micro-purchase threshold 1 amount, or on any other actions resulting in an obligation to the 
federal government. 

(UIIFOUO) For purchases paid through the TPD system, the field contracting officer should sign 
the ED-794 E~rm on the line titled "Procurement Authority." 

(U//FOUO) The draft approval officer can process the payment osocurement 
ex~esup to the authorization level of the field division hea contracting officer. 
AIL...Jprocurement expenditures must be in support of a case 0 d must be 
operationally approved in advance by the field division head or a deslgna ed official. 

(U//FOUO) The FBIHQ contracting officer at PS, FD, must approve all real property 
transactions (i.e., rent, lease, purchase or sale) and requirements exceeding the field contracting 
officer's warrant authority. 

(U//FOUO) ACCJ' . s for procurement actions that have an estimated one-time and/or 
lifecyc1e cost 0 r more must be submitted to the Acquisition Review Board (ARB) 
for review and approva . 

(U//FOUO) Under no circumstances should any requirement be "split" to stay within or under 
certain dollar thresholds. The "splitting" of requirements is strictly prohibited by the FAR. For 
example, if a stated requirement is for six items or a six-month period of time, then procurement 
authority must be obtained for all six items or the entire six-month period of time, not one item at 
a time or on a month-to-month basis. 

(UJ/FOUO) Lack of contracting officer procurement authority is considered an unauthorized 
commitment and will require ratification by the CAO,PS, FD, The ratification of procurement 
should be handled in accordance with FBI Ratification Policy. 

(UJ/FOUO) For more infonnation on ratification, refer to Ratification Policy ECs, Case ID 
319B-HQ-AI487495 dated 01116/07, and Case ID 66F-HQ-A1204665. Serial 470. 

(U//FOUO) For information on approval of the FD-794 Form, refer to the DSUG. 

3.29.1.2. (U//FOUO) Field Division Head's Micro-Purchase Authority 

(UJ/FOUO) The FAR allows the CAO to delegate micro-purchase authority to the head of each 
field office according to the policy found in this PG. The field division head has authority to 
approve confidential expenditures up to the micro-purchase threshold amount without additional 
procurement authority. This authority does not include contracts (e.g., rental of vehicles, rent~l of 
furniture, cellular phone contracts) or purchase of non expendable property and equipment. 

(UJIFOUO) ThO division head can re-delegate, in writing, the confidential spending 
authority up to 0 other members of the field office management. The documentation must·. 
be maintained In e appropriate field office file. .. 

(U/IFOUO) For purchase of non expendable property and equipment, refer to Section 3.30.2. of 
this PG. 

I (UIIFOUO) Pursuant to the FAR 2.1 01 the micro-purchase threshold amount is $3,000 except for acquisitions of 
construction subject to the Davis-Bacon Act, $2,000.00; and acquisitions of services subject to the Service Contract 

-Act, $2,500.00. 
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3.29.2. (U/NOU0) Competition 

(U/NOU0) Competition for acquisitions up to the micro-purchase threshold amount is not 
required if the price is considered fair and reasonable. 

(U/NOUO) A fair and reasonable determination can be made by checking normal commercial 
pricing charged to customers, for example: 

• (U//F01.10) A review of internet websites, newspaper advertisements, and/or catalogs 
reveal pricing to be acceptable, 

• (U//FOUO) Previous requirements (price not to exceed a 10% increase), 

• (U//FOUO) Knowledge•of the item by the requester, based on the technical background 
of the employee, and 

• (U//FOU0) Additional discounts negotiated. 

(U//FOU0) A field contracting officer can review the field division head's micro-purchase 
approval to determine that the price is fair and reasonable. The vendor providing the best value 
should be selected after determining the price is fair and reasonable. 

(U//FOU0) Competition for acquisition exceeding the micro-purchase threshold amount requires 
competitive bids-generally three bids per quote. The field contracting officer must review and 
approve all requirements exceeding the micro-purchase threshold up to the warrant level. 

(U//FOLIO) Normally the vendor offering the lowest price that meets the requirements (e.g., 
delivery time, special features) will receive the order. If not, the selection will be made based on 
best value, which can include consideration of one or more of the following: warranty, special 
features, availability of service, trade-in considerations, and past performance. 

(U//FOUO) All documentation pertaining to the justification for a procurement authorization 
must be maintained with the procurement records for: 

• a period of three years after the final payment for contracts up toi 	land 

• a period of six years and three months after the final payment for contracts over 

(U//FOUO) The justification must include competition, when required, fair/reasonable price, or a 
reason for lack of competition. 

3.29.3. (U//FOLIO) Lack of Competition 

(U//FOU0) In instances where operational requirements preclude obtaining competition for 
purchases exceeding the micro-purchase threshold amount, a written justification in support of 
the lack of competition must be provided to the field contracting officer for review and approval. 
The justification must be specific and state the reason for noncompetitive bids/quotes which may 
be one of the following reasons: 

• (U//FOU0) Unusual and Compelling Urgency: the government will be seriously 
injured unless the agency is permitted to limit the number of sources from which it 
solicits bids or proposal, 

• (U//FOU0) Unique Source: only one source can provide the goods and/or service -
including how this decision was reached (e.g. market research conducted through the 
internet, yellow pages, telephone calls to local companies, etc.), 
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3.29.2. (U/IFOUO) Competition 

(U/IFOUO) Competition for acquisitions up to the micro-purchase threshold amount is not 
required if the price is considered fair and reasonable. 

(UI/FOUO) A fair and reasonable determination can be made by !Checking normal commercial 
pricing charged to customers, for example: 

• (U/IFOUO) A review of internet websites, newspaper advertisements, andlor catalogs 
reveal pricing to be acceptable, 

• (U/IFOUO) Previous requirements (price not to exceed a 10% increase), 

• (U/IFOUO) Knowledge'ofthe item by the requester, based on the technical background 
of the employee, and 

• (U/IFOUO) Additional discounts negotiated. 

(U/fFOUO) A field contracting officer can review the field division head's micro-purchase 
approval to determine that the price is fair and reasonable. The vendor providing the best value 
should be selected after determining the price is fair and reasonable. 

(U/fFOUO) Competition for acquisition exceeding the micro-purchase threshold amount requires 
competitive bids-generally three bids per quote. The field contracting officer must review and 
approve all requirements exceedi.ng the micro-purchase threshold up to the warrant level. 

(U/IFOUO) Normally the vendor offering the lowest price that meets the requirements (e.g., 
delivery time, special features) will receive the order. If not, the selection will be made based on 
best value, which can include consideration of one or more of the following: warranty, special 
features, availability of service, trade-in considerations, and past performance. 

~/fFOUO) All documentation pertaining to the justification for a procurement authorization 
must be maintained with the procurement records for: 

• a period of three years after the final payment for contracts up t1 land 

• a period of six years and three months after the final payment for contracts overD 

(U/IFOUO) The justification must include competition, when required, fair/reasonable price, or a 
reason for lack of competition. . 

3.29.3. (U/IFOUO) Lack of Competition 

(U/fFOUO) In instances where operational requirements preclude Obtaining competition for 
purchases exceeding the micro-purchase threshold amount, a written justification in support of 
the lack of competition must be provided to the field contracting officer for review and approval. 
The justification must be specific and state the reason for noncompetitive bids/quotes which may 
be one of the following reaSOns: 

• (U/IFOUO) Unusual and Compelling Urgency: the government will be seriously 
injured unless the agency is permitted to limit the number of sources from which it 
solicits bids or proposal, 

• (U/IFOUO) Unique Source: only one source can provide the goods andlor service­
including how this decision was reached (e.g. market research conducted through the 
internet, yellow pages, telephone calls to local companies, etc.), 
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• (W/FOU0) Unique Company: only one company can provide the goods/services based 
on the capabilities of the company (e.g., perform repairs and get parts, leasing from this 
vendor); therefore, all repairs/service must be performed by the company, 

• ([ INFOU0) Specific Make/Model: if bids are obtained but a specific type of equipment 
is requested (e.g., if only a specific brand of computer will fill the requirement), a 
statement must be included to justify why only a particular item or brand will satisfy the 
requirement, or 

• (W/FOU0) National Security: when disclosure of the Bureau's needs would 
compromise national security unless the agency is permitted to limit the number of 
sources from which it solicits bids or proposals. 

3.29.4. (U//FOUO 	Contracts and Lease Agreements — Except Real Property 

(INFOU0) Al 	contracts and lease agreements (except real property) exceeding the field 
contracting o 	ant must be reviewed and =proved by an FBIHQ contracting officer, PS, 

mg executed. Alrindi 	'must receive prior approval from the 

(U//FOU• a , - - inents associated with the rental of parking spaces, self-storage facilities, boat 
slips, and 	•ffices must be reviewed by the field office CDC. The field office CDC will 
determin 	leasehold interest or a potential liability in excess of the field contracting 
officer's warrant will be created. If a potential liability exists, an FBIHQ contracting officer, PS, 
FD, must approve these agreements in advance. 

(UHFOU0) The execution of a contract without appropriate procurement authority could render 
the contract void and expose the employee to personal liability as a result of engaging in activity 
outside of the employee's scope of authority. 

3.29.5. (UHFOU0) Lease or Rental of Real Property 

(UHFOU0) All leases or rentals of real property must be reviewed and approved by an FBIHQ 
contracting officer, PS, FD, prior to the execution of the lease or rental agreement. The FBIHQ 
contracting officer must provide procurement authority when no formal lease or rental agreement 
exists. 

(U//FOU0) In addition, all leases/rentals of rral nronertv reonire an AG exemntion. Reauests for 
exemntinng ningt mnrrlinatAri 

All leases or rentals or real property within the District or uommnia require an Ak_t exemption 
regardless of length or month-to-month status. 

3.29.6. (U//FOUO) Rental or Lease o 	otor Vehicles 

(U//FOUO) The rental or lease of motor vehicles is authorized when necessary to support field 
office operations. The fie division head should ensure that adequate justification exists for the 
rental or lease of all 	 vehicles. Contracting officer procurement authority is required 
for all rental or leasing o 	otor vehicles. 

47 
UNCLASSIFIED//FOR OFFICIAL USE ONLY 

ACLURM003680

UNCLASSIFIEO//FOR OFFICIAL USE ONLY 
Confidential Funding Policy Implementation Guide 

• (U//FOUO) Unique Company: only one company can provide the goods/services based 
On the capabilities of the company (e.g., perform repairs and get parts, leasing from this 
vendor); therefore, all repairs/service must be performed by the company, 

• (OI/FOUO) Specific MakeIModel: ifbids are obtained but a specific type of equipment 
is requested (e.g., if only a specific brand of computer will fill the requirement), a 
statement must be included to justify why only a particular item or brand will satisfy the 
requirement, or 

• (U//FOUO) National Security: when disclosure of the Bureau's needs would 
compromise national security unless the agency is permitted to limit the number of 
sources from which it solicits bids or proposals. 

3.29.4. Contracts and Lease Agreements - Except Real Property 

(UIIFOUO) Al contracts and lease agreements (except real property) exceeding the field 
contracting 0 ant must be reviewed and approved by an FBIHQ contracting officer, PS, 

I ED prior to bring executeq. AIDn~ ,Imust receive prior approval from the 

(U/IFOUoents associated with the rental of parking spaces, self-storage facilities, boat 
slips, an ffices must be reviewed by the field office CDC. The field office CDC will 
determin leasehold interest or a potentialliability in excess of the field contracting 
officer's warrant will be created. Ifa potential liability exists, an FBIHQ contracting officer, PS, 
FD, must approve these agreements in advance. 

(U//FOUO) The execution of a contract without appropriate procurement authority could render 
the contract void and expose the employee to personal liability as a result of engaging in activity 
outside of the employee's scope of authority. 

3.29.5. (U//FOUO) Lease or Rental of Real Property 

(U/IFOUO) All leases or rentals of real property must be reviewed and approved by an FBIHQ 
contracting officer, PS, FD, prior to the execution of the lease or rental agreement. The FBIHQ 
contracting officer must provide procurement authority when nO formal lease or rental agreement 
exists. 

3.29.6. L...-_ ....... ~otor Vehicles 

(U1IFOUO) The rental or lease of motor vehicles is authorized when necessary to support field 
office operations. The fie division head should enSure that adequate justification exists for the 
rental or lease of all vehicles. Contracting officer procurement authority is required 
for all rental or leasing 0 otor vehicles. 
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3.29.6.1. (UHFOU0) Repair oF—IMotor Vehicles 

(U//FOUO) Structpral renairs rennired as the result of an accident. mav_be_Paid_from  
confidential fundsi  

(U//FOUO) The rental agreement mustbe provided to the CDC to facilitate the determination of 
the contractually responsible party for the repair of thrnotor vehicle. In most cases, the 
rental car agency repairs the vehicle. 

(U//FOU0) Repair 01 
authority requires: 	 

• (U//FOUO) Three estimated 

• (U//FOUO) Appropriate operational approval, and 

• (U//FOUO) Procurement authority. 

(U//FOUO) Payment for repair of 	'vehicles must be made from appropriate 
not from the field office automotive repair budget. 

3.29.6.2. (UHFOU0) Theft or Loss oF—kehicles 

(U//FOUO) Appropriate operational and procurement authority is required for expenses related 
to the theft or loss ofl 	'rental vehicles exceeding the field division head's micro-purchase 
authority. 

(U//FOUO) Payment for theft or loss oil 	'ehicles must be made from appropriate' 

3.29.7. (U//FOU0) Rental of Aircraft 

e rental of aircraft to support field office operations requ - 	••'royal from 
e ASAC or a higher level official must submit an EC t. MEM stifying 

t e new 	an requesting approval for the rental of aircraft. Upon approva om 
procurement authority is required for the rental of aircraft exceeding the field • wision ead's 
micro-purchase authority. 

3.29.8. (U//FOU0) Aircraft Inspections or Repairs 

(UHFOU0) A program manager's approval from the 	 ind 
procurement authority is required for: 

• (U//FOUO) Routine inspections, including 100 hour/annual inspections for single-engine 
aircraft, 

• (U//FOUO) Routine inspections on helicopters and twin-engine aircraft exceeding)  

• (U/NOU0) Helicopter repairs and purchases of tools and/or equipment, and 

• (UHFOU0) The purchase of equipment (for installation on a Bureau-approved aircraft) 
and/or tools exceeding the field division head's micro-purchase authority. 
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3.29.6.1. (U//FOUO) Repair o~ !Motor Vehicles 

(U/IFOUO) StruclpmJ tenai" remn"" " the resu!~ of an accident may be paid from 
confidential fundi ] 

(U//FOUO) The rental agreement must'be provided to the CDC to facilitate the determination of 
the contractually responsible party for the repair ofth1 Fotor vehicle. In most cases, the 
rental car agency repairs the vehicle. ' 

(U//FOUO) Repair 0Dvehicles exceeding the field division head's micro-purchase 
authority requires: 

• (U//FOUO) Three estimate~"" _____________ ----I 

• (U//FOUO) Appropriate operational approval, and 

• (U//FOUO) Procurement authority. 

(U//FOUO) Payment for repair oDehicles must be made from approPriat9 ~nd ' 
not from the field office automotive repaIr budget. 

3.29.6.2. (U//FOUO) Theft or Loss oi Vehicles 

(U//FOUO) APprOPrirte opyationai and procurement authority is required for expenses related 
to the theft or loss of ental vehicles exceeding the field division h~ad's micro-purchase 
authority.' . 

I (Ui/FfUO) Payment for theft or loss orL,ehicles must be made from appropriateD 
and not from the field office auto~epair budget. 

3.29.7. (U//FOUO) Rental of Aircraft 

I Jrhe ASAC or a higher level official must submit an BC t :
IIIFO~TO) :e rental of aircraft to support field office operations requ' 

t e nee and requesting approval for the rental of aircraft. Upon approvl,.,..,=o=md--lUf 
procurement authority is required for the rental of aircraft exceeding the field ead' s 
micro-purchase authority, 

3.29.8. (U//FOUO) Aircraft Inspections or Repl"aI_'r~s __________ ---, 

(U//FOUO) A program manager's approval from th~ ~nd 
procurement authority is required for: 

• (U//FOUO) Routine inspections, including 100 hour/annual inspections for single-engine 
aircraft, 

• (U//FOUO) Routine insPections on helicopters and twin-engine aircraft exceedinD 

• (U//FOUO) Helicopter repairs and purchases of tools and/or equipment, and 

• (U//FOUO) The purchase of equipment (for installation on a Bureau-approved aircraft) 
and/or tools exceeding the field division head's micro-purchase authority .. 
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3.29.9. (W/FOU0) Rental of Furniture 

(U//FOUO) The rental of furniture is authorized when necessary to support' 
Procurement authority is required for the rental 

of furniture. 

3.29.10. (U//FOUO) Purchase of Real Property 

(U/IFOU0) An AG exemption is required for ad 
five 	

'purchase of real property. The purchase 
of real nrimertv rrinct he roorrlinaterl with the rec P ye ciihctantive. rieck certtinn chief at FFITHO  

II 	 I 	
 1 

(U//FOUO) Plans to purchase real property must 	d by the CUORCi 
and approved by the appropriate AD as part of th 	CO submission. .ine rb, rv, must  
review and approve the purchase of real property. 	pure ases of real property require a 

.b7E 

b7E 

b7E 

preliminary title opinion from DOJ which must be coordinated through PS, FD. Also each 
purchase must be coordinated with the Section Chief, AS, FD, who is responsible for 
maintaining accounting records of all real property purchased. 

(U//FOU0) Procurement authority by a field contracting officer is required when property taxes, 
homeowner's association fees, common area maintenance fees, and insurance fees exceed the 
micro-purchase authority. 

3.30. (U//FOUO) Purchase of Property 

(U//FOU0) All property (expendable, nonexpendable, non-recoverable, and clothing) acquired 
with confidential funds during a UCO must be recorded in the case accountable property register 
regardless of the dollar value. Nonexnendable property and equipment over 	Imust be  
recorde 	ion' i 

excluding non-recoverable property. the tollowing property is re med. to 
re ardless of the dollar value: central processing units 

devices with audio/video/data recording and playback features, 
ated equipment, computer servers, two-way radios, and watches 

with communications and synchronization. 

(U//FOU0) Prior procurement authority must be obtained for expendable property purchases 
exceeding the field division head's micro-purchase authority. 

3.30.1. (UHFOU0) Purchase of Clothing 

(U//FOU0) The purchase of clothing 'for UCOs is generally restricted to specialized items 
determined to be required for the protection or safety of employees  in the nerformance of their 
assignect duties The niirchacA of rinthino is allowedfnr a TICA 

b7E 

b7E 

	'Procurement authonty must be obtained for purchases of 
clothing exceeding the field division head's micro-purchase authority. 

(U//FOLIO) All clothing purchased with confidential funding must be recorded on the 
accountable property register. The employee must sign a Receipt of Government Property Form  
FD- 	'nee clothing and costumes are considered government property but are not recorded 	 b7E 

on 	When the property is no longer needed, it must be destroyed and noted on the FD-281  
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3.29.9. (U/IFOUO) Rental of Fumiture 

IIFOUO The rental of furniture is authorized when necessary to suppo~ I 
~~~~~------------------------~ 

Procurement authority is reqUIred for the rental 

3.29.10. (UIIFOUO) Purchase of Real Property 

(U/IFOUO) An AG exemption is required for an 
r----, 

purchase of real property. The purchase . . . .. 

(U/IFOUO) Plans to purchase real property ~usto.d by the CUORq l 
and approved by the appropriate AD as part ofth CO submission. 1M PS, rD, mas 
review and approve the purchase of real property. purc ases of real property require a 
preliminary title opinion from DOJ which must be coordinated through PS, FD. Also each 
purchase must be coordinated with the Section Chief, AS, FD, who is responsible for 
maintaining accounting records of all real property purchased. 

(U/IFOUO) Procurement authority by a field contracting officer is required when property taxes, 
homeowner's association fees, common area maintenance fees, and insurance fees exceed the 
micro-purchase authority. 

3.30. (U/IFOUO) Purchase of Property 

~:;::.:.:._:..to.Io.I..IiW~"""'I' ion' 
exclu!:-:r.l'='n':'.:'g~n'='o~n-~re""c~o~v~er~a~e~p~r~op~e=:"""'I'~e~o~o~w"'"m=-g~pr~o=e="""'-:=~="I~ 

i.r-----:---TT'r--' 
,....=.:...=;=='-=-"!S-__ .....L:;r ... e ... a ... r ... dl ... e""ss...,Ofthe dollar value: central processing units.Lr""T""-.--.-......--:---I 

devices with audio/video/data recording an pay ac eatures, 
, , ated equipment, computer servers, two-way radios, and watches 

with communications and synchronization. 

(U/IFOUO) Prior procurement authority must be obtained for expendable property purchases 
exceeding the field division head's micro-purchase authority. 

3.30.1. (U/IFOUO) Purchase of Clothing 

(U//FOUO) The purchase of clothing 'for UCOs is generally restricted to specialized items 
determined to be required for the protection or safety of emplo . r 

'--~~ ____ ~ __________ -'~ rocuremen au on mus e 0 me or purc ases 0 

clothing exceeding the field division head's micro-purchase authority. 

(UIIFOUO) All clothing purchas~d with confidential funding must be recorded on the 
accountable property register. The employee must sign a Receipt of Government Property Form 
~nce clothing and costumes are considered government property but are not recorded 
on L-JWhen the property is no longer needed, it must be destroyed and noted on the FD-281 

49 . 
UNCLASSIFIEDIIFOR OFFICIAL USE ONLY 

:07E 

b7E 

b7E 

b7E 

b7E 

b7E 



UNCLASSIFIED/5'0R OFFICIAL USE ONLY 
Confidential Funding Policy Implementation Guide 

Form. A Requirements and Certification for Cannibalization and Destruction of Equipment Form 
(FD-519) must be prepared and filed in the substantive case file. 

(U//FOUO) Under no circumstances may confidential funds be used to purchase law 
enforcement gear or clothing (e.g., raid jackets, tactical vests, holsters). Clothing necessitated by 
the unusual circumstances of a case may not be purchased using confidential funds (e.g., cold 
weather "gear" to conduct an investigation, hazardous material suits, gloves, and boots to carry 
out a search warrant). Expenditures of this nature must be paid from the discretionary budgetary 
account of the field office. 

3.30.2. (U//FOUO) Purchase of Nonexpendable Property and Equipment 

(UHFOU0) It is prohibited to purchase nonexpendable property and equippnt with nnnfiriential  

tances where overt methods would compromise th4 	 b 7 E 

er OUO) Funding from 	 to purchase nonexpendable property and  iiriment i 	
1D7 E f ly be requested in 	 CO proposal for approval by the CUORCI 	 

depending on the type of UCO. 

(U//FOUO) Fo 	 COs, appropriate operational written approval must be obtained 
from the substantive es at BIHQ before using confidential funds to purchase nonexpendable 
property and equipment (such as copiers, fax machines, computer equipment, answering 	 b7 E 

machines, telephones, cellular phones, and furniture). The written justification to use confidential 
funds to purchase nonexpendable property and equipment must include detailed information 
supporting the use of confidential funds as opposed to the division's discretionary funds. 

(U//FOUO) Insufficient division discretionary funds are not justification for using confidential 
funds to purchase nonexpendable property or equipment. In such circumstances, the ASAC or a 
higher level official should request an enhancement to the division's discretionary funds from the 
Budget Section, FD. 

(U//FOUO) The following authorizations must be obtained each time confidential funds are 
utilized to purchase nonexpendable property and equipment: 

• (U//FOUO) Field division head operational authority, unless authority already has 
been obtained through 	CO proposal, 

• (U//FOU0) Separate field division head and substantive desk approval for additions 
to or changes in the approved UCO proposal, and 

• (U//FOUO) Contracting officer procurement authority. 

(U//FOUO) Nonexpendable property and equipment purchased for a specifl 	CO 
cannot be used by another case or UCO unless, at the conclusion of the opera on, e Asset 
Management Unit (AMU), FD, authorizes the transfer of the pro 	authority must be 
documented, and the property must be removed from the origina 	CO accountable 
property register and added to the accountable property register o t e operation authorized to 
use the property and equipment. 

(U//FOU0) At the conclusion of th41..JCO, AMU, FD, must be provided with a final 	 b7 E 
invento of heproperty and equipment acquired. Property and equipment purchased with 
FBIHQ 	CO funds must be returned to AMU, FD, unless the field office is instructed 
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Form. A Requirements and Certification for Cannibalization aIid Destruction of Equipment Form 
(FD-5l9) must be prepared and filed in the substantive case file. 

(U//FOUO) Under no circumstances may confidential funds be used to purchase law 
enforcement gear or clothing (e.~., raidjackets, tactical vests, holsters). Clothing necessitated by 
the unusual circumstances of a case may not be purchased usmg confidel1tial funds (e.g., cold 
weather "gear" to conduct an investigation, hazardous material suits, gloves, and boots to carry 
out a search warrant). Expenditures of this nature must be paid from the discretionary budgetary 

. account of the field office. 

3.30.2. (VI/FOUO) Purchase of Nonexpendable Property and Equipment 

(U//FOUO) It is prohibited to purchase nonexpendable property and equiPrent with confidential 
"'"'" • ... at ; • .;=.mr'nc", where overt methods would compmm;,e '\ I 
I CU:OUO) F~odmg from 1Fflil II lCD to pwch.se nonexpend.ble prope<1y md d',,;nw,"' . 
~ly be requested Ill. loco proposal for approval by the CUOR , J 
L--.Jdepending on the type ofUCO. 

(U//FOUO) FO~ bcOs, appropriate operational written approval must be obtained 
from the substantive desk at FBIHQ before using confidential funds to purchase nonexpendable 
property and equipment (such as copiers, fax machines, computer equipment, answering 
machines, telephones, cellular phones, and furniture). The written justification to use confidential 
funds to purchase nonexpendable property and equipment must include detailed information 
supporting the use of confidential funds as opposed to the division's discretionary funds. 

(U//FOUO) Insufficient division discretionary funds are not justification for using confidential 
funds to purchase nonexpendable property or equipment. In such circumstances, the ASAC or a 
higher level official should request an enhancement to the division's discretionary funds from the 
Budget Section, FD. 

(U//FOUO) The following authorizations must be obtained each time confidential funds are 
utilized to purchase nonexpendable property and equipment: 

• (U/IFOUO) Field divis~on head operatiOnal authority, unless authority already has 
been obtained through CO proposal, 

• (UIIFOUO) Separate field division head and substantive desk approval for additions' 
to or changes in the approved UCO proposal, and 

• (UI IFOUO) Contracting officer procurement authority. 

(U//FOUO) Nonexpendable property and equipment purchased for a specifi~TCO 
cannot be used by another case or UCO unless, at the conclusion of the oper~Asset 
Management Unit (AMU), FD, authorizes the transfer of the proQauthOrity must be 
documented, and the property must be removed from the origin CO accountable 
property register and added to the accountable property register 0 t e operation authorized to 
use the property and equipment. 

(U//FOUO) At the conclusion ofth~ !vCO, AMU, FD, must be provided with a final 
invento~roperty and equipment acquired. Property and equipment purchased with 
FBIHQL-..JJCO funds must be returned to AMU, FD, unless the field office is instructed 
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by AMU, FD, to transfer the property to another field office, dispose of the property, or 
incorporate the property into its existing inventory. 

3.30.3. (U//FOUO) Purchase of Furniture 

(U/iFOUO) Furniture may be purchased 

E-1 //FOUO) Funding froir 	a J CO to purchase furniture must initially be requested in the 
UCO proposal for approval by the CUORC 	 depending on the type of UCO. 

(U//FOUO) Approval from a field division head's operational authority and the substantive desk 
at FBIHQ is required for the purchase of furniture using confidential fiinds. Procurement 
authority must be obtained for purchases exceeding the field division head's micro-purc,,.cP 
authority. Although furniture is considered nonexpendable property, it is not recorded in 

(U//FOU01 At the conclusion of an operation. furniture should not be shipped to FBIHO. 

(U//FOUO) If it is cost-effective, furniture can be transferred to another field office; if not, it 
should be disposed of or sold. Prior approval from 	Is required to transfer fu nitre to 
another field office's operation. This approval must be documented, the furniture removed from 
the original case accountable property register, and added to the accountable property register of 
the operation authorized to use it. 

(U//FOU0) Prior approval from AMU, FD, an 	are required to sell or dispose of 
furniture. This approval must be documented. Income received from the sale of furniture must be 
converted to a money order or cashier's check payable to the FBI and submitted to CPCSU, FD, 
with an approved EC. The approved EC should provide the fiscal year in which the furniture was 
purchased in order to properly credit the expense to the appropriate fiscal year. If the, fiscal year 
is not provided, the income received will be deposited into the account of the U.S. Treasury. The 
furniture that is disposed of or sold must be removed from the original case accountable property 
register. 

3.30.4. (UHFOU0) Purchase of Non-Recoverable Property 

(U//FOUO) The field division head can authorize the purchase of non-recoverable property up to 
the micro-purchase threshold amount. The substantive desk at FBIHQ must provide written prior 
approval for purchases of non-recoverable property exceeding the micro-purchase threshold 
amount. Upon substantive desk approval, contracting officer procurement authority must be 
obtained. The property should not be retained by the FBI and is therefore considered 
property. 	All purchases of non-recoverable property must be documented in the cas 

	 IJCO proposals should include the anticipated use of the non-recoverable 
property. 

• (U//FOU0) An accurate accopting of the purchase and ultimate  disposition must be maintained 
in an inventory record for thel 	 6r other similar property used  

b7E 

(U//FOU0) Property given t 	 r other individuals during the 
course of the operation should be recorded as a disposal of property and fully documented with 

	
b7E 
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by AMU, FD, to transfer the property to another field office, dispose of the property, or 
incorporate the property into its existing inventory. 

3.30.3. (UIIFOUO) Purchase of Furniture 
~--------------------------------~ 

I (U//FOYO) Funding froni bco to purchase furniture must initially be requested in the 
UCO proposal for approval by the CUORCI ~ depending on the type ofUCO. 

(U//FOUO) Approval from a field division head's operational authority and the substantive desk 
at FBIHQ is required for the purchase offumiture using confidential funds. Procurement 
authority must be obtained for purchases exceeding the field division head's micro-pure 
authority. Although furniture is considered nonexpendable property, it is not recorded i u--..., 

u not be shi ed to FBIH . 

(U//FOUO) If it is cost-effective, furniture can be transferred to another field office; if not, it 
should be disposed of or sold. Prior approval froml ~ required to transfer furniture to 
another field office's operation. This approval must be documented, the furniture removed from 
the original case accountable property register, ~d added to the accountable property register of 
the operation authorized to use it. 

(UIIFOUO) Prior approval from AMU, FD,an~ lare required to s~ll or dispose of 
furniture. This approval must be documented. Income recelVed from the sale of furniture must be 
converted to a money order or cashier's check payable to the FBI and submitted to CPCSU, FD, 
with an approved EC. The approved EC should provide the fiscal year in which the furniture was 
purchased in order to properly credit the expense to the appropriate fiscal year. If. the. fiscal year 
is not provided, the income received will be deposited into the account of the U.S. Treasury. The 
furniture that is disposed of or sold must be removed from the original case accountable property 
register. 

3.30.4. (UIIFOUO) Purchase or Non-Recoverable Property 

(U//FOUO) The field division head can authorize the purchase of non-recoverable property up to 
the micro-purchase threshold amount. The substantive desk at FBIHQ must provide written prior 
approval for purchases of non-recoverable property exceeding the micro-purchase threshold 
amount. Upon substantive desk approval, contracting officer procurement authority must be 
obtained. The property should not be retained by the FBI and is therefore considered expendable 
prope:. All purchases of non-recoverable property must be documented in the cas~ I I _. VCO proposals should include the anticipated use of the non-recoverable 
prope . 

. (U//FOUO) An accurate accol~:i.Iul:..a.t:.iW:UllI.rwll~...Wli~l1mwm.,1 
in an invento record for th 

(U//FOUO) Property given t 
course of the operation shoul~~~-"""""I"'"~"""""~~-"'''-----I 
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ust approve (U//FOLIO) At the conclusion of dui 	1)f the operation 
the final disposition of property. 

3.31. (W/FOU0  

(UHFOU0)1 

011/// 011107:1111 Oita si frawt:. MITI 73f11MAT T R7ZMWM. lit 

(UHFOU0) An EC, approved by a field division head, requesting tol 

cutiFouoi 
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3.32. (U//FOIJ 0) Sale or Disposal of FBI Property 

(U//FOUO) Income received from the sale of FBI (U.S. government) property is not available to 
offset operational expenditures and must be submitted to CPCSU, FD, in the form of a money 
order or cashier's check payable to the FBI. 

, must be immediately notified via EC of property that wa 
e immediate notification is necessary so that AMU can rem 

prope om 

3.33. (INFOU0) Travel and Subsistence 

(UHFOU0) Travel and subsistence in support of confidential activity may be overt routine  
travel funds) of 	 idenendi • g mon the circumstances 

b7E 

ivnen 	rim runes are neing expenueu. 

(U//FOU0) A per diem allowance cannot be authorized for travel of less than 12 hours. For 
travel involving more than 24 hours, reimbursement for the first and last days of travel will be 75 
percent of the applicable M&IE rate prescribed for the temporary duty (TDY) locality. 

(U//FOUO) If the employee travels a minimum of four consecutive nights, laundry, cleaning, and 
the cost of having clothes pressed can be claimed. These expenses must be incurred at the TDY 
location and cannot be expensed on the first or last day of the TDY assignment or after the 
employee returns to the official duty station. All claims for laundry must be supported by the 
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I 

(UIIFOUO) At the conclusion ofthi'-___ ---'~fthe operation~ Fust approve 
the final disposition of property. 1... -----I. 
3.31. (U//F;:-O=-U=-O=.;:)~ ..... ________ ,,--I __________ ..., 

(UIIFOUO)I I 

IFOI f( An F.( hv $I tip-In 

(UIIFOUO) An EC anDroved bv a field division head reQuesting tol I 
I 

3.32. (U/IFOUO) Sale or Disposal of FBI Property 

(UIIFOUO) Income received from the sale of FBI (U.S. government) property is not available to 
offset operational expenditures and must be submitted to CPCSU, FD, in the form of a money 
order or cashier's check payable to the FBI. 

(J !IfF:!:' A ~ I F~' ~ust be ~mmedi~tely .no~fied via EC of property that wa~ I ___ ~ __ e nnmedlate notlficatlon IS necessary so that AMU can remove the 
prope om 

'--_ ..... 
3.33. (UIIFOUO) Travel and Subsistence 

(UIIFOUO) Travel and subsistence in su 
travel funds 0 

(UIIFOUO) A per diem allowance cannot be authorized for travel ofless than 12 hours. For 
travel inVOlving more than 24 hours, reimbursement for the first and last days of travel will be 75 
percent of the applicable M&IE rate prescribed for the temporary duty (TDY) locality. 

(UIIFOUO) If the employee travels a minimum of four consecutive nights, laundry, cleaning, and 
the cost of having clothes pressed can be claimed. These expenses must be incurred at the TDY 
location and cannot be expensed on the first or last day of the TDY assigmnent or after the 
employee returns to the official duty station. All claims for laundry must be supported by the 
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(U/fFOU0) The field office being supported must: 

• (UHFOU0)1 

. T//F Cif Tni 

(UPFOU0) The travel and operational expenditures incurred in support of 

	 'using an SF- 
1012 Form. The SF-1012 Form will be appropriately vouchered by the office being supported, 
using a direct advance voucher. 

(UHFOU0i 	 lmust liquidate all outstanding advances 
and submit claims for all expenses on the last day of assignment to the office being supported, 
using an SF-1012 Form. 
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original receipt or certification and should not exceed $75 per week unless unusual travel 
circumstances exist. 

3.33.1.cINFOU0)1 	 

(UHFOU01 

(1.1//FOU0 

3.33.2. (U//FOUO)I 

(U7/FOU0)1 
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original receipt or certification and should not exceed $75 per week unless unusual travel 
circumstances exist. 

3.33.1. (U/fFOUOll I 
(UJlFOUO~ 

(UIIFOUOl 
. 

, . 

(U//FOU01 

3.33.2. (lJ'IIFOUO)1 I 
(UllFouml 

(UIIFOUO) The field office being supported must: 

1012 Fornl. The SF-IOl2 Form will be appropriately vouchered y teo Ice 
using a direct advance voucher. 

\ 

I 

(UIIFOUO~ Imust liquidate all outstanding advances 
and submit clauns tor all expenses on the last dayot assignment to the office being supported, 
using an SF-1012 Form. 
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3.33.3. (UHFOU0) Overt Travel 

(U//FOUO) If the traveler is identified as an FBI employee, the travel is considered overt, 
regardless of the purpose of the travel. Requesting government rates or using the FBI tax number 
to avoid paying room taxes is the equivalent of identifying the traveler as an FBI employee. 

(INFOU0) All overt travel expenses in support of confidential activity are reported using a 
Travel Request Form (FD-540) and an SF-1012 Form consiste w.th travel re ulations and 
reimbursement is limited to the established per diem rates. Th 	 om 
the overt travel must be indicated on the file number line of the 	orm. 	 ert 
travel must be made from the routine travel budget of the employee's field offic 

3.33.4. (UHFOU01 	 Travel 

(U//FOU0) Under certain circumstances. an employee may travel overtly to and/or from an area 

(U/IFOU0)1 

3.34. (U//FOUO) Miscellaneous Expenditures 

(U//FOUO) The field division head has micro-purchase authority to approve the use of 
confidential funds for case related overt miscellaneousnenditures (listing the FBI on the 
invoice) that directly support an investigation as long as

i 	I 
Examples of overt miscellaneous expenditures are: subpoenas, translations, and duplication of 
court records; or the purchas- 	k videos, audio tapes, films. The field division head can 
redelegate this authority up t 	s described in Section 3.29.1.2. of this PG. Prior approval 
from the respective substantive • es at FBIHQ and procurement authority is required for 
miscellaneous expenses exceeding the micro-purchase authority. The authority to use 
confidential funds to process overt miscellaneous expenses must be documented with an 
approved EC and attached to the FD-794 Form. 

(UPFOU0) With the exception ol 	-17Prtpral nffirtp mitynliPcmav nnhr e 
niirrhacPri with ennfirhantial firs  when they arel 

(U//FOUO) All items purchased as replacement parts (e.g., conductors, screws, bolts), and 
miscellaneous supply items,. (e.g., paper towels, cleaning supplies), exceeding the field division 
head's micro-purchase authority requires procurement authority. Items such as towels and linens 
may be grouped together under one procurement authorization number for inventory purposes 
only. 

(U//FOU0) Contracting officer procurement authority is required for all purchases using the bulk 
funding system. The field contracting officer must provide procurement authority for the entire 
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3.33.3. CU/fFOUO) Overt Travel 

(UIIFOUO) If the traveler is identified as an FBI employee, the travel is considered overt, 
regardless of the purpose of the travel. Requesting govenunent rates or using the FBI tax number 
to avoid paying room taxes is the equivalent of identifying the traveler as an FBI employee. 

(UIIFOUO) All overt travel expenses in support of confidential activity are reported using a 
Travel Request Form (FD-540) and an SF-IOI2 Form consiste w'th travel re ulations and 
reimbursement is limited to the established per diem rates. Th 
the overt travel must be indicated on the file number line ofthe~bE~CEl02irmm..11~~rniD~J;t 
travel must be made from the routine travel budget of the employee's field offic I ~--~ 

L..-.-;....--CU-IfF-o ..... uoi ~ravel 

3.34. CUIIFOUO) Miscellaneous Expenditures 

(UIIFOUO) The field division head has micro-purchase authority to approve the use of 
confidential funds for case related overt miscellaneous exnendi:res 0:' sting th::BI on :e 
invoice) that directly support an investigation as long asl 
Examples of overt miscellaneous expenditures are: subpL:-o""'en""a-':s""', =ans==l"'a""o""ns:-:"'-, ""an=-:""'::Tu""p::'ll":":lc""a=on=-=o%t.....l 
court records; or the purchasOk videos, audio tapes, films. The field di~sion head can 
redelegate this authority up t s described in Section 3.29.1.2. of this PG. Prior approval 
from the respective substantive es at FBIHQ and procurement authority is required for 
miscellaneous expenses exceeding the micro-purchase authority. The authority to use 
confidential funds to process overt miscellaneous expenses must be documented with an 
approved EC and attached to the FD-794 Form. 

(UI IFOUO) With the exception o~L,~-:r~' ~:-:f __ ....IIb~enwe;:.J;ra.alLJO;.).JffiUJ.l.OC.l::.e~SJ.u.;mlJlT\W1J.1ie~s"",m.uoawV"-OLllnLlJl'-lL"ie I pllIcbased with confidential fTds when they arel _ 

(UIIFOUO) All items purchased as replacement parts (e.g., conductors, screws, bolts), and 
miscellaneous supply items, (e.g., paper towels, cleaning supplies), exceeding the field division 
head's micro-purchase authority requires procurement authority. Items such as towels and linens 
may be grouped together under one procurement authorization number for inventory purposes 
only. 

(UIIFOUO) Contracting officer procurement authority is required for all purchases using the bulk 
funding system. The field contra,cting officer must provide procurement authority for the entire 
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amount based on the itemized list describing each item, with the estimated price and any changes 
to the list (price or items). 

3.34.1. (W/FOU0) Security of Sensitive Documents 

(UtiFOU0) The following documents must bo classified at the appropriate level based on the 
classification level of the case file:  

• (U//FOU01)  

(U//FOUO) Store all TPD records and control files in a secure manner. Access to such records is 
to be controlled and limited to those personnel having an official "need to know." 

(U//FOUO) For additional information, refer to the NFIPM. 

3.35. (U//FOU0) Audit Responsibilities 

(U//FOU0) Due to the sensitive nature oil 	 the authority to audit direct 
advance operations and confidential funding vests solely in me FBI. Accordingly, any request for 
permission to audit such operations by anyone other than FBI personnel should be referred to the 
Audit Unit, Inspection Division (INSD). Under no circumstances is an audit by non-FBI 
personnel to be permitted without prior written authority from the INSD. 

(W/FOU0) Confidential funds are subject to audit by the Audit Unit, INSD, during division 
audits, as the result of a change in the field division head, or on an unannounced basis as 
determined by the Audit Unit, FD. 

3.35.1. (U//FOU0) Field Office Audits 

55 
UNCLASSIFIED//FOR OFFICIAL USE ONLY 

(11//FOU0) Field office audits are an integral part of the internal controls process and Must be 
conducted by qualified employees (e.g., auditor, FA, SAA). 

(U/NOT101 All cnnfidenti  expenditures paid through the TPD system in support of confidential 
cases 	 JCOs must be audited during the TPD system audits. 

(W/FOU0) Direct advances must be audited on a quarterly basis by a qualified employee (e.g., 
auditor, FA, SAA), who is independent of the operation and its bookkeeping activities. A direct 
advance from FBIHQ is subject to scrutiny by independent personnel. 

(U//FOUO) Audits must be completed by the close of business on the last day of the month 
following the close of the quarter, i.e., January 315`, April 301h, July 31st, and October 31'`  

(U//FOU0) Field offices may request authority  from the Audit I Tnit Fn to chancre the anarterly  
audit period for any investigative program (e.g.I 

(UNFOU0) An EC, approved by an ASAC or a higher level official, detailing the reason the 
audit dates should be changed (e.g., the lack of qualified personnel to perform audits or other 
administrative problems that would affect the timeliness and accuracy) must be submitted. The 
request should also include a formal plan outlining the proposed quarterly audit schedule for the 
specific investigative program. The audit schedule cannot be changed prior to receiving 
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amount based on the itemized list describing each item, with the estimated price and any changes 
to the list (price or items). 

3.34.1. (U//FOUO) Security of Sensitive Documents 

lUiiFOUO) The following du\;umcnts mUGt bo clu33ified at the approprillte level based on the 
classification level of the case file: 

:~I~-----' 

(U//FOUO) Store all TPD records and control files in a secure manner. Access to such records is 
to be controlled and limited to those personnel having an official "need to mow." 

(U//FOUO) For additional infonnation, refer to the NFIPM. 

3.35. (U//FOUO) Audit ResponsibilitiFes;;...-____ ---, 

(UI/FOUO) Due to the sensitive nature o~ ~he authority to audit direct 
advance operations and confidential fundmg vestS solely III the FBI. Accordingly, any request for 
permission to audit such operations by anyone other than FBI personnel should be referred to the 
Audit Unit, Inspection Division (INSD). Under no circumstances is an audit by non-FBI 
personnel to be pennitted without prior written authority from the INSD. 

(U//FOUO) Confidential funds are subject to audit by the Audit Unit, INSD, during division 
audits, as the result of a change in the field division head, or on an unannounced basis as 
determined by the Audit Unit, FD. 

3.35.1. (U//FOUO) Field Office Audits 

(U//FOUO) Field office audits are an integral part of the internal controls process and inust be 
conducted by qualified employees (e.g., auditor, FA, SAA). 

(U//FOJ TO) All confident;: expenditures paid through the TPD system in support of confidential 
casesl YCOs must be audited du,ring the TPD system audits. 

(U//FOUO) Direct advances must be audited on a quarterly basis by a qualified employee (e.g., 
auditor, FA, SAA), who is independent oftheopemtion and its bookkeeping activities. A direct 
advance from FBIHQ is subject to scrutiny by independent personnel. 

(U//FOUO) Audits must be completed by the close of business on the ·last day of the month 
following the close of the quarter, i.e., January 31 S\ April 301h, July 31 st, and October 31 51

• 

(U//FOUO) Field offices may request authority from the AuditlIn;t ED to change the quarterly 
audit period for any investigative program (e.g~ . I 
(U//FOUO) An EC, approved by an ASAC or a higher level official, detailing the reason the 
audit dates should be changed (e.g., the lack of qualified personnel to perform audits or other 
administrative problems that would affect the timeliness and accuracy) must be submitted. The 
request should also include a formal plan outlining the proposed quarterly audit schedule for the 
specific investigative program. The audit schedule cannot be changed prior to receiving 
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authorization from the Audit Unit, FD. When a staggered audit schedule has been approved by 
FBIHQ, the required quarterly and semi-annual audits must be adjusted to coincide with the new 
audit schedule. 

(T WFOT TO) In order to maintain an independent audit function, the field office auditor must not 
be supervised by an individual responsible for overseeing TPD functions or operations receiving 
direct advances. Whenever possible, field office auditors must be supervised by an executive 
manager. If the auditor is supervised by an individual who is also responsible for a program that 
is audited, the auditor must report the results of the audit to the next higher level of management. 

(U//FOU0) If possible, employees assigned to perform quarterly audits should be rotated so that 
the same employee does not.perform two consecutive audits of any operation, unless the field 
office has an auditor. 

(U//FOUO) The field division head or delegated official must review and sign the field office 
audit report, evaluate the audit findings and recommendations, and determine the actions to take 
to correct or resolve audit findings within established time frames. The field division head can 
delegate these functions to an executive manager in the field office. 

(U//FOU0) The field offices must upload an EC to the appropriate file number and set a "read 
and clear" lead to the Audit Unit, FD, with the results of the direct advance and TPD audits. 
Direct advances show 	imlnarlerl to the annrntlriate race file number  d the TPD audit 
should be uploaded tc 	 The Audit Unit, FD, 
should analyze the results of the audits to determine if the Mitt ottices are conducting audits in a 
timely manner and to record/report weaknesses/findings in the form of a trend analysis. The field 
offices must scan the approved EC with the audit results and audit work papers, which must be 
sent electronically to the Audit Unit, INSD. Each audit must be documented and maintained in 
the field office, and a copy placed in the appropriate case financial subfile for each operation. 

(U//FOUO) Minimum procedures, as part of the audits, are outlined in the field office audit 
programs. These procedures are not all inclusive and should be expanded when necessary. The 
audit programs must be used as a guide to ensure that all areas under audit are adequately 
addressed and reviewed. The audit progra must be done with suffic'ent detail to indicate that 
each step or procedure was ful 	 are available directly from 
the Audit Unit, FD, or from th 

(U//FOUO) A record of the auditor's work must be retained in the form of working papers. 
Working papers allow for the review of audit quality by providing the reviewer written 
documentation of the evidence supporting the auditor's significant conclusions and judgments. 
Working papers must contain: the objectives, scope, and methodology; sampling criteria used; 
documentation of the work performed to support significant conclusions and judgments; 
descriptions of transactions and records examined; and evidence of supervisory reviews of the 
work performed. 

(U//FOUO) Quarterly audits are required to continue until all funds and assets have been 
accounted for, and the books and records of the operation have been closed. This condition will 
exist when: 

• (U//FOUO) Banking and investment accounts have been brought to a zero balance and 
closed. The bank statement must indicate that the account has been closed. If the 
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authorization from the Audit Unit, FD. When a staggered audit schedule has been approved by 
FBIHQ, the required quarterly and semi-annual audits must be adjusted to coincide with the new 
audit schedule. 

(1 TlIFOl TO) In order to maintain an independent audit function, the field office auditor must not 
be supervised by an individual responsible for overseeing TPD functions or operaLions rcech,iug 
direct advances. Whenever possible, field office auditors must be supervised by an executive 
manager. If the auditor is supervised by an individual who is also responsible for a program that 
is audited, the auditor must report the results of the audit to the next higher level of management. 

(U/IFOUO) Ifpossible, employees assigned to perform quarterly audits should be rotated so that 
the same employee does not perform two consecutive audits of any operation, unless the field 
office has an auditor. 

(U/IFOUO) The field division head or delegated official must review and sign the field office . 
audit report, evaluate the audit findings and recommendations, and determine the actions to take 
to correct or resolve audit findings within established time frames. The field division head can 
delegate these functions to an executive manager in the field office. 

(U/IFOUO) The field offices must upload an EC to the appropriate file number and set a "read 
and clear" lead to the Audit Unit, FD, with the results of the direct advance and TPD audits. 

Direct advances shou' :e n;::ade: t
: :l.e a:nmnria

t
: :S:fi:: "::",hPr and the TPD audit 

should be uploaded t~. I The Audit Unit, FD, 
should analyze the resul S 0 e au 150 de ermme lee 0 iCes are conducting audits in a 
timely manner and to record/report weaknesses/findings in the form of a trend analysis. The field 
offices must scan the approved EC with the audit results and audit work papers, which must be 
sent electronically to the Audit Unit, INSD. Each audit must be documented and maintained in 
the field office, and a copy placed in the appropriate case financial subfile for each operation. 

(U/IFOUO) Minimum procedures, as part ofthe audits, are outlined in the field office audit 
programs. These procedures are not all inclusive and should be expanded when necessary. The 
audit programs must be used as a guide to ensure that all areas under audit are adequately 
addressed and reviewed. The audit program must be lone with sufficIent detail to indicate that 
each ste? or ~rocedure was ful completed!: Fre available directly from 
the AudIt Umt, FD, or from th. . 

CU/IFOUO) A record of the auditor's work must be retained in the form of working papers. 
Working papers anow for the review of audit quality by providing the reviewer written 
documentation of the evidence supporting the auditor's significant conclusions and judgments. 
Working papers must contain: the objectives, scope, and methodology; sampling criteria used; 
documentation of the work performed to support significant conclusions and judgments; . 
descriptions of transactions and records examined; and evidence of supervisory reviews of the 
work performed. 

(U/IFOUO) Quarterly audits are required to continue until all funds and assets have been 
accounted for, and the books and records of the operation have been closed. This condition will 
exist when: 

• (U/IFOUO) Banking and investment accounts have been brought to a zero balance and 
closed. The bank statement must indicate that the account has been closed. If the 
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statement does not indicate the account was closed, a certification signed by a case 
accountant must be attached to the zero balance bank statement; 

• (U//FOU0) Expenditures have been vouchered to the satisfaction of the field office 
auditors; 

• (UHFOU0) Remaining funds have been returned to CPCSU, FD; 

• (URFOU0) Security deposits, refunds, and other amounts from the operation have been 
collected and returned to CPCSU, FD; 

• (IR/FOLIO) Inventoried and non-inventoried property have been 	ccounted for 
or disposed of according to instructions from AMU, FD, an 	 nd 

• (UHFOU0) Other financial matters have been fully resolved 

(W/FOU0) An auditor's certification is required upon completion of the audit. 

3.35.2. (UHFOU0) Congressional Financial Reports 

UHFOU0) The FBI is required to submit to Congress an annual financial report for all criminal 
ed during each fiscal year, and  fur  whiell 	excluding interest earned) 
r total expenditures exceedec 

(UHFOU04 

(UHFOU0) When a closed criminalUCO  meets 	 eporting criteria, the 
ASAC or a higher level official mu 	l 01.1U111« an E to th 	 nd the Audit Unit, INSD. 
The EC must include the total amount received i 	nd the total amount of appropriated 
funds received and expended, includin  .xnenses nrnressed thrnnoh the TN) system with the  

I.JC0 as the case benefited (e.g 
I  

I 	 I 
(U//FOUO) The Audit Unit, INSD, will determine if the investigation qualifies for a 
congressional financial report. The Audit Unit, INSD, will prepare the required report on an 
annual basis. It is essential that sound accounting practices and internal controls are implemented 
from the inception of each UCO to ensure the accuracy of the congressional reports. 
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statement does not indicate the account was closed, a certification signed by a case 
accountant must be attached to the zero balance bank statement; 

• (UIIFOUO) Expenditures have been vouchered to the satisfaction of the field office 
~lldit()r!;; 

• (UIIFOUO) Remaining funds have been returned to CPCSU, FD; 

• (UIIFOUO) Security deposits, refunds, and other amounts from the operation have been 
collected and returned to CPCSU, FD; 

• (UIIFOUO) Inventoried and non-inventoried property have been properly accounted for 
or disposed of according to instructions from AMU, FD, an4 ~nd 

• (UIIFOUO) Other financial matters have been fully resolved. 

(UIIFOUO) An auditor's certification is required upon completion of the audit. 

3.35.2. (U/fFOUO) Congressional Financial Reports 

UIIFOUO) The FBI is required to submit to Congress an annual financial report for all criminal 
~~~Jr'-'-.I.I:..I:red during each fiscal year, a . excluding interest earned) 

r total expenditures exceede 

(U/IFOUO) When a closed crimina CO meets congressional ~eporting criteria, the 
ASAC or a higher level official mu n i to t~ . nd the Audit Unit, INSD. 
The EC must include the total amount received i nd the total amount of appropriated 
funds received and expended, includin~ exmIDses processed thron gb the rpn system wjth the 

I pCO as the case benefited (e·gl I 
I I . . 

(UIIFOUO) The Audit Unit, INSD, will determine if the investigation qualifies for a 
congressional financial report. The Audit Unit, INSD, will prepare the required report on an 
annual basis. It is essential that sound accounting practices and internal controls are implemented 
from the inception of each UCO to ensure the accuracy of the congressional reports. 
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4. (U//FOUO) Procedures for Direct Advances 

4.1. (U//FOUO) Wire Transfer Request (Direct Advance Funding) 

(U/NOU0) All requests for wire transfers for direct advance funding require an approved EC 
detailing the following information: 

• (U//FOLIO) Amount, 

• (U//FOU0) Bank name, 

• (U//FOUO) Bank address, 

• (U//FOUO) Bank account name, 

• (U//FOU0) Bank's ABA routing number, 

• (U//FOU0) Bank's official name (to whom the wire transfer should be directed), 

• OUO) Official Bureau name of the SA(s) (who will pick up the funds) - 
and I 

• (U//FOUO) FBI contact telephone number. 

(U/NOU0) When applicable, the following special instructions should be clearly indicated on 
the EC: 

• [fila(0) 

• (12/FOU01 

[  
(U//FOUO) If a U.S. government check is requested instead of a wire transfer, the check will be 
sent to the attention of the field division head, who should ensure that the FM receives one copy 
of the check transmittal form. A request for an advance byl 	 I 
	 I 

11 funds transferred directly intcl 	 1 
FaaEaliallA  rovided the appropriate AG exemption has been obtained. 

(U/NOU0) Upon completion of the wire transfer, the FM and program manager at FBIHQ will 
receive the Advice of Wire Transfer Form by e-mail, which includes the total amount, date, and 
wire transfer instructions. 

4.2. (U//FOUO) Return of Direct Advance Funds 

(U//FOUO) Direct advance funds can be remitted to CPCSU, FD, by converting the funds to a 
der or cashier's the 	to the FBI when the amount to be returned is less than 
Amounts exceedin 	re to be remitted using a wire transfer. Personal checks, 

cas , or currency are not accepts e. e fees associated with wiring funds, or the cost incurred 
in purchasing a money order or cashier's check must be charged to the operational case as 
miscellaneous expenditures. 
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4. (U/IFOUO) Procedures for Direct Advances 

4.1. (U/IFOUO) Wire Transfer Request (Direct Advance Funding) 

(U/IFOUO) All requests for wire transfers for direct advance funding require all approved Ee 
detailing the following information: 

• (UIIFOUO) Amount, 

• (U/IFOUO) Bank name, 

• (U/IFOUO) Bank address, 

• (UIIFOUO) Bank account name, 

• (U/IFOUO) Bank's ABA routing number, 

• (U/IFOUO) Bank's official name (to whom the wire transfer should be directed), 

• p..ILLFiOUO) Official Bureau name of the SA(s) (who will pick up the funds) ir-------. 
L-jand . 

• (UIIFOUO) FBI contact telephone number. 

(U/IFOUO) When applicable, the following special instructions should be clearly indicated on 
fueEC: . 

· ~o)IL.....--______ ----I 
• ([JIQF()JJ()J 

I 
(U/IFOUO) If a U.S. government check is requested instead of a wire transfer, the check will be 
sent to the attention of the field division head, who should ensure that the FM receives one co:y 
of the check transmittal form. A rrquest for an advance by! J I _ ~------------~ 

(J WFOI 10) All funds transferred directly int~'-----------------"I 
I ~rovided the appropriate AG exemption has been obtamed. 

(U/IFOUO) Upon completion of the wire transfer, the FM and program manager at FBIHQ will 
receive the Advice of Wire Transfer Form bye-mail, which includes the total amount, date, and 
wire transfer instructions. 

4.2. (U//FOUO) Return of Direct Advance Funds 

(U/IFOUO) Direct advance funds can be remitted to CPCSU, FD, by converting the funds to a 

O
der or cashier's cheto the FBI when the amount to be returned is less than 
Amounts exceed in e to be remitted using a wire transfer. Personal checks, 

cas , or currency are not accepta e. e fees associated with wiring funds, or the cost incurred 
in purchasing a money order or cashier's check must be charged to the operational case as 
miscellaneous expenditures. 
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(UHFOU0) An EC, containing the following information, must be prepared by the case agent or 
a designated employee when returning direct advance funds to CPCSU, FD: 

• (U//FOU0) Fiscal year of funds, 

• (INFOU0  Balance of advanced funds, 

• (U//FOU0 	'amount, 

• (U//FOU0)1 

• (U//FOUO) Refundable deposits, paid prior to the current fiscal year, 

• UO) Refundable expenditures amount, previously reported a: r[In  voucher date, 

• (U//FOUO) Other amounts, 

• (U//FOU0) Total amount, and 

• (UHFOU0) Include details to further describe amounts listed, if deemed necessary to 
ensure an accurate accounting of all funds remitted. 

(U//FOUO) An FD-735 Form, clearly depicting the nature of the return of funds, including a 
complete description of the remittance, must be prepared and attached to the EC. A regular direct 
advance voucher or a zero amount voucher must be prepared and attached to the EC and FD-735  
Form. 

(U//FOLIO) The approved return of funds package (EC, FD-735 Form, return of funds, and 
voucher) must be submitted to CPCSU, FD. 

4.2.1. 	(U//FOUO) Direct Advance Less Tha 

(U//FOU0) The process for returning a direct advance of less tha 	ollows. 

4.2.1.1. 	(U//FOUO) Case Agent or Designated Employee 

(UHFOU0) The case agent or a designated employee: 

• (U//FOLIO) Converts funds to a money order or cashier's check payable to the FBI, and 

• (U//FOLIO) Prepares a "return of funds" EC as described in Section 4.2. of this PG. 

4.2.1.2. 	(U//FOU0) Case Accountant or Designated Employee 

(U//FOUO) The case accountant or a designated employee: 

• (U//FOLIO) Vouchers cost incurred in purchasing a money order or cashier's check as a 
miscellaneous expenditure, 

• (UHFOU0) Prepares the direct advance voucher package (FD-735 Form, FD-736 Form, 
FD-37 Form) or a zero amount voucher, if no voucher is scheduled (i.e., no expenditures 
are to be reported), 

• (U//FOUO) Attaches the money order or cashier's check to the front of the direct advance 
voucher, and 

• (U//FOUO) Submits the direct advance voucher package and the EC to the supervisor. 
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(U//FOUO) An EC, containing the following information, must be prepared by the case agent or 
a designated employee when returning direct advance funds to CPCSU, FD: 

• (U//FOUO) Fiscal year of funds, 

• (Ui/FOUO 

• (UIIFOUO 
~--~--~------~ 

• (UIIFOUO) Refundable deposits, paid prior to the current fiscal year, 

• ~UO) Refundable expenditures amount, previously reported a~"'--------~ 
L-jn voucher date, 

• (U//FOUO) Other amounts, 

• (U//FOUO) Total amount, and 

• (UIIFOUO) Include details to further describe amounts listed, if deemed necessary to 
ensure an accurate accounting of all funds remitted. 

(U//FOUO) An FD-735 Form, clearly depicting the nature of the return of funds, including a 
complete description ofthe remittance, must be prepared and attached to the EC. A regular direct 
advance voucher or a zero amount voucher must be prepared and attached to the EC and FD-735 
Form. 

(U//FOUO) The approved return of funds package (BC, FD-735 Form, return of funds, and 
voucher) must be submitted to CPCSU, FD. 

4.2.1. (UIIFOUO) DirectAdvance Less Tha~ I . 
(U//FOUO) The process for returning a direct advance ofless thaDonows. 

4.2.1.1. (U/IFOUO) Case Agent or Designated Employee 

(U/IFOUO) The case agent or a designated employee: 

• (U/IFOUO) Converts funds to a money order or cashier's check payable to the FBI, and 

• (U//FOUO) Prepares a "return of funds" EC as described in Section 4.2. of this PO. 

4.2.1.2. (U/IFOUO) Case Accountant or Designated Employee 

(UIIFOUO) The case accountant or a designa~ed employee: 

• (U//FOUO) Vouchers cost incurred in purchasing a money order or cashier's check as a 
miscellaneous expenditure, . 

• (UIIFOUO) Prepares the direct advance voucher package CFD-735 Form, FD-736 Form, 
FD-37 Form) or a zero amount voucher, jf no voucher is scheduled (i.e., no expenditures 
are to be reported), 

• (UIIFOUO) Attaches the money order or cashier's check to the front of the direct advance 
voucher, and 

• (U/IFOUO) Submits the direct advance voucher package and the EC to the supervisor. 
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4.2.1.3. 	(UPFOU0) Supervisor 

(U//FOU0) The supervisor reviews and approves the FD-37 Form and EC, then submits the 
direct advance voucher package to the ASAC or a higher level official for approval. 

4.2.1.4. 	(W/FOU0) ASAC or Higher Level Official 

(U//FOUO) The ASAC or a higher level official reviews and approves the FD-37 Form and EC, 
then forwards approved package to the case accountant or a designated employee. 

4.2.1.5. 	(U//FOUO) Case Accountant or Designated Employee 

(U//FOUO) The case accountant or a designated employee then submits the approved FD-735  
Form, FD-736 Form, FD-37 Form, return of funds, and EC to CPCSU, FD. 

4.2.2. 	(UHFOU0) 	Return of Direct Advances of 

(U//FOU0)1 	 for operational funds originally wired in the name 
of an FBI employee's true name or to an o eatl 	ccount can be remitted by wire transfer. 
The process of returning direct advances o 	r more follows. 

4.2.2.1. 	(UHFOU0) Case Agent or Designated Employee 

(U//FOUO) A case agent or a designated employee: 

• (U//FOUO) Executes a wire transfer from a Federal Reserve System member bank 
through the FEDLINE System to: 

U.S. Treasury 
Federal Reserve Bank 
New York City 
U.S. Treasury Coder 	1  
to I 	  

(Information in quotes must be provided verbatim), 

• (UHFOU0) Instructs the bank to include in the third party information section of the 
FEDLINE funds transfer message format, a description of the return in the following 
format: 

■ (U//FOUO) Field office abbreviation, 

■ (U//FOUO) Field office file number (unless classified), 

■ (U//FOUO) Name of remitting SA, 

■ (UHFOU0) A brief statement describing the funds being returned (up to a 
maximum of 300 characters): 

(U//FOUO) For example, the return of advanced funds andrihould be 
' described as follows: 

(UPFOU01 I  

• (UHFOU0) Prepares the return of funds EC as described in Section 4.2. of this PG, and 

• (U//FOU0) Submits the EC to the supervisor. 
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(UIIFOUO) Supervisor 

(UIIFOUO) The supervisor reviews and approves the FD-37 Form and EC, then submits the 
direct advance voucher package to the ASAC or a higher level official for approval. 

4.2.1.4. fuIlFOUO) ASAC or Highcr Level Official 

(UIIFOUO) The ASAC or a higher level official reviews and approves the FD-37 Form and BC, 
then forwards approvec;l package to the case accountant or a designated employee. 

4.2.1.5. (UIIFOUO) Case Accountant or Designated Employee 

(UIIFOUO) The case accountant or a designated employee then submits the approved FD-735 
Form, FD-736 Form, FD-37 Form, return of funds, andEC to CPCSU, FD. 

4.2.2. (UIIFOUO) Return of Direct Advances o~ I 
(U/IFOUO~ ~r operational funds originally wired in the name 
of an FBI employee's true name or to an oyert bank ?ccount can be remitted by wire transfer. 
The process of returning direct advances o~ br more follows. 

4.2.2.1. (UIIFOUO) Case Agent or Designated Employee 

(UIIFOUO) A case agent or a designated employee: 

• (U/IFOUO) Executes a wire transfer from a Federal Reserve System member bank 
through the FEDLINE System to: 

U.S. Treasury 
Federal Reserve Bank 
New York City 
U.S. Treasury Code! 
to~I ____________________________ ~ 
(Information in quotes must be p~ovjded verbatim), 

• (UIIFOUO) Instructs the bank to include in the third party information section of the 
FEDLINE funds transfer message fonnat, a description of the return in the following 
format: 

• (U/IFOUO) Field office abbreviation, 

• (U//FOUO) Field office file number (unless classified), 

• (UIIFOUO) Name of remitting SA, 

• (UIIFOUO) A brief statement describing the funds being returned (up to a 
maximum of300 characters): . 

(UIIFOUO) For example, the return of advanced funds and Dhould be 
. described as follows: 
ru/mOlID)J~~~----------------------------------~ 

• (U//FOUO) Prepares the return of funds EC as described in Section 4.2. of this PG, and 

• (U//FOUO) Submits the EC to the supervisor. 
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4.2.2.2. 	(U//FOUO) Supervisor 

(U//FOUO) The case agent or designated employee's supervisor then reviews and approves the 
EC, and forwards the EC to the ASAC or a higher level official. 

4.2.2.3. 	(INFOU0) ASAC or Higher Level Official 

(U//FOLIO) The ASAC or a higher level official reviews and approves the EC, then forwards the 
approved EC to the case agent or a designated employee. 

4.2.2.4. 	(U//FOUO) Case Agent or Designated Employee 

(U//FOU0) Once the EC is approved, the case agent or a designated employee faxes a copy of 
the bank wire transfer form and approved remittance EC to CPCSU, FD, to expedite the 
processing of the wire transfer and to notify FB1HQ that the funds were returned within the 
authorized time restrictions. 

4.2.2.5. 	(U//FOUO) Case Accountant or Designated Employee 

(U//FOU0) The case accountant or a designated employee next: 

(U//FOUO) Vouchers fees associated with the wire transfer as miscellaneous 
expenditures, 

• (U//FOUO) Prepares the direct adVance voucher package (FD-735 Form, FD-736 Form, 
FD-37 Form) or a zero amount voucher, if no voucher is scheduled (i.e., no expenditures 
are to be reported), and ' 

• (U//FOUO) Submits the direct advance voucher package and a copy of the approved EC 
to the supervisor. 

4.2.2.6. 	(U//FOUO) Supervisor 

(U//FOU0) The supervisor then reviews and approves the FD-37 Form and submits the direct 
advance voucher package to the ASAC or a higher level official for approval. 

4.2.2.7. 	(Li/5'0U°) ASAC or Higher Level Official 

(UHFOU0) The ASAC or a higher level official will review and approve the FD-37 Form and 
forward the approved package to the case accountant or designated employee. 

4.2.2.8. 	(U//FOUO) Case Accountant or Designated Employee 

(U//FOU0) Once the approval occurs, the case accountant or a designated employee forwards 
the approved FD-735 Form, FD-736 Form, FD-37 Form, a copy of the bank wire transfer return 
of funds, and EC to CPCSU, FD. 

4.2.3. 	(U//FOUO) RetUrn of Direct Advances of 

(U//FOU0) Prior to returning funds that were original y wird 	  
!the SA remitting the funds must contact CPCSU, J. for 

mg-ructions. I nese tunas should never hi  

4.3. (U//FOU0) Managing Imprest Petty Cash Fund 

The petty cash amount should be determined based upon the purpose of the petty cash fund by 
the individual responsible for the direct advance. The petty cash custodian is accountable for 
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(UIIFOUO) Supervisor 

(UIIFOUO) The case agent or designated employee's supervisor then reviews and approves the 
EC, and forwards the EC to the ASAC or a higher level officia1. 

. 4.2.2.3. (UIIFOUO) .\S.\C or Highet I.eve) Offidal 

(U//FOUO) The ASAC or a higher level official reviews and approves the EC, then forwards the 
approved EC to the case agent or a designated employee. 

4.2.2.4. (UI/FOUO) Case Agent or Designated Employee 

(UIIFOUO) Once the EC is approved, the case agent or a designated employee faxes a copy of 
the bank wire transfer fonn and approved remittance EC to CPCSU, FD, to expedite the 
processing of the wire transfer and to notify FBlliQ that the funds were returned within the 
authorized time restrictions. 

4.2.2.5. (UIIFOUO) Case Accountant or De~ignated Employee 

(U//FOUO) The case accountant or a designated employee next: 

• (UIIFOUO) Vouchers fees associated with the wire transfer as miscellaneous 
expenditures, 

• (U//FOUO) Prepares the direct advance voucher package (FD-735 Fonn, FD-736 Fonn, 
FD-37 Fonn) or a zero amount voucher, ifno voucher is scheduled (i.e., no expenditures 
are to be reported), and ' 

• (U//FOUO) Submits the direct advance voucher package and a copy of the approved EC 
to the supervisor. 

4.2.2.6. (UI/FOUO) Supervisor 

(U//FOUO) The supervisor then reviews and approves the FD-37 Fonn and submits the direct 
advance voucher package to the ASAC or a higher level official for approval. 

4.2.2.7. (UIIFOUO) ASAC or Higher Level Official 

(U//FOUO) The ASAC or a higher level official will review: and approve the FD-37 Fonn and 
forward the approved package to the case accountant or designated employee. 

4.2.2.8. (UI/FOUO) Case Accountant or Designated Employee 

(U//FOUO) Once the approval occurs, the case accountant or a designated employee forwards 
the approved FD-735 Fbnn, FD-736·Fonn, FD-37 Fonn, a copy of the bank wire transfer return 
of funds, and EC to CPCSU, FD. . 

4.2.3. (U/IFOUO) Return of Direct Advances 0 
~-,========~------~ 

(U//FOUO) Prior to returning funds that were originally wire 
I· ~he SA remittin the funds mul;:::st~c:-:o-=n~ta:":'ct~,"",,'rIT"I~~=-----I 

mstiuchons. I nese funds snould never b 

4.3. (UI/FOUO) Managing Imprest Petty Cash Fund 

The petty cash amount should be detennined based upon the purpose of the petty cash fund by 
the individual responsible for the direct advance. The petty cash custodian is accountable for 
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managing the cash on an imprest basis. The petty cash should be liquidated or replenished (at 
least) on a monthly basis to ensure expenses are vouchered in a timely manner. 

	

4.3.1. 	(U//FOLIO) Case Agent or Designated Employee 

(U1/1701J0) The case agent or a designated employee writes checks to establish a petty cash fund 
(checks must be made payable to an individual, usually the petty cash custodian, and never to 
"cash"). 

(U//FOU0) Once the petty cash fund is established, the case agent or a designated employee 
replenishes petty cash, no less than monthly, by verifying that the total receipts plus cash on hand 
equal the authorized balance and provides receipts to the case accountant or designated employee. 

	

4.3.2. 	(U//FOU0) Petty Cash Custodian 

(U/TFOU0) The petty cash custodian: 

• (W/FOU0) Maintains interim receipts issued to support advances from the petty cash 
fund, 

• (U//FOUO) Collects receipts for expenditures until the end of the month, or when a 
minimum cash balance is reached, whichever occurs first, 

• (U//FOU0) Retains receipts with petty cash until the expenses are reimbursed, and 

• (U//FOU0) Submits receipts to the case agent or designated employee to liquidate or 
replenish the petty cash. 

	

4.3.3. 	(W/FOU0) Case Accountant or Designated Employee 

(U//FOUO) The case accountant or a designated employee maintains receipts, for inclusion on 
the next regularly scheduled voucher, as expenses of the current period. 
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managing the cash on an imprest basis. The petty cash should be liquidated or replenished (at 
least) on a monthly basis to ensure expenses are vouchered in a timely manner. 

4.3.1. (UIIFOUO) Case Agent or Designated Employee 

(U//FOUO) Tho caGO agent or a designated employee write~ checks to establish a petty cash fund 
(checks must be made payable to an individual, usually the petty cash custodian, and never to 
"cash"). 

(U//FOUO) Once the petty cash fund is established, the case agent or a designated employee 
replenishes petty cash, no less than monthly, by verifying that the total receipts plus cash on hand 
equal the authorizeq balance and provides receipts to the case accountant or designated employee. 

4.3.2. (UIIFOUO) Petty Cash Custodian 

(U//FOUO) The petty cash custodian: 

• (U//FOUO) Maintains interim receipts issued to support advances from the petty cash 
fund, 

• (U//FOUO) Collects receipts for expenditures until the end of the month, or when a 
minimum cash balance is reached, whichever occurs first, 

• (U//FOUO) Retains receipts with petty cash until the expenses are reimbursed, and 

• (U//FOUO) Submits receipts to the case agent or designated employee to liquidate or 
replenish the petty cash. 

4.3.3. (U//FOUO).Case Accountant or Designated Employee 

(U//FOUO) The case accountant or a designated employee maintains receipts, for inclusion on 
the next regularly scheduled voucher, as expenses of the current period. 
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5. (U//FOUO) Procedures for Refund Checks 

5.1. (U//FOUO) Undercover Refund Checks 

(UiN01.10) Undercover refund checks may be generated for overpayment oil  

	 1A11 refund checks must be converted to a 
money order or cashier's check payable to the FBI withbOausiness days of receipt. 

(U//FOU0) A refund EC should be prepared detailing the following: 

• (U//FOU0) 	 or the refund, 

• (U/NOU0) Amount of the refund, 

• (U//FOLIO) Case ID number, 

• (U//FOLIO)  Fiscal year of funds,  

• (U//FOUOJ 	 land budget category of the expense, and 

• (U//FOU0) Information further describing the refund, if deemed necessary, to ensure an 
accurate accounting. 

(U//FOLIO) Personal checks, cash, or currency are not acceptable. The cost incurred in 
purchasing a money order or cashier's check must be charged to the operational case as 
miscellaneous expenditures. 

	

5.1.1. 	(U//FOUO) Confidential TPD Refunds 

(U//FOLIO) All confidential TPD refunds require Employee/Invoice Maintenance (EIM) and 
Document Control List (DCL) print screens from the Intranet Financial Management System 
(iFMS). 

(U//FOUO) For detailed procedures on confidential TPD refunds, refer to the DSUG. 

	

5.1.2. 	(U//FOUO) Direct Advance Refunds 

(MOIR)) Refund checks received in the same fiscal year in which the  

b7E 

b7E 

b7E 

AU. I he amount deposited must be retlected on the I'll-/35 Form, clearly depicting the nature of 
the refunds, including a complete description of the reason for the refund check. The FD-735  
Form must be submitted on the next scheduled direct advance voucher. 

(U//FOLIO) Refund checks received for prior year expenses may be deposited into thel 	
b7E 

JI 	
he amount deposited must be retlected on the Pll- /3 I'orm, clearly depicting 

the nature or the refund, including a complete description of the reason for the refund check. The 
FD-735 Form must be submitted on the next scheduled direct advance voucher. 

(U//FOLIO) Refund checks received after the direct advance case is closed (with no outstanding 
advance) must be converted to a money order or cashier's check payable to the FBI and must be 
submitted to CPCSU, FD, with the approved documentation, within 	Business days of receipt. 

b7E 
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5. (UIIFOUO) Procedures for Refund Checks 

5.1. (U//FOUO) Undercover Refund Checks 

tUUFOUm UndetcOlrer r<Om" cd,,,,., m"" bo ,"",~tcd for oyerpQyment o~ I 
I . I I ,All refund checks must be converted to a 
money order or cashier' scheck payable to the FBI withi~usiness days of receipt. 

(U//FOUO) A refund EC should be prepared detailing the following: 

• (U//FOUO)I ~or the refund, 

• (U//FOUO) Amount of the refund, 

• (U//FOUO) Case ID number, 

• (U//FOUO) Fiscal year of funds, 

• (U//FOuoi ~d budget category of the expense, and 

• (U//FOUO) Information further describing the refund, if deemed necessary, to ensure an 
accurate accounting. 

(U//FOUO) Personal checks, cash, or currency are not acceptable. The cost incurred in 
purchasing a money order orcashier's check must be charged to the operational case as 
miscellaneous expenditures .. 

5.1.1. (U/IFOUO) Confidentiid TPD Refunds 

(U//FOUO) All confidential TPD refunds require Employee/lnvoice Maintenance (ElM) and 
Document Control List (DeL) print screens from the Intranet Financial Management System 
(iFMS). 

(U//FOUO) For detailed procedures on confidential TPD refunds, refer to the DSUG. 

5.1.2. (U//FOUO) Direct Advance Refunds 

(U//FOUO) Refund checks received after the direct advance case is closed (with no outstanding 
adva~ce) must be converted ~o a money order or cashier'~ chec~ p~n to. the FBI and mus~ be 
submItted to CPCSU, FD, WIth the approved documentation; WIthin usmess days of receIpt. 

. . 
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(U//FOU0) The procedures to return direct advance refunds are as follows: 

5.1.2.1. 	(UHFOU0) Case Agent or Designated Employee 

(UHFOU0) The case agent or a designated employee: 

• (U//FOUO) Converts the refund check to a money order or cashier's check payable to the 
FBI, 

• (U//FOU0) Prepares a "refund check" EC, as described in Section 5.1. of this PG, and 

• (U//FOU0) Submits the EC and refund check to the supervisor. 

5.1.2.2. 	(101/FOU0) Supervisor 

(U//FOU0) The supervisor reviews and approves the EC, then forwards the EC and refund check 
to the ASAC or a higher level official. 

5.1.2.3. 	(Ul/FOUO) ASAC or Higher Level Official 

(U//FOUO) The ASAC or a higher level official reviews and approves the EC, then forwards the 
EC and refund check to the case agent or designated employee. 

5.1.2.4. 	(U//FOUO) Case Agent or Designate Employee 

(U//FOU0) The case agent o 	esignated employee forwards the approved EC and refund 
check to CPCSU, FD, within 	usiness days of the receipt of refunds. 

5.1.2.5. 	(U//FOUO) Case Accountant or Designated Employee (if applicable) 

(U/NOU0) When applicable, the case accountant or a designated employee: 

• (U//FOU0) Vouchers cost incurred in purchasing a money order or cashier's check as 
miscellaneous expenditures, 

• (U//FOUO) Prepares the direct advance voucher package (FD-735 Form, FD-736 Form, 
FD-37 Form) or a zero amount voucher, if no voucher is scheduled (i.e., no expenditures 
are to be reported), and 

• (W/FOU0) Submits the direct advance voucher package and EC to the supervisor. 

5.1.2.6. 	(0/FOU0) Supervisor 

(U//FOUO) The supervisor will review and approve the FD-37 Form and submit the direct 
advance voucher package to the ASAC or a higher level official for approval. 

5.1.2.7. 	(U//FOUO) ASAC or Higher Level Official 

(U//FOUO) The ASAC or a higher level official will receive the direct advance voucher, review 
and approve the FD-37 Form, then forward the approved package to the case accountant or 
designated employee. 

5.1.2.8. 	(UPFOU0) Case Accountant or Designated Employee 

(U//FOU0) Upon final approval, the case accountant or a designated employee will submit the 
approved FD-735 Form, FD-736 Form, FD-37 Form, and a copy of the refund check EC to 
CPCSU, FD. 
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(U/IFOUO) The procedures to return direct advance refunds are as follows: 

5.1.2.1. (U/IFOUO) Case Agent or Designated Employee 

(U/IFOUO) The case agent or a designated employee: 

• (UIIFOUO) Converts the refund check to a money order or ca~hier'!l uh~k payable to the 
FBI, . 

• (U/IFOUO) Prepares a "refund check" BC, as described in Section 5.1. of this PG, and 

• (UIIFOUO) Submits the BC and refund check to the supervisor. 

5.1.2.2. (UI/FOUO) Supervisor 

(U/IFOUO) The supervisor reviews and approves the BC, then forwards the EC and refund check 
to the ASAC or a higher level official. 

5.1.2.3. (UIIFOUO) ASAC or Higher Level Official 

(UIIFOUO) The ASAC or a higher level official reviews and approves the EC, then forwards the 
EC and refund check to the case agent or designated employee. 

5.1.2.4. (UIIFOUO) Case Agent or Designate Employee 

(UIIFOUO) The case agent 0rr-iesignated employee forwards the approved EC and refund 
check to CPCSU, FD, within LJ>usiness days of the receipt of refunds. 

5.1.2.5. (lJIIFOUO) Case Accountant or Designated Employee (if applicable) 

(U/IFOUO) When applicable, the case accountant or a designated employee: 

• (U/IFOUO) Vouchers cost incurred in purchasing a money order or cashier's check as 
miscellaneous expenditures, 

• (UIIFOUO) Prepares the direct advance voucher package (FD-735 Form. FD-736 Form, 
FD-37 Form) or a zero amount voucher, ifno voucher is scheduled (i.e., no expenditures 
are to be reported), and 

• (UIIFOUO) Submits the direct advance voucher package and EC to the supervisor. 

5.1.2.6. (UI/FOUO) Supervisor 

(U//FOUO) The supervisor will review and approve the FD-37 Form and submit the direct 
advance voucher package to the ASAC or a higher level official for approval. 

5.1.2.7. (uJIFOUO) ASAC or Higher Level Official 

(UIIFOUO) The ASAC or a higher level official will receive the direct advance voucher, review 
and approve the FD-37 Fonn, then forward the approved package to the case accountant or 
designated employee. 

5.1.2.8. (U/IFOUO) Case Accountant or Designated Employee 

(UIIFOUO) Upon final approval, the case accountant or a designated employee will submit the 
approved FD-735 Form, FD-736 Form, FD-37 Form, and a copy of the refund check EC to 
CPCSU,FD. 
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5.1.3. 	(UHFOU0) Undercover Refund Checks! 

(U//FOU0) For undercover refund checks' 	 'that ca 
converted to a money order or cashier's check, CPCSU, ED, must be contacted withillau l  
business dais  of receipt to coordinate the check negotiation with thl 

5.1.4. 	(U//FOUO) Other Refunds 

(U//FOUO) Funds may be received for a variety of other reasons, including restitution received 
as part of the sentence given to a defendant, found money, etc. Such funds must be conve - 
a money order or cashier's check payable to the FBI and forwarded to CPCSU, FD, within II 
days of receipt. The money order or cashier's check must be accompanied by an EC approve,  my 
an ASAC that clearly and succinctly describes the origin of the funds. CPCSU, FD, will process 
the refund as miscellaneous income to be returned to the U.S. Treasury. 

5.1.4.1. 	(U//FOU0) Manufacturer Rebates 

(U//FOU0) Retaining manufacturer rebates is considered an augmentation of appropriated funds. 
Therefore, all manufacturer rebates must be converted to a money order or cashier's check 
payable to the FBI, and with an EC approved by an ASAC which de 	nd succinctly 	• 
describes the origin of the funds, be submitted to CPCSU, FD, within 	ays of receipt. CPCSU, 
FD, will process the refund as miscellaneous income to be returned to t e U.S Treasury. 
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(U//FOUO) For undercover refund checks 
converted to a money order or cashier's clibe:;:"cr.:""'7"'1"D'1""'C"'1'T,""''T,-;m:;:;'u;;:s:;;-r:::;;'er--;:'.::..;c:;:"o::.:;n~~~~:.....;.;.:=;;;.a..._,......~ 
business daxs of receipt to coordinate the check negotiation with th I J . ~--~------~ 

5.1.4. (UIIFOUO) Other Refunds 

(UIIFOUO) Funds may be received for a variety of other reasons, including restitution received. 
as part of the sentence given to a defendant, found money, etc. Such funds must be conve~ 
a money order or cashier's check payable to the FBI and forwarded to CPCSU, FD, within .. 
days of receipt. The money order or cashier's check must be accompanied by an EC approv y 
an ASAC that clearly and succinctly describes the origin of the funds. CPCSU, FD, will process 
the refund as miscellaneous income to be returned to the U.S. Treasury. 

5.1.4.1. (UI/FOUO) Manufacturer Rebates· 

(U//FOUO) Retaining manufacturer rebates is considered an augmentation Qf appropriated funds. 
Therefore, all manufacturer rebates must be converted to a money order or cashier's check 
payable to the FBI, and with an EC approved by an ASAC which cle~nd succinctly . 
describes the origin ofthe funds, be submitted to CPCSU, FD, within ays of receipt. CPCSU, 
FD, will.process the refund as miscellaneous income to be returned to t e U.S. Treasury. 
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6. (U//FOU0) Procedures for Direct Advance Vouchers 

(U//FOUO) Expenditures for each case receiving direct advance funds must be reported on a 
monthly Advance Blue Slip Form (FD-37). A direct advance voucher is required for each month 
that advanced funds remain outstanding, even if no expenditures were made (zero amount 
voucher). The direct advance voucher must include the FD-37 Form Voucher Reconciliation 
Form (FD-735), and Itemization of Expenditure Form (FD-736). Improper categorization of 
expenditures on the direct advance voucher could lead to insufficient funds in a critical budget 
category.  
(U//FOUO) If an off-line, automated system is used to prepare data for voucher submission, it 
must produce an exact replica of each form required, or information must be entered manually on 
approved forms. Additional computer reports, trial balances, etc., should not be enclosed in 
voucher submissions. 

(U//FOU0) Direct advance vouchers are due to CPCSU, FD, by th 	 tollowing 
the calendar month in which expenditures were paid, except in cert in cases wnere ext.e sions 
have been granted by CPCSU, FD. 

(U//FOUO) Each voucher should be routed through the appropriate financial personnel (e.g., 
case accountant, SAA, FA, FM) for review prior to submission to FBIHQ. The process for 
submission of direct advance vouchers follows. 

6.1. (U//FOU0) Accountable Officer/Case Agent 

(U//FOUO) The accountable officer/case agent: 

• (U//FOU0) Ensures monthly direct advance vouchers are prepared in a timely manner, 

• (U//FOU0) Arranges original receipts and certifications in order, by date paid or type of 
expend. 	• • l irttru.n. receipts may be substituted with copies in certain limited situations, 
such as 	ceipts), and 

• (U//FOU0) Submits receipts to the case accountant/FA to prepare direct advance 
vouchers. 

6.2. (UHFOU0) Case Accountant/FA 

(U//FOUO) The case accountant/FA: 

• (U//FOUO) Ensures monthly expense vouchers are prepared in a timely manner, 

• (W/FOU0) Assigns a sequential item number to the documentation supporting each 
expenditure, 

• (U//FOUO) Complies with the proper methods to record all receipts/invoices for 
confidential advance payments on the FD-736 Form, 

• (U//FOUO) Prepares and signs the FD-735 Form, 

• (U//FOU0) Prepares the FD-37 Form, 

• (U//FOUO) Reviews the direct advance voucher for mathematical accuracy, 
completeness, and compliance with rules and procedures, 
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6. (U//FOUO) Procedures for Direct ~dvance Vouchers 

(U//FOUO) Expenditures for each case receiving direct advance funds must be reported on a 
monthly Advanr~ Rille Slip Form (FD-37). A direct advance voucher is required for each month 
that advanced funds remain outstanding, even ifno expenditures were made (zero amount 
voucher). The direct advance voucher must include the FD-37 Form, Voucher Reconciliation 
Form CFD-735), and Itemization of Expenditure Form (FD-736). Improper categorization of 
expenditures on the direct advance voucher could lead to insufficient funds in a critical budget 
category. 

(U//FOUO) If an off-line, automated system is used to prepare data for voucher submission, it' 
must produce an exact replica of each form required, or information must be entered manually on 
approved forms. Additional computer reports, trial balances, etc., should not be enclosed in 
voucher submissions. 

(U//FOUO) Dir~ct advance vouchers are due to CPCSU, FD, by thl tblloWing 
the calendar month in which expenditures were paid, except in cert4H cases Where exL~sions 
have been granted by CPCSU, FD. 

(U/IFOUO) Eachvoucher should be routed through the appropriate financial personnel (e.g., 
case accountant, SAA, FA, FM)for review prior to submission t6 FBIHQ. The process for 
submission of direct advance vouchers follows. 

6.1. (U//FOUO) Accountable Officer/Case Agent 

(U/IFOUO) The accountable officer/case agent: 

• (U/IFOUO) Ensures monthly direct advance vouchers are prepared in a timely manner, 

• (U/IFOUO) Arranges original receipts and certifications in order, by date paid or type of 
expendibJre (origintl receipts may be substituted with copies in certain limited situations, 
such as 1 ~ceipts), and 

• (u/IFOUO) Submits receipts to the case accountantIFA to prepare direct advance 
vouchers. . 

6.2. (UIIFOUO) Case AccountantlFA 

(U/IFOUO) The case accountantIFA: 

• (U/IFOUO) Ensures monthly expense vouchers are prepared in a timely manner, 

• (U/IFOUO) Assigns a sequential item number to the documentation supporting each 
expenditure, 

• (U//FOUO) Complies with the proper methods to record all receipts/invoices for 
confidential advance payments on the FD-736 Form, 

• (U/IFOUO) Prepares and signs the FD-735 Form, 

• (U/IFOUO) Prepares the FD-37Form, 

• (U/IFOUO) Reviews the direct advance voucher for mathematical accuracy, 
completeness, and compliance with rules and procedures, 
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• (U//FOU0) Provides copies of pertinent documentation supporting the purchase of 
property that is inventoried to the property custodian, 

• (U//FOUO) Submits the direct advance voucher package to the appropriate official for 
review and approval on the FD-37 Form, and 

• (U/NOU0) Ensures the original, signed direct advance vouchers, accompanying forms, 
original receipts for the expenditures, and any other supporting documentation are 
properly filed in the appropriate case financial subfile. 

6.3. (U//FOUO) Supervisor 

(U/NOU0) The supervisor then: 

• (U/NOU0) Reviews the monthly direct advance vouchers and supporting documentation 
to ensure accuracy of the amount reported, 

• (U//FOU0) Ensures that'expenditures made in conjunction with UCOs are reasonable 
and in keeping with the stated objective of the operation, 

• (U//FOU0) Signs the FD-736 Form and FD-37 Form, and 

• (U//FOU0) Submits the direct advance voucher package to the ASAC or a higher level 
official for review and approval on the FD-37 Form. 

6.4. (U//FOU0) ASAC or Higher Level Official 

(UI/FOUO) The ASAC or a higher level official then: 

• (U//FOU0) Ensures that expenditures made in conjunction with UCOs are reasonable 
and in keeping with the stated objective of the operation, 

• 	(U//FOU0) Reviews the direct advance voucher package, 

• 	(U//FOU0) Signs the FD-37 Form, and 

• (U//FOUO) Returns the completed, signed direct advance voucher package to the 
appropriate individual. 

i
6.5. (U//FOUO) Financial Manager (if applicable) 

UO) When applicable, the FM ensures TPD personnel post payments tol 	land 
nto appropriate ledgers. 

6.5.1. 	(U//FOUO) Mailing Instructions 

(W/FOU0) All direct advance voucher documents, including refunds, manufacturer rebates, 
financial statement reports, and other covresnondence. are to be forwarded by registered mail 
(separated from regular Bureau mail), oil 	 Ito FBIHQ. 

(U//FOUO) A copy of a signed direct advance voucher package and a Return Receipt Card Form 	b6 
(FD-441) must be enclosed in an inner and out- 	lope addressed to: AD, Finance Division, 	b 7 C 

Attention: Accounting Section, CPCSU, Roo 

(U//FOU0) Record the legistered mail number in the 	 of the case file. 
b7E 
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• (UIIFOUO) Provides copies of pertinent documentation supporting the purchase of 
property that is inventoried to the property custodian, 

• (UIIFOUO) Submits the direct advance voucher package to the appropriate official for 
review and approval on the fD-37 Jiorm, and 

• (UIIFOUO) Ensures the original, signed direct advance vouchers, accompanying forms, 
original receipts for the expenditures, and any other supporting documentation are 
properly filed in the appropriate case financial subtile. 

6.3. (UIIFOUO) Supervisor 

CUIIFOUO) The supervisor then: 

• (UIIFOUO) Reviews the monthly direct advance vouchers and supporting documentation 
to ensure accuracy of the amount reported, 

• (UIIFOUO) Ensures that' expenditures made in conjunction with UCOs are reasonable 
and in keeping with the stated objective of the operation, 

• (UIIFOUO) Signs the FD-736 Form and FD-37 Form, and 

• (U/IFOUO) Submits the direct advance voucher package to the ASAC or a higher level 
official for review and approval on the FD-37 Form. 

6.4. (U//FOUO) ASAC or Higher Level Official 

(U/IFOUO) The ASAC or a higher level official then: 

• (U/IFOUO) Ensures that expenditures made in conjunction with UCOs are reasonable 
and in keeping with the stated objective of the operation, 

• (U/IFOUO) Reviews the direct advance voucher package, 

• (U/IFOUO) Signs the FD-37 Form,and 

• (U/IFOUO) Returns the completed, signed direct advance voucher package to the 
. appropriate individual. 

6.5. . (UIIFOUO) Financial Manager (if applicable) 

,.£!lLLE9.UO) When applicable, the FM ensures TPD personnel post payments toDndD 
L-Jinto appropriate ledgers. 

6.5.1. (U//FOUO) Mailing Instructions 

(UIIFOUO) All direct advance voucher documents, including refunds, manufacturer rebates, 
financial statement reports, and other corspondence. are to be forwarded by registered mail 
(separated from regular Bureau mail), 0 _ ~o FBffiQ. . 

(UIIFOUO) A copy of a signed direct advance voucher package and a Return Receipt Card Form 
(FD-441) must be enclosed in an inner and oU~lope addressed to: AD, Finance Division, 
Attention: Accounting Section, CPCSU, Roo . .. . 

(U/IFOUO) Record the·registered mail number in the I of the case file. 
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6.6. (U//FOUO) Direct Advance Voucher Forms 

(U//FOUO) Internal forms and records used in support of the direct advanced funds are designed 
for simplicity and ease of understanding. Simple instructions are provided on the forms to assist 
the user in completing them correctly. The forms are intended to be completed at the time the 
transactions occur. Each monthly direct advance voucher must include the documents described 
below, assembled in the order listed. 

	

6.6.1. 	(U//FOUO) Advanced Blue Slip Form (FD-37) 

• (U//FOUO) Field Office: Enter the field office name. 

• (UHFOU0) File Number: Enter fil9 number, including alpha designation where 
appropriate. If the payment is to al 	Tenter the file number of the case(s) benefiting 
from the expenses or services for which payment is being made. This information is 
essential to the proper posting of confidential expense information and must be included. 

• (U/IFOUO) Authority: Enter "SAC" for all payments t 	or operational 
expenditures which fall within the field division head au onty limit for each case, or 
reference the Bureau communication and date which authorized expenditures that exceed 
the field division head's authority. 

• (U/IFOUO) Period covered: The period covered by this payment may be the single day 
that payment was made, as in the case of a payment for the purchase of supplies, or a  
number of days durina which service wastrovided, as in the case of 4 

I Indicate if the payment is ft) ne maae ny 
another held ottice and it so, enter the name of the field office. 

b7E 

b7E 

b7E 

b7E • (U//FOUO) Payment' 	I Check "yes" if this Blue Slip includes 	to 
II This information is essential to ensure that the 	is 
properly reimbursed by the Assets Forfeiture Fund. 

• (U//FOUO) Category: Check the budget category which best describes the case to which 
the voucher pertains. 

• (U//FOU0) Item Number and Amount: Total the expenditures listed on the Itemization  
of Expenditures Form (FD-736) by type and enter the total amount in the amount column 
next to the item number. 

• (UHFOU0) Subtotal Amount: Total all expenses provided in the amount column. 

• (U//FOUO) Proceeds Offse 	Enter the amount of proceeds used to offset 	 b 7 E 
expenses, from the FD-736 Form, in t e space provided next tcl 	 I if 
applicable. 

• (UHFOU0) 
Form by th 
provided next to ite 

b7E 
Total the expenditures listed on the FD-736  

type and enter the total amount in the space 
in the amount column, if applicable. 

(U/fF01101 proceeds Offse 	Enter the amount of proceeds used to offset the 
Vvidence, i app Ica e. 

• (U//FOUO) Subtotal Amount: Enter the sum of the subtotal for all expenses minus 
proceeds offset. 

b7E 
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6.6. (U/IFOUO) Direct Advance Voucher Forms 

(U/IFOUO) Internal fonns and records used in support of the direct advanced funds are designed 
for simplicity and ease of understanding; Simple instructions are provided on the forms to assist 
the user in c.ompleting them correctly. The fonns are intended to be completed at the time the 
transactions occur. Each monthly direct advance voucher must include the documents ue:;cribt::J 
below, assembled in the order listed. 

6.6.1. (UI/FOUO) Advanced Blue Slip Form ~ 

• (U/IFOUO) Field Office: Enter the field office name. 

• (U/IFOUO) File Number: Enter ~ number, including alpha designation where 
appropriate. If the payment is to aL-J enter the file number of the case( s) benefiting 
from the expenses or services for which payment is being made. This infonnation is 
essential to the proper posting of confidential expense infonnation and must be included. 

• (U/IFOUO) Authority: Enter "SAC" for all payments trf!oroperational 
expenditures which faU within the field division head au$oruyiunitfor each case, or 
reference the Bureau communication and date which authorized expenditures that exceed 
the field division head's authority. . 

• (U/IFOUO) Period covered: The period covered by this payment may be the single day 
that payment was made~ as in the case of a payment for the purchase of supplies. or a 
number of da s duri . . rovided, as in the case of f . 

Indicate if the payment is fho:-1b~enm=aa'l"2enb~y""-----' 
L...:::==;"'T;'~-:::1'=~::-::rl:T"::s-::-o,-:e::::n~er:::::"1'~e::"n~am=e 9f the field office. . 

• (U/IFOUO) Payment I I Check ''yes'' if this Blue Slip includesllto 
I ' I This information is essential to ensure that th~ 

properly reimbursed by the Assets Forfeiture Fund. 

e(U/IFOUO) Category: Check the budget category which best describes the case to which 
the voucher pertains. 

• (U/IFOUO) Item Number and Amount: Total the expenditures listed on the Itemization 
of Expenditures Fonn (FD-736) by type and enter the total amount in the amount column 
next to the item number. 

• (U//FOUO) Subtotal Amount: Total all expenses provided in the amou!1t column. 

• (U/IFOUO) Proceeds Offsedl Enter the amount of proceeds used to offset 
exp~nses, from the FD-73 6 F~ space provided next t9 I if 
applIcable.. . 

• (U/IFOUO) Evide; ~Total the expenditures listed on the FD-736 
Fonn by th~ _ _ _ . type and enter the total amount in the space 
provided next to ite in the amount column, if applicable. 

• GJ/IFOUQ) pro~eeds Offse.il Enter the amount of proceeds used to offset the I . Fvidence, i~. 
• (UI/FOUO) Subtotal Amount: Enter the sum of the subtotal for all expenses minus 

proceeds offset. 
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• (U/IFOUGI 

'Under normal conditions 

• (U//FOU0) Proceeds Offset: Enter the amount of proceeds used to offset'  

• (UHFOU0) Total amount: Enter the total of all expenditures reported on the Advanced  
Blue Slit Forml  

!Ensure that proper documentation is enclosed to show that 
expenditure amounts entered on lines marked "*" were properly authorized. 

6.6.2. 	(U//FOUO) Voucher Reconciliation Form (FD-735) 

• (U//FOU0) Field Office: Enter the field office name. 

• (U//FOU0) File Number: Enter the file number of the case(s) benefiting from the 
expenses or services for which payment is being made. 

• (W/FOU0) Period Covered: Enter the period of the voucher being submitted. 

• (U//FOUO) Complete the following numbered items: 

1. (U//FOU0) Cash Balance: Enter the cash balance at the beginning of the current 
voucher reporting period. (This amount should be equal to the cash balance reported at 
the end of the previous voucher reporting period or zero if this is the initial voucher.) 

2. (U//FOU0) Direct Advances received: Enter the total amount of direct advances 
received from FBIHQ during the current voucher period. 

eceived: Enter the total amount of direct advances fort 
received om FBIHQ during the current voucher period. 

!received: Enter the total amount of direct advances for 
received from FBIHQ during the current voucher period. 

5. (INFOU0) 	I Enter the total amount o 	 uring the current 
voucher period. 

!Enter the total amount off 6. (U//FOUO)I 	 j 
'during the current voucher period. 

7. (UHFOU0) Security Deposits returned: Enter the total of all security deposits during 
the current voucher period. 

8. (U//FOUO) Prior period expense refunds (current FY): Enter the total of all prior 
period expenses that were refunded during the current voucher period. 

9. (U//FOUO) Other (specify): Itemize other sources of funds received during the current 
voucher period. 
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IUndernormal conditinnd 

(U/IFOUO) Proceeds Offset: Enter the amount of proceeds used to offsed 
J 

I 

Ensure that proper documentation IS enc ose 
L.e~x~p~en~l~tu-r~e -am""'""'::'ou--n-::t-s --en-::t--er-'ed on lines marked "*,, were properly authorized. 

6.6.2. (U/IFOUO) Voucher Reconciliation Form (FD-735) 

• ,(U/IFOUO) Field Office: Enter the field office name. 

• (U/IFOUO) File Number: Enter the file number of the case(s) benefiting from the 
expenses or services for which payment is being made. 

• (U/IFOUO) Period Covered: Enter the period of the voucher being submitted. 

• (U//FOUO) Complete the following numbered items: 

I 

~ 
r 

l. (U/IFOUO) Cash Balance: Enter the cash balance at the begiIming of the current 
voucher reporting period. (This amount should be equal to the cash balance reported at 
the end of the previous voucher reporting period or zero if this is the initial voucher.) 

2. (U/IFOUO) Direct Advances received: Enter the total amount of direct advances 
received from FBIHQ during the current voucher period. 

I 

3. I (U/lFiU O~ ~"'i"d' Enterthe total ,mount of di="dv""",,, finD 
receIved from FBIHQ during the current voucher period. 

4. (U/IFOUO eceived: Enter the total amount of direct advances for 
L..-___ ..,.._....I..:r..;,ec_e....;,iv,;",ed from FBIHQ during the current voucher period. 

5. (U/IFOU0IL-___ --' Enter the total amount o~ rUring the clirrent 
voucher period. .. 

6. (U/IFOUO)r-1 ---------'1 Enter the total amount oflL.._..,.........,_---' 
I Iduring the current voucher period. 

7. (U/IFOUO) Security Deposits returned: Enter the total of all security deposits during 
the current voucher period. 

8. (U/IFOUO) Prior period expense refunds (current FY): Enter the total of all prior 
period expenses that were refunded during the current voucher period. 

9. (U/IFOUO) Other (specify): Itemize other sources offund.s received during the current 
voucher period. 
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10. (UHFOU0) Total Receipts — current period: Add all entries for lines 2 through 9. 

11. (UHFOU0) Total Funds Available: Add lines 1 and 10 to determine the total funds 
available. 

12. (W/FOUO) Amount of this %oueher: Enter the amount of expenditures reported in 
this voucher. This amount must agree with the bottom total of the FD-736 Form on line 
8b of the voucher. 

13 	 Enter the total amount o 
	  unng the voucher penod. (Note: This amount must agree with t e 

FD-736 Form which applies receipts to offset expenditures before using advanced 
funds.) 

14. (UHFOU0) Prior expenses: Enter the amount of prior expense offsets for refunds 
being returned that are being used to offset expenses. The funds must have been 
returned during the current fiscal year. 

15. //FOU01 	 'Enter the amount o4 
o the U.S. Ireasury, either by a check attached to the voucher or by a 

wire transfer. 

16  (UHFOU01)111  	Enter the amount oil 
	t e U.S. Treasury either by a check attached to the voucher or by a 
FEDLINE wire transfer.  

17. (U//FOUO 	 'Enter the amount oil 
Ihe U.S. Treasury either by a check attached to the voucher or by a 

PhDLINE wire transfer. 

18. (UHFOU0) Security Deposits: Enter the amount of security deposits returned that are 
being remitted to the U.S. Treasury either by a check attached to the voucher or by a 
FEDLINE wire transfer. 

19. (UHFOU0) Other (specify): Itemize other remittances being sent to FBIHQ either by 
a check attached to the voucher or by a FEDLINE wire transfer. 

20. (U/NOU0) Subtotal: Add lines 15 through 19. 

21. (U//FOUO) Total Deductions: Add lines 12, 13, 14, and 20. 

22. (U//FOUO) Cash Balance, End of Period: Subtract the total deductions on line 21 
from total funds available on line 11. 

23. (U//FOUO) Petty Cash: Enter the total amount of petty cash on hand plus interim 
receipts for petty cash not vouchered, as of the last day of the reporting period. 

24. (U//FOUO) Cash in Safe: Enter the total amount of cash held in the supervisor's safe 
on the last day of the reporting period. 

25. (U//FOUO) Cash in bank: Enter the total amount of cash held in all bank accounts 
(savings and checking) on the last day of the reporting period. 

26. (UBFOU0) Outstanding advances to employees: Enter the total of all outstanding 
advances to SAs on the last day of the reporting period. 
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10. (U/IFOUO) Total Receipts - current period: Add all entries for lines 2 through 9. 

11. (U/IFOUO) Total Funds Available: Add lines 1 and 10 to determine the total funds 
available. 

12. (UJJFOUO) Amount of this "ouchcr: Enter the amount of expenditures reported in 
this voucher. This amount must agree with the bottom total of the FD-736 Form on line 
8b of the voucher. 

13 CU/JFOUQ)r"1 ---------...,~nter the total a~ount o~ I 
I ~unng the voucher penod. (Note: This amount must agree wIth the 

FD-736 Form which applies receipts to offset expenditures before using advanced 
funds.) 

14. (U/IFOUO) Prior expenses: Enter the amount of prior expense offsets for refunds 
being returned that are being used to offset expenses. The funds must have been 
returned during the current fiscal year. 

15
1 
=t1 ~nte' the amount o~ o t~e U.S. l'rea~ury, elfher by a check attached to!::-Trtfi:-:::e~v~o::-:u~cfir:e;::r~o:::r"t:b:;-;y";;a~---' 

Wlre trans r 
16 Enter the amount o~r-----------....., 

L...;:,:=~=-,t e .. reasury elt er by a check attached to the voucher or by a 
FEDLlNE wire transfer. 

Enter the amount o~ 
r~;;;";;;~~::-e-;U;"T"";'. S'. ""T're-a-s-ury---leither by a check atta!-=c'l:'he::':drt:'!o:-lth""="e '="v""'ou""c:1:fi:"::e=-r ""'or::-1b':::y""'a::-----' 

wire transfer. 

18. (U//FOUO) Security Deposits: Enter the amount of security deposits returned that are 
being remitted to the U.S. Treasury either by a check attached to the voucher or by a 
FEDLINE wire transfer. 

19. (U//FO UO) Other (specify): Itemize other remittances being sent to FBIHQ either by 
a check attached to the voucher or by a FEDLINE wire transfer. 

20. (UJ/FOUO) Subtotal: Add lines 15 through 19. 

21. (UJIFOUO) Total Deductions: Add lines 12, 13, 14, and 20. 

22. (U/IFOUO) Cash Balance, End of Period: Subtract the total deductions on line 21 
from total funds available on line 11. 

23. (U/IFOUO) Petty Cash: Enter the total amount of petty cash on hand plus interim 
receipts for petty cash not vouchered, as of the last day of the reporting period. 

24. (U/IFOUO) Cash in Safe: Enter the total amount of cash held in the supervisor's safe 
on the last day of the reporting period. 

25. (UJIFOUO) Cash in bank: Enter the total amount of cash held in all bank accounts 
(savings and checking) on the last day of the reporting period. 

26. (U/lFOUO) Outstanding advances to employees: Enter the total of all outstanding 
advances to SAs on the last day of the reporting period. 
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27. (U//FOUO) Outstanding advances! 	Enter the total of all outstanding 
advancei 	 n the last day of the reporting period. 

28. (U//FOUO) Other (specify).  Itemize any other forms of cash (e.g., investments, safe-
deposit box contents). 

29. (U//FOUO) Cash Balance, End of Period: Add entries for lines 23 through 28. This 
amount should equal the amount on line 22. 

30. (U//FOUO) Direct Advances Balance: Enter the balance of all advanced funds 
remaining at the end of the period. 

31. (U//FOUO) 	 alance: Enter the balance of all 	'funds  

b7E 

remaining at a en o e period. 

32. (INFOU0) (Balance: Enter the balance of
Iremaining at he end at the perm . 

33. (U//FOUO)FIBalance: Enter the balance of all[ 	(remaining at the end of the 
period. 

b7E 

b7E 

b7E 

b7E 

remaining t me ena or me pe alance: Enter tod. 
34. (U//FOUOI 	 the balance of all 

35. (W/FOU0) Other (specify): Enter the total of all other funds remaining at the end of 
the period. 

36. (W/FOU0) Cash Balance, End of Period: Add lines 30 through 35. This amount 
should equal line 22. 

(UHFOU0) The individual who prepares the FD-735 Form must verify the balance of cash on 
hand through a physical cash count (on a monthly basis), and sign and date the bottom of the 
form to certify the performance and accuracy of the cash reconciliation. 

6.6.3. 	(U//FOUO) Itemization of Expenditures Form (FD-736)  

1. (U//FOU0) Enter the abbreviated case title. 

2. (U//FOU0) Enter the field office file number. 

3. (U//FOU0) Check the type of voucher (TPD system or advance). 

4. (U//FOUO) Enter the period covered by the Advanced Blue Slip Form. 

5. (U//FOU0) Enter sequential item numbers corresponding to item numbers on 
documentation being submitted to support each expenditure. 

6. (U//FOUO) Enter the payment date . 

7. (U//FOUO) Enter the name of the paryeb: 

a. (UHFOU0) For payments tol 	enter till 
(Note: TPD transactions should e voucherea separately). 

b. (U//FOUOIFor navments tol 

	

	 Ido not enter the game of the 
instead, enter 

the name of the ultimate recipient and the purpose of each payment charged. 

b7E 
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r=1...:;;:.===~~==:::1...--....... ---l Enter the total of all outstanding 
n the last day of the reporting period. 

~~~-~~~~-~--~ 28. (U/IFOUO) Other (specify): ItemIze any ot er forms of cash (e.g., investments, safe-
deposit box contents). 

29. (U/IFOUO) Cash Balance, End of Period: Add entries for lines 23 through 28. This 
atJlount should equal the amount on line 22. 

30. (U/IFOUO) Direct Advances Balance: Enter the balance of all advanced funds 

rem'ining 'r en: o::e~eriOd 
31. (UI/FOUO) alance: Enter the balance of all !fundS 

remaining at e en 0 e period. 

32. (U/IFOU<:l)I lBalance: Enter the balance ofal~ 
remaining at the end of the peno<1. 1..-____ ---1 

33. (U/ ~OUO)Dalance: Enter the balance of alDemaining at the end of the 
penod. 

34. (U/m:o.UO~. ~alance: Enter the balance of ani I 
remammg At the ena or the peliod. 

35. (u/IFOUO) Other (specify): Enter the total of all other funds remaining at the end of 
the period. 

36. (U/IFOUO) Cash Balance, End of Period: Add lines 30 through 35. This amount 
should equal line 22. 

(U/IFOUO) The individual who prepares the FD-735 Form must verifY the balance of cash on 
hand through a physical cash count (on a monthly basis), and sign and da~e the bottom of the 
form to certify the performance and accuracy of the cash reconciliation. 

6.6.3. (UI/FOUO) Itemization of Expenditures Form (FD-736) 

1. . (U/IFOUO) Enter the abbreviated case title. 

2. (U/IFOUO) Enter the field office file number. 

3. (U/IFOUO) Check'the type of voucher (TPD system or advance). 

4. (U/IFOUO) Enter the period covered by the Advanced Blue Slip Form. 

S. CU/IFOUO) Enter sequential item numbers corresponding to item numbers on 
documentation being submitted to support each expenditure. 

6. CUI/FOUO) Enter the payment date. 

7. (U/IFOUO) Enter the name of the paQe: . 

a. (U/IFOUO) For payments to enter thr 
(Note: TPD transactions shou e vouchere'a:J""'s""e""'pa"'t ... at"'e"'ry""'j-. _______ ...J 

b. aWEoUQ) For payments tal Ida not enter the v~me of the 
I . J mstead, enter 
the name of the ultimate recipient and the purpose of ~ach payment charged. 
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8. (U//FOUO) Enter the purpose for each expenditure. 

9. (1.1//FOU0) Enter thel 	 I that best describes the purpose or nature of the 
expendituri 

10. (1_111170U0) Enter the amount of each expenditure 

11. (U//FOUO) Enter the total amount of all expenditures reported, net of prior period 
adjustments. If more than one page is required, enter a cumulative subtotal on this line 
and carry the amount forward to the first line of the following page. 

12. (U//FOU0) Enter the amount oil 	13 be applied, if an exemption has been approved to 
offset expenditures with income. This amount should never be greater than the total 
amount of all expenditures, even if more income was received during theeriod and 
should  equal the amount entered on the Advanced Blue Slip Form next to 

I  
13. (U//FOU0) Subtract PGI used to offset expenditures from total expenditures to determine 

the net expenditures to be applied against outstanding advances. This amount should 
never be a negative number and should equal the total amount entered on the Advanced 
Blue Slip Form. 

6.6.3.1. 	(U//FOUO) Recording Period Adjustments 

(UHFOU0) Adjustments for direct advance vouchers, such as refunds of payments previously 
vouchered and corrections to errors made on previously submitted vouchers, should be recorded 
on the FD-736 Form as follows: 

1. (U//FOU0) Subtotal expenditures for the current voucher period on the last page of the 
FD-736 Form. 

2. (11//FOU0) Itemize adjustments, date, payee, purpose, and the expenditure types 
previously charged. 

3. (U//FOU0) Enter the credit amount. 

4. (U//FOU0) Follow steps 11 through 13 listed above (in Section 6.6.3 of this PG). 

6.7. (U//FOUO) Cash Count Verification Form (FD-917) 

(U//FOUO) A Cash Count Verification Form (FD-917) must be completed on a monthly basis to 
verify that a physical cash count was performed for all TPD system funds, outstanding direct 
advanced funds, emergency funds' 	 IThe physical 
cash count must be conducted by someone other than the custodian of the cash, in the presence 
of the custodian, and the counts must be documented using the FD-917 Form. 

(U//FOU0) The employee responsible for conducting the internal audit(s) must also verify the 
cash balance(s) through a physical cash count(s) during each audit. The completed form must be 
maintained by the field office with the appropriate voucher or internal audit work papers. 
Complete the FD-917 Form as follows: 

1. (U//FOUO) Enter the total number for each currency denomination.,  

2. (U//FOU0) Enter the total dollar amount for each currency denomination. 

72 
UNCLASSIFIED//FOR OFFICIAL USE ONLY 

ACLURM003705

UNCLASSIFIEDI/FOR OFFICIAL USE ONLY 
Confidential FundingPolicy Implementation Guide 

8. (U//FOUO) Enter the purpose for each expenditure. 

9. (UI/FOUO) Enter thd I that best describes the purpose or nature of the 
expenditur~ ... ____ ---, 

10. (u//FOUO) Enter the amount of each expenditllre 

11. (U//FOUO) Enter the total amount of all expenditures reported, net of prior period 
adjustments. If more than one page is required, enter a cumulative subtotal on this line 
and carry the amount forward to the first line of the following page. 

12. (U//FOUO) Enter the amount od"b be applied, ifan exemption has been approved to 
offset expenditures with incom~~mount should never be greater than the total 
amount of all expenditures, even if more income was received during the reriOd, and. 
~eqUal the amount entered on the Advanced Blue Slip Form next to _ I 

13. (U//FOUO) Subtract PGI used to offset expenditures from total expenditures to determine 
the net expenditures to be applied against outstanding advances. This amount should 
never be a negative number and should equal the total amount entered on the Advanced 
Blue Slip Form. 

6.6.3.1. (UIIFOUO) Recording Period Adjustments 

(U//FOUO) Adjustments for direct advance vouchers, such as refunds of payments previously 
vouchered and corrections to errors made on previously submitted vouchers, should be recorded 
on the FD-736 Form as follows: 

1. (U//FOUO) Subtotal expenditures for the current voucher period on the last page of the 
FD-736 Form. 

2. (U//FOUO) Itemize adjustments, date, payee, purpose, and the expenditure types 
previously charged. 

3. (U//FOUO) Enter the credit amount. 

4. (U//FOUO) Follow steps 11 through 13 listed above (in Section 6.6.3 ofthis PG). 

6.7. (U//FOUO) Cash Count Verification Form <FD-917) 

(U//FOUO) A Cash Count Verification Form (FD-9171 must be completed on a monthly basis to 
verify that a physical cash count was erformed for allTPD s stem funds outstanding direct 
advanced funds, emergency funds e physical 
cash count must be conducted by someone 0 er an e custo Ian 0 e cas ,ill the presence 
of the custodian, and the counts must be documented using the FD-917 Form. 

(U//FOUO) The employee responsible for conducting the internal audit(s) must also verify the 
cash balance(s) through a physical cash count(s) during each audit. The c0mpleted form must be 
maintained by the field office with the appropriate voucher or internal audit work papers. 
Complete the FD-917 Form as follows: 

1. (U//FOUO) Enter the total number for each currency denomination. 

2. (U//FOUO) Enter the total dollar amount for each currency denomination. 
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3. (U//FOUO) Enter the sum of the total dollar amount of all currency denominations on the 
subtotal line. 

4. (UHFOU0) Enter the total number of each coin denomination. 

5. (U/NOU0) Enter the total dollar amount for each coin denomination. 

6. (U./N.0U°) Enter the sum of the total dollar amount of all coin denominations on the 
subtotal line. 

7. (U//FOUO) Enter the total cash on hand (both currency and coin denominationt—added 
together.) 

8. (U//FOU0) Enter the total of all outstanding receipts on hand. 

9. (W/FOU0) Enter the sum of all cash and receipts on hand. 

10. (U//FOUO) Enter the date the cash count was performed. 

11. (U/IFOUO) Enter the name of the individual who counted the cash. 

12. (U/IFOUO) Obtain the custodian of fund's signature and the date the count was 
witnessed. 

13. (U//FOUO) Enter the total of cash and receipts on hand. 

14. (U//FOUO) Obtain the signature and date of the auditor or preparer of the FD-735 Form. 

6.8. (U//FOUO) Receipts for Confidential Expenditures 

(U//FOU0) The expenditure of confidential funds must be adequately supported by an original 
receipt. Copies of the receipt may be submitted in place of the original receipt in unusual 
circumstances, such as when an original receipt is maintained for warranty purposes. 

(U//FOUO) The original receipt must include the following information: 

• (U//FOU0) Date: The date payment was made. 

• (U/NOU0) Amount paid: The actual amount paid, which should be included on the 
receipt. 

• (U//FOU0) Payee: The identity of the ultimate recipient of the payment. The vendor city 
and state must be stated on the receipt or provided by the individual who incurred the 
expense. If a credit card is used, the entity receiving payment from the credit card 
company is the payee, not the credit card company. 

• (U//FOUO) Proof of payment: Evidence in the form of a stamp or the word "paid" 
written across the face of the document may be made only by the vendor or the individual 
making the payment to show that payment was made. If payment was made by check, the 
check number and date paid should be clearly marked. 

• (U//FOLIO) Reason for expenditure: A description of items purchased or of services 
provided and a brief justification statement regarding their necessity. 

17/W if 	 b7E 
The use of an FBI employee's true 

73 
UNCLASSIFIED//FOR OFFICIAL USE ONLY 

ACLURM003706

UNCLASSIFIED//FOR OFFICIAL USE ONLY 
Confidential Funding Policy Implementation Guide 

3. (U//FOUO) Enter the sum of the total dollar amount of all currency denominations on the 
subtotal line. 

4. (U//FOUO) Enter the total number of each coin denomination. 

5. (UI/FOUO) Enter thc total dollar amount for each coin denomination. 

6. (U//FOUO) Enter the sum of the total dollar amount of all coin denominations on the 
subtotal line. 

7. (U//FOUO) Enter the total cash on hand (both currency and coi:ridenomi~ationsadded 
together.) 

8. (U//FOUO) Enter the total of all outstanding receipts on hand. 

9. ((J//F0UO) Enter the sum of all cash and receipts on hand. 

10. (U//FOUO) Enter the date the cash count was performed. 

II. (U//FOUO) Enterthe name of the individual who counted the cash. 

12. (U//FOUO) Obtain the custodian of fund's signature and the date the count was 
witnessed. 

13. (U//FOUO) Enter the total of cash and receipts on hand. 

14. (U//FOUO) Obtain the signature and date of the auditor or preparer of the FD-735 Fonn. 

6.8. (UI/FOUO) Receipts for Confidential Expenditures 

(U//FOUO) The expenditure of confidential funds must be adequately supported by an original 
receipt. Copies of the receipt may be submitted in place of the original receipt in un\lsual 
circumstances, such as when an original receipt is maintained for warranty purposes. 

(U//FOUO) The original receipt must i~clude the following information: 

• (U//FOUO) Date: The date payment was made. 

• (U//FOUO) Amount paid: The actual amount paid, which should be included on the 
receipt. . 

• (U//FOUO) Payee: The identity of the ultimate recipient of the payment. The vendor city 
and state must be stated on the receipt or provide~ by the individual who incurred the 
expense. If a credit card is used, the entity receiving payment from the credit card 

. company is the payee, not the credit card company. . 

• (U//FOUO) Proof of payment: Evide~ce inthe form ofa stamp or the word "paid" 
written ~cross the face of the documen.t may be made only by the vendor or the individual 
making the payment to show that payment was made. If payment was made by check, the 
check number and date paid should be clearly marked. 

• (U//FOUO) Reason for expenditure: A description of items purchased or of services 
provided and a brief justification statement regarding their necessity. 

(J I1fFOJ IO~ I 
...... __________________ ---11 The use of an FBI employee's true 
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name is not prohibited 

(UI/FOUMI 

b7E 

b7E 
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• 
(UHFOU0) An original receipt, a copy of a receipt, or a certification of expenditures in lieu of a 
receipt should be treated as evidence, since it is reasonable proof that a financial transaction took 
place. Consequently, receipts or certifications should not be altered in any way unless the 
originator of the receipt or certification initials the change(s) and additional information is 
provided explaining the alteration. 

(U//FOU0) When confidential payments are made with money orders or cashier's checks, 
employees must provide a copy of the money order/cashier's check and the original invoice 
marked "paid" as proof of payment, with the FD-794 Form. A money order stub is not 
acceptable as proof of payment. 

(U//FOU0) Noncompliance to these rules regarding receipts and/or certifications will result in 
confidential expenditures being suspended for correction by the field office's auditor. All 
suspended receipts must be corrected and submitted to the field office's auditor withitEldays of 
the notification. 

6.8.1. 	(UHFOU0) Certification of Expenditures 

(U//FOU0) A certification of expenditures must include all information required for a proper 
receipt, a statement explaining why an original receipt was not obtainable, and must be signed by 
the person making the payment and witnessed by an SA, whenever possible. The following are 
examples where a certification of expenditures might be necessary: 

• (U//FOUO) 

• (W/FOU0)  

■ (U//FOU0) Name and date the money was received from the SA, 

• (UHFOU0) 

■ (U//FOU0) 

■ (UHFOU0) 

■ (U//FOU0) 

(1.17/FOT 101 Nnte• FT1-1n7 Forms are rennired to simnnrt nynencliti  
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name is not prohibitedJ 

iReoJJeiifjng a receipt is a normally accePle,llmpjlJt:hr 
I 

L-I _______ ....... k 
(U/IFOUO) An original receipt, a copy of a receipt, or a certification of expenditures in lieu of a 
receipt should be treated as evidence, since it is reasonable proof that a financial transaction took 
place. Consequently, receipts or certifications should not be altered in any way unless the 
originator of the receipt or certification initials the change(s) and additional information is 
provided explaining the alteration. 

(U/IFOUO) When confidential payments are made with money orders or cashier's checks, 
employees must provide a copy of the money order/cashier's check and the original invoice 
marked "paid" as proof of payment, with the FD-794 Form. A money order stub is not 
acceptable as proof of payment. 

(U/IFOUO) Noncompliance to these rules regarding receipts andlor certifications will result in 
confidential expenditures being suspended for correction by the field office's auditor. All 
suspended receipts must be corrected and submitted to the field office's auditor withiOdays of 
the notification. . 

6.8.1. (U/IFOUO) Certification of Expenditures 

(U/IFOUO) A certification of expenditures must include all information required for a proper 
receipt, a statement explaining why an original receipt was not obtainable, and must be signed by 
the person making the payment and witnessed by an SA, whenever possible. The following are 
examples where a certification of expenditures might be necessary: 

• (UIIFOUO) AI 
• (UIIFOUO)rl'--------------........ --'-.1 

I 1 
• (UIIFOUO) Name and date the money was received from the SA, 

• (UIIFOUO) 

• (UIIFOUO 

• (UIIFOUO 

• (UIIFOUO rm 1m Nnto nlL.-."..3~."..2~F-Qrm-S-a-r-e-re-a-JJ-:-j r-e-=d-;--SJ-m-p-o-rt-e-y-p-en-d,.."JjtureJ 
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6.8.2. 	(U//FOT.10) Receipt for Funds oil 

(IN/FOU0) Each operation that receives funds I 	 Inust provide controls to ensure 
that all funds received are properly recorded and accurately reported. The expenditures should be 
supported by an EC or other documentation maintained in the appropriate subfile. Each receipt 
of funds should be recorded by retaining a copy of a receipt that includes the: 

• (UPFOU0) Date the funds were received, 

• (U/IFOUO) Name of the individual from whom the funds were received, 

• (UHFOU0) Dollar amount received, 

• (U//FOUO) Reason for payment, 

• (U//FOU0) Description on whether the payment is "partial" or "in full", and 

• (UnFOU0) Signature of the recipient 

b7E 
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6.8.2. '(UI/FOUO) Receipt for Funds oJL..-;::::::===~ 
(U/IFOUO) Each operation that receives funds I lnustprovide controls to ensure 
that all funds received are properly recorded and accurately reported. The expenditures should be 
supported by an EC or other documentation maintained in the appropriate subfile. Each receipt 
of funds should be recorded by retaining a copy of a receipt that includes the: 

• (U/IFOUO) Date the funds were received, 

• (U/IFOUO) Name of the individual from whom the funds were received, 

• (U/IFOUO) Dollar amount received, 

• (U/IFOUO) Reason. for payment, 

• (U/IFOUO) Description on whether the payment is "partial" or "in full", and 

• (U/IFOUO) ~ignature of the recipient. 
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7. (11UHFOU0) Accounting Books and Records 

7.1. (U//FOUO) Accounting Recordkeeping 

(U//FOUO) The establishment of budgets and maintenance of propel accounting record system$, 
allowing the comparison of planned and actual expenses, is the key to managing and controlling 
expenditures. In addition, funding significant operations with cash increases the need for strong 
internal controls, which include timely and accurate accounting records. These recordkeeping 
systems support the FBI official accounting records (FMS) when the direct advance vouchers are 
recorded in FMS. 

(U//FOU0) Because of the requirement to report certain UCOs to outside agencies, including the 
U.S. Congress, and to support the management of significant operations, the following 
onerations must maintain comnlete accounting recordkeeping systems and books and records: 

b7E 

b7E 

7.1.1. 	(UHFOU0) Standardized Accounting System 

(U//FOU0) The boo 	 erations mentioned above must comply with the 
accounts listed in th 	 utlines account classifications and includes 
descriptions of the asse , equi , revenue, an expenditure accounts that are to be used in 
confidential operations. 

1UCOs b7E 

(U//FOUO) Each account specified in th 	ay be expanded, through the use of a 
secondary numbering system, to allow for mu p e accounts that are similar in nature. The 
secondary system must use a sequential number for each subclassification of the account, 
separated from the primary number by a decimal point. Every account must be established using 
a subclassification number when initially setting up accounting records to provide for flexibility 
in the event that new accounts must be added as the operation develops. 

(U//FOU0) For example, if an operation has several checking accounts, each account cri he i  
assigned a uniaue account number in the edger by using] 	 'for fill 	 

and CA  1  Total funds in checking accounts can then be 
summarized by 	 th€1 	   

b7E 

b7E 

(U//FOUO) The 	is located on the TPD website under the FD, CPCSU. 
b7E 

7.1.2. 	(INFOU0) Basis of Accounting 

(UPFOU0) All books and records must be kept on a cash basis of accounting rather than an 
accrual basis. The cash basis is a simpler accounting method and the basis upon which 
confidential expenditures must be vouchered. 

(U//FOU0) The accrual basis of accounting should be used only when a formal set of accounting  
records is required to support]  b7E 
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7. (U//FOUO) Accounting Books and Records 

7.1. (UIIFOUO) Accounting Recordkeeping 

(UIIFOUO) The establishment of budgets and maintenance ofpropl1t a~counting record systemc:, 
allowing the comparison of planned and actual expenses, is the key to managing and controlling 
expenditures. In addition, funding significant operations with cash increases the need for strong 
internal controls, which include timely and accurate accounting records. These recordkeeping 
systems support the FBI official accounting records (FMS) when the direct advance vouchers are 
recorded in FMS. 

(UIIFOUO) Because of the requirement to report certain UCOs to outside agencies, including the 
U.S. Congress, and to support the management of significant operations, the following I aaerations must 7in oomoIem ",'mwtiDg ""QIlIIr.wtiDg - II"~ bggks ",d records: 

I ] 
7.1.1. (UIIFOUO) Standardized Accounting System 

(UIIFOUO) The boo rdceratiOns mentioned above must comply with the 
accounts listed in th utlines account classifications and includes 
descriptions of the asse ,equr ,revenue, an expenditure accounts that are to be used in 
confidential operations. 

(U/IFOUO) Books and records ar~'red for confidential cases,l Iucos 
that are not anticipated to becom COs. The chart of accounts used to rep;.;ort:.:.... __ --, 
expenditures on the FD-794 Form an lrect advance vouchers must conform to th1 

(UIIFOUO) Each account specified in th~ !may be expanded, through the usL..e-o~f-a----I 
secondary numbering system, to allow for multiple accounts that are similar in nature. The 
secondary system must use a sequential number for each subclassification of the account, 
separated from the primary number by a decimal point. Every account must be established using 
a subclassification number when initially setting up accounting records to provide for flexibility 
in the event that new accounts must be added as the operation develops. 

(UIIFOUO) For example, if an operation has several checking accounts, each account c~ 
assigned a uniau:;ccount number in the ledger by usin~ Ifor thL-J I __ .:: tmd so on. Total funds in checking accounts can then be 
summanzed by . I 
(U/IFOUO) TheDis located on the TPD website under the FD, CPCSu. 

7.1.2. (UIIFOUO) Basis of Accounting 

(UIIFOUO) All books and re,cords must be kept on a cash basis of accounting rather than an 
accrual basis. The cash basis is a simpler accounting method and the basis upon which 
confidential expenditures must be vouchered. 

(U/IFOUO) The accrual basis of accountin should be used onl when a formal set of accounting 
records is re uired to suo 0 
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(U//FOU0) When it is determined that an operation will not adapt to till 	'prior approval 
to e 	a different chart of accounts must be obtained from the substantive desk at FBIHQ 
and 	CID. The need for a second set of books does not constitute justification, per se, for 
a different accounting system. 

(U//FOUO) The cash basis accounting records are still required to support the actual financial 
transactions of till 	operation. The accrual basis accounting records must be maintained 
separately from the cash basis accounting records. 

7.1.3. 	(U//FOLIO) Books and Records 

(U//FOU0) General and subsidiary ledger accounts established in manual books and records 
maintained by field offices must be consistent with the 	established in FMS. 

(U//FOU0) Supporting documentation, such as original invoices and certifications, must be 
attached to an FD-794 Form and direct vouchers. Supporting documentation is reviewed by the 
appropriate supervisor prior to certification and is retained by the field office in a manner that 
allows fOr tracing each transaction from the general ledger to the point of origin. 

(U//FOUO) Copies of documentation provided by voucher preparers should be retained in 
support of property inventory records. 

(U//FOU0) The following books and records, which are required fo 	perations, must be 
maintained for six years and three months from the closing of a case or un the FD or INSD 
notifies the field office. 

7.1.3.1. 	(U//FOLIO) Cash Disbursements (CD) Journal (Expense Ledger) 

(U//FOU0) The CD Journal is used to record all cash expenditures for an operation. Each 
disbursement must be recorded by entering the date, payee, check number, and amount under the 
appropriate disbursement source and expense account columns. 

(U/NOU0) Separate columns in the CD Journal should be used to post recurring disbursements 
of the operation. Other expenditures that occur infrequently should be recorded in a separate 
column entitled, "Other Expenses and Debits," and posted separately to the applicable general 
ledger accounts. Each column and account should be posted to the general ledger on a monthly 
basis. 

7.1.3.2. 	(U//FOU0) Cash Receipts (CR) Journal 

(U//FOUO) The CR Journal is used to record all cash recei is for an o eration. All direct 
advances from FBIHQ, gross receipts from operations, 	 and all other receipts of 
funds, xegardless of the source, should be posted to this j urn . 

(U/NOU0) Examples of receipts common to UCOs include:I 
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(UIIFOUO) When it is detennined that an operation will not adapt to thd Iprior appruval 
to e~ a different chart of accounts must be obtained from the substantive desk at FBIHQ 
andL-J CID. The need for a second set of books does not constitute justification, per se, for 
a different accounting system. 

(UIIFOUO) The cash basis accounting records are still required to support the actual financial 
transactions of th~ ~peration. The accrual basis accounting records must be maintained 
separately fromthe cash basis accounting records. 

7.1.3. (UIIFOUO) Books and Records 

(u/IFOUO) General and subsidiary ledger accounts established in manual books and records 
maintained by field offices must be consistent with thel lestablished in FMS. 

(UIIFOUO) Supporting documentation, such as original invoices and certifications, must be 
attached to an FD-794 Fonn and direct vouchers. Supporting documentation is reviewed by the 
appropriate supervisor prior to certification and is retained by the field office in a manner that 
allows for tracing each transaction from the general ledger to the point of origin. 

(UIIFOUO) Copies of documentation provided by voucher preparers should be retained in 
support of property inventory records. ' 

(UIIFOUO) The following books and records, which are required forlloperations, must be 
maintained for six years and three months from the closing of a case ~ the FD or INSD 
notifies the field office. 

7.1.3.1. (UIIFOUO) Cash Disbursements (CD) Journal (Expense Ledger) 

(UIIFOUO) The CD Journal is.used to record all cash expenditures for an operation. Each 
disbursement must be recorded by entering the date, payee, check number, and amount under the 
appropriate disbursement source and expense account columns. ' 

(UIIFOUO) Separate columns in the CD Journal should be used to post recurring disbursements 
of the operation. Other expenditures that occur infrequently should be recorded in a separate 
column entitled, "Other Expenses and Debits," and posted separately to the applicable general 
ledger accounts. Each column and account should be posted to the general ledger on a monthly 
basis. 

7.1.3.2. (UIIFOUO) Cash Receipts (CR) Journal 

(UIIFOUO) The CR Journal is used to record all cash receiDts for an oDeration., All direct 
advances from FBIHQ, gross receipts from operations, I J and all other receipts of 
funds, .regardless of the source, should be posted to this JOUrnal. I (UIIFOUO) Exampl" ohec,ipti commpn 19 JK:Qi in2lI!d"r"1 -----------, 
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(W/FOU0) Separate columns in the CR Journal should be used to post recurring sources of 
income 	 lind security deposit refunds should be segregated from other types of 
income Infrequent sources of income should be recorded in one column entitled "Other Income 
and Credits" and posted individually to the general ledger on a monthly basis. 

7.1.3.3. 	(UHFOU0) General Journal (GJ) 

(U//FOUO) The General Journal is used to record only those entries which cannot be recorded in 
either the CR or CD Journals. Common entries to the General Journal include corrections of 
errors, adjusting entries, and closing entries. 

7.1.3.4. 	(W/FOU0) General Ledger (GL) 

(U//FOU0) The general ledger consists of a group of accounts used to classify, record, and 
summarize financial transactions. Each operation required to keep books and records is to 
maintain a separate general ledger in the manner prescribed in this PG. 

(U//FOUO) General ledger accounts are to be established to facilitate the preparation of periodic 
financial statements, which follow a uniform and comparable format in presenting all assets, 
liabilities, equity, income, and expenses of the operation, using the general accounts and account 
numbers listed below: 

7.1.3.5. 	(UHFOU0) Accountable Property Register 

(U//FOUO) The accountable pro e 	ister is used to record all nonexpendable property 
acquisitions. In situations wher 
separate APR must be used. 

(U//FOUO) Each entry must include a description of the property item acquired, including model 
and serial number, if available; the assigned barcode identification number; the date purchased; 
and the amount paid. A posting reference column is also essential to establish the audit trail to 
the Cash Disbursement Ledger. 

7.1.3.6.. 	(UHFOU0) Property Management Application' 

(U//F 	) The property custodian must place nonexpendable property o 	I-  greater.i.a  in 
th 	nd flag the property as confidential. The confidential flag is require 	

. 
 

with case funds, property forfeited, or property abandoned and us - 	tEMer 

COs. In addition, the following pro e items are to be captured i 	egardless 
o e • o lar value: central processing units; 	devices with audio/vi eo • ata recording 
and playback features; firearms; jewelry; laptops and related equipment; computer servers, two-
way radios; and watches with communications and synchronization capabilities. 

78 
UNCLASSIFIED//FOR OFFICIAL USE ONLY 

are used to acquire nonexpendable property, a 

b7E 

b7E 

b7E 

b7E 

ACLURM003711

UNCLASSIFIED//FOR OFFICIAL USE ONLY 
Confidential Funding Policy Implementation Guide 

(U//FOUO) Separate columns in the CR Journal should be used to post recurring sources of 
incomeJ bnd security deposit refunds should be segregated from other types of 
income. Infrequent sources of income should be recorded in one column entitled "Other Income 
and Credits" and, posted individually to the general ledger on a monthly basis. 

7.1.3.3. (UI/FOUO) General Journal (GJ) , 
(U//FOUO) The General Journal is used to record only those entries which cannot be recorded in 
either the CR or CD Journals. Common entries to the General Journal include corrections of 
errors, adjusting entries, andclosing entries. 

7.1.3.4. (U//FOUO) General Ledger (GL) 

(U//FOUO) The general ledger consists of a group of accounts used to classify, record, and 
summarize financial transactions. Each operation required to keep books and records is to 
maintain a separate general ledger in the manner prescribed in this PG. 

(U//FOUO) General ledger accounts are to be established to facilitate the preparation of periodic 
financial statements, which follow a uniform and comparable format in presenting all assets, 
liabilities, equity, income, and expenses of the operation, using the general accounts and account 
numbers listed below: 

Account Type Account Number Series 

Assets 

Equity 

IncomelRevenue 

Expenses 

7.1.3.5. (UIIFOUO) Accountable Property Register 

(U//FOUO) The accountable property register is used to record all nonexpendable property 
acquisitions. In situations wher~ I are used to acquire nonexpendable property, a 
separate APR must be used. 

(UIIFOUO) Each entrY must include a description of the property item acquired, including model 
and serial number, if available; the assigned barcode identification number; the date purchased; 
and the amount paid. A posting reference column is also essential to establish the audit trail to 
the Cash Disbursement Ledger. 

7.1.3.6.. (UI/FOUO) Property ManagementApplicatiO~ I 

a
llF ) The property custodian must place nonexpendable property o~r greater in 

t nd flag the property as confidential. The confidential flag is req~'~LWJlj~ 
with case funds, property forfeited, or property abandoned and us r 
COs. In addition, the following p'roperty items are to be captured i egardless 

o e 0 lar value: central processing units;1 I devices with audio/vi eo ata: recording 
and playback features; firearms; jewelry; laptops and related equipment; computer servers, two-

o way radios; and watches with communications and synchronization capabilities. 
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7.1.3.7. 	(UHFOU0) Security Deposit Register 

(U//FOU0) The Security Deposit Register is used to record all payments of refundable security 
deposits. Each entry should include the identity of the payee holding the deposit, the nature of 
the deposit (refundable or nonrefundable), the date paid, and the amount paid. A posting 
reference column is also essential to establish the audit trail to the Expense Ledger. Security 
deposits should be posted to the proper expense ledger, (e.g., rent expense, utilities expense), not 
the asset account to which the deposit was made. Record and cross-reference each entry in the 
Security Deposit Register to the Cash Disbursement Journal-Expense Ledger at the end of the 
month. If a deposit is not returned or applied to the final month, documentation must be provided 
by the lessor. 

(UHFOU0) For those operations that do not require a formal set of books and records, the 
accountable property register and/or the security deposit register must be kept and physically 
maintained at the top of the case financial subfile. 

7.1.3.8. 	(U//FOUO) Posting Procedures 

(U//FOUO) Posting references, such as shorthand or symbolic alphanumeric notations, should be 
used to establish a proper audit trail and to direct the reader of accounting records to the source 
of posted information. References should be included in all journals and ledgers so that each 
entry is cross-referenced from journal to ledger and vice versa. References generally refer to the 
name of a particular ledger or record book and the page in that book where the entry can be 
found. 

(U//FOU0) Using the general ledger as an example, an entry to be found on page 1 would be 
referenced in the CD Journal as GL1. The corresponding entry in the general ledger would be 
referenced as CD1 to show that the entry originated from page one of the CD Journal. 

7.1.3.9. 	(U//FOU0) Posting Sequence 

(U//FOU0) Accounting transactions originate from source documents which support entries to 
journals (CD, CR, or GJ). The General Journal must be posted to the general ledger on a daily 
basis. Other journal postings to the general ledger are required monthly. 

(U//FOLIO) Once all journals have been posted to the general ledger, a "Trial Balance" is 
prepared to prove the equality of all debit and credit balance accounts. When the general ledger 
is in balance, financial statements can be prepared, including a Balance Sheet and Budget 
Performance Statement. 

7.1.4. 	(UHFOU0) Automated Accounting System 

(W/FOU0) Field offices are encouraged to use automated accounting systems which justify the 
accounting requirements specified in this PG. The purchase of the software may be made using 
confidential funds; however, all procurement regulations must be followed. 

(UHFOU0) The software must be capable of managing the books and records of multiple UCOs 
and, if applicable, configured to produce the required forms and ledgers as required in this PG. If 
the software is not capable of producing the required forms and ledgers, these forms must be 
prepared manually. 
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(U/IFOUO) Security Deposit Register 

(U//FOUO) The Security Deposit Register is used to record all payments of refundable security 
deposits. Each entry should· include the identity of the payee holding the deposit, the nature of 
the deposit (refundable or nonrefundable), the date paid, and the amount paid. A posting 
reference column is also essential to establish the audit trail to the bxpense Ledger. Securily 
deposits should be posted to the proper expense ledger, (e.g., rent expense, utilities expense), not 
the asset account to which the deposit was made. Record and cross-reference each entry in the 
Security Deposit Register to the Cash Disbursement Journal-Expense Ledger at the end of the 
month. If a deposit is not returned or applied to the final month, documentation must be provided 
by the lessor. 

(U//FOUO) For those operations that do not require a formal set of books and records, the 
accountable property register and/or the security deposit register must be kept and physically 
maintained at the top ofthe case financial sub file. 

7.1.3.8. (U/IFOUO) Posting Procedures 

(U//FOUO) Posting references, such as shorthand or symbolic alphanumeric notations, should be 
used to establish a proper audit trail and to direct the reader of accounting records to the source 
of posted information. References should be included in all journals and ledgers so that each 
entry is cross-referenced from journal to ledger and vice versa. References generally refer to the 
name of a partiCUlar ledger or record book and the page in that book where the entry can be 
found. 

(U//FOUO) Using the general ledger as an example, an entry to be found on page 1 would be 
referenced in the CD Journal as GL 1. The corresponding entry in the general ledger would be 
referenced as CD I to show that the entry originated from page one of the CD J oumal. 

7.1.3.9. (UI/FOUO) Posting Sequence 

(U//FOUO) Accounting transactions originate from source documents which support entries to 
journals (CD, CR, or GJ). The General Journal must be posted to the general ledger on a daily 
basis. Other journal po stings to the general ledger are required monthly. 

(U//FOUO) Once all journals have been posted to $e general ledger, a "Trial Balance" is 
prepared to prove the equality of all debit and credit balance accounts. When the general ledger 
is in balance, financial statements can be prepared, including a Balance Sheet and Budget 
Performance Statement. 

7.1.4. (U//FOUO) Automated Accounting System 

(U//FOUO) Field offices are encouraged to use automated accounting systems whichjustif'y the 
accounting requirements specified in this PG. The purchase of the software may be made using 
confidential funds; however, all procurement regulations must be followed. 

(U//FOUO) The software must be capable of managing the books and records of multiple UCOs 
and, if applicable, configured to produce the required forms and ledgers as required in this PG. If 
the software is not capable of producing the required forms and ledgers, these forms must be 
prepared manually. 
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8. (UHFOU0) Quarterly Financial Statements 

8.1. (W/FOU0) Financial Statements 

(U//FOU0) Field office confidential cases receiving direct advance funding from FBIIIQ, e.g., 
'are required to prepare 

quarterly financial statements, to include a trial balance and budget performance report. 

b7E 

b7E 

• (UHFOU0 

	

	COs- an priginal and one coov of the financial statements are to be 
submitted 'will forward a copy of the financial to 	, Attentions.  
statements to the respective substantive desk at FBIHQ. 

• (UHFOU0)1 	 I an original 	 f the financial 
statements are to be submitted to F13 Q, Attention 

UCO- an original and one copy of the financial statements are to 
Attention:I 

• gmFouol 	 b7E 'UCOs receiving direct 
advance funding from FBIHQ- an original and one copy of the financial statements are to  
be submitted to FBIHQ, Attention:( 

• (W/FOU0)1 	 'receiving direct advance funding or funded with 
operational proceeds- an original and one cony of the financial statements are to be 
submitted to FBIHQ, Attention: 

• (U//FOU01 
are to be submitted to FBIHQ, 

original id one copy of the financial statements 

(U//FOU01 	confidential cases are required to prepare semiannual statements due on the 
'of the month following the close of the March 30th and September 30th  periods. 

(U//FOU0) Field offices can request approval from the respective substantive desk at FBIHQ 
and the Section Chief, AS, FD, to reschedule the submission date of their financial statements. 

0) All statements are required to have account titles and numbers described in the 
to provide uniformity in reporting from quarter to quarter and from operation to 

opera ion. Copies of audit programs, compliance questionnaires, bank statements, and/or work 
papers are not to be included in the financial statements submitted, but rather, are to be retained 
in the applicable' 

8.2. (W/F01.10) Trial Balance 

(U//FOUO) A trial balance is prepared monthly to prove the equality of debits and credits, but is 
only submitted quarterly to the respective substantive desk at FBIHQ. A summary trial balance 
describing the total financial activity of the operation from the beginning of the fiscal year is 
included with the quarterly financial statement. 

b7E 

1)7E 
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8. (U//FOUO) Quarterly Financial Statements 

8.1. (U/IFOUO) Financial Statements 

r:..:.:..::..==..;:;..c..::....:.;:;.:=..;:==-=== ....... -=="""'""'=>.~.....,.d'""ir""'ec""'t'-"a:.::::d..:.;van=c""e-""fu.:;.l1dillg from FBIIIQ, ~.g., 
are required to prepare 

~qu~a~rt':"'e-rr-y""l"'"n-a-n-c ... la~st:-a':""te-m-e-n"':"ts-,"':"to....,..m-c,..lu...,d:-"e-a-=tn"""'al;"';b-a"Ta-n-c-e-an-"''''-u'Tg-e''':"t-p...lerformance report. 

aOUO) The financial statements are due to the respective substantive desk at FBIHQ by the 
fthe month following the close ofthe quarter, unless otherwise specified by the respective 

su s antive desk at FBIHQ. This includes: 

.• (U//FOuoll.rCOs- an friginal and one CoPY of the financial statements are to be . 
submitted t'ol'mmt, Attention _' JWill forward a copy of the financial 
statements to the respective substantive desk at FBIHQ. 

• (U//FOUO)I . J an original Od one cony qfthe financial 
statements are to be submitted to FBmQ, Attention~L... ___ ~J 

• (U//FOUO) r-Iuco- an original and one copy oftlie financial statements are to 
be submitted~ Attention:1 I. 

• (U//FOUO)I IuCOs receiving direct 
advance funding from FBIHQ- an original and one copy of the financial statements are to 
be submitted to FBIHQ, Attention~ 
I I ~----------------------------~ 

• (U//FOuoj lreceiving direct advance funding or funded with 
operational proceeds- an original nd one 0 of the financial statements are to be 
submitted to FBIHQ, Attention: 

• (U//FOUO d one copy of the financial statements 
are to be su un e 0 

(U//FOUO-l""bonfidential cases are required to prepare semiannual statements due on the 
c=J:>f the ~fonowing the close of the March 30th and September 30th periods. 

(U//FOUO) Field offices can request approval from the respective substantive desk at FBIHQ . 
and the Section Chief, AS, FD, to reschedule the submission date of their financial statements. 

C O) All statements are required to have account titles and numbers described in the 
to provide uniformity in reporting from quarter to quarter and from operation to 

opera Ion. Copies of audit programs, compliance questionnaires, bank statements, and/or work 
papers are not to be included in the financial statements submitted, but rather, are to be retained 
in the applicabl9 I 
8.2. (U/IFOUO) Trial Balance 

(U//FOUO) A trial balance is prepared monthly to prove the equality of debits and credits, but is 
only submitted quarterly to the respective substantive desk at FBIHQ. A summary trial balance 
describing the total financial activity of the operation from the beginning of the fiscal year is 
included with the quarterly financial statement. 
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8.3. (U//FOUO) Budget Performance Report 

(U//FOU0) This re ort verifies that operations do not exceed budget authority by more than the 
prescribed limits o 	 ercent within each budget item, whichever is less. It is a 
comparison of actua an u geted expenses for each operation. 

8.4. (UHFOU0) Budget Performance Statement 

(U//FOUO) The budget performance statement is a comparison of actual budgeted expenses by 
individual expense budget category. It should not set forth cumulative expenses And bmipiet 
amounts to date f r 	eration, but rather, only the expenses for the current' 	'period 
and the  relate 	budget approved by either the CUORd 

(UHFOU0) All confidential expenses must be tracked and reported on the budget performance 
report by expense category to ensure compliance with the approved budget. 

(U//FOUO) The physical source of cash used for confidential expenditures, TPD or direct 
advances of funds has no effect on budget performance. 

(UHFOU0) A change in the authorized balance of TPD or direct advanced funds has no effect on 
budget performance, which is measured by comparing expenditures with the budget allocation. 

//FOUO) 	er to facilitate the preparation of the Budget Performance Statement fo 
COs an 	COs, the expense accounts within the general ledger (maintained as pa o e 

rermired 	ar.rniintina rprnrr19  should be closed with a general journal entry upon expiration of the 
171. 	 eral journal entry debits a new account entitled "expense 

summary"! 	 nd credits each expense account containing a balance. 

(U//FOU0) For) 	 'budgets are established on a fiscal 
year basis. Accoroingly, the expense accounts witrun the general ledger should be closed by a 
general journal entry at the end of the fiscal year. This year-end closing entry facilitates the 
preparation of the budget performance statement. 

b7E 

b7E 

b7E 

b7E 
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8.3. (U//FOUO) Budget Performance Report 

(U//FOUO) This reb0rt verifies that operations do not exceed budget authority by more than the 
prescribed limits ot ~ercent within each budget item, whichever is less. It is a 
comparison of actua and budgeted expenses for each operation. 

8.4. (U//FOUO) Budget Performance Statement 

(U//FOUO) The budget performance statement is a comparison of actual budgeted expenses by 
individual expense budget category. It should not set forth cumulative expens et 
amounts to date for the overation, but rather, only the expenses for the current eriod 

arelate4 J budget approved by either the CUOR! '--________ ..... 

(U//FOUO) All confidential expenses must be tracked and reported on the budget performance 
report by expense category to ensure compliance with the approved budget. 

(U//FOUO) The -physical source of cash used for confidential expenditures, TPD or direct 
advances of funds has no effect on budget performance. 

(U//FOUO) A change in the authorized balance ofTPD or direct advanced funds has no effect on 
budget performance, which is measured by comparing expenditures with the budget allocation. 

,...a;//FOUO)}ll...Crf:l~r to facilitate the preparation of the Budget Performance Statement foil 
UJCOs anctLJ1COs, the expense accounts within the general ledger (maintained as p~ 

. should be closed with a general journal entry upon expiration ofthe 
L ___ r-----I.U:l.-.c"flleral journal entry debits a new account entitled "expense 

d credits each expense account containing a balance. 
L--r----------~------~~__, 

udgets are established on a fiscal 
year basis. Acco!::r:=r,m=gT":"y:-", =e:-:e=x:=p~en=:s:;O::e:-:a~c:-:::co~un=S::-;";"W~l =n:-n=-=-e-:=;g':'eneralledger should be closed by a 
general journal entry at the end of the fiscal year. This year-end closing entry facilitates the 
preparation of the budget perfonnance statement. 
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Appendix A: (U//FOUO) Summary of Legal Authorities 

(U//FOUO) With respect to undercover investigative operations, which are necessary for the 
detection and proGccution of crimes against the United States or for the collection of foreign 
intelligence or counterintelligence, the U.S. Congress has provided exemptions to certain federal 
laws (through Public Law 102-395 and subsequent legislation and as codified by reference in 
Title 28, United States Code [U.S.C.], Section 530C [a][5]) upon the written approval of the FBI 
Director and the Attorney Gen-eral or their designees. The exemptions are set out in a note 
appearing at Title 28, U.S.C., Section 533. Exemptions may be authorized as follows: 

Exemption from Title 31, U.S.C., Sections 1341, 3324; Title 40, U.S.C., Section 34; Title 41, 
U.S.C., Sections 11(A), 22, 254(a) and (c), 255: Appropriated funds may be used for 
purchasing property, buildings, and other facilities, and for leasing space within the United 
States, the District of Columbia, and the territories and possessions of the United States. 

Exemption from Title 31, U.S.C., Section 9102: Appropriated funds may be used to establish 
or to acquire proprietary corporations or business entities as part of an undercover 
investigative operation and to operate such corporations or business entities on a 
commercial basis. 

Exemption from Title 18, U.S.C., Section 648, and Title 31, U.S.C., Section 3302:. 
Appropriated funds and the proceeds from UCOs may be deposited in banks or other 
financial institutions. 

Exemption from Title 31, U.S.C., Section 3302: Proceeds from UCOs may be used to offset 
necessary and reasonable expenses incurred in such operations. 

In addition to the above exemptions from statutes that would otherwise prevent effective 
undercover operations, the following statutes provide useful authorities for covert activities: 

Title 28 U.S.C., Section 537: Authorizes the expenditure of FBI appropriated funds for 
unforeseen emergencies of a confidential character, under the direction of the Attorney 
General. 

Title 28, U.S.C., Section 524, I(1)(B): Authorizes the Attorney General to expend funds from 
the AFF for, "the payment of awards for information or assistance  directly relating to  

of the criminal drug laws of the United States...," and isi 
provision. 

Title 28, U.S.C., Section 524, I(1)I: Authorizes the Attorney General to expend funds from the 
AFF for, "the payment of awards for information or assistance leading to a.civil br criminal 
forfeiture...," and 

Title 5, U.S.C., Section 7903: Protective clothing and equipment. Appropriations available for 
the procurement of supplies and material or equipment are available for the purchase and 
maintenance of special clothing and equipment for the protection of personnel in the 
performance of their assigned tasks. 

The following statutes and GAO publications illustrate some of the standard fiscal restrictions 
that also apply to confidential expenditures: 

A-1 
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AppendixA: (U//FOUO) Summary of Legal Authorities 

(O/IFOUO) With respect to undercover investigative operations, which are necessary for the 
detection and pro:;ccution of crimes against the United States or for the collection of foreign 
intelligence or counterintelligence, the U.S. Congress has provided exemptions to certain federal 
laws (through Public Law 102-395 and subsequent legislation and as codified by reference in 
Title 28, United States Code [U.S.C.], Section 530C [a][5]) upon the written approval of the FBI 
Director and the Attorney General or their designees. The exemptions are set out in a note 
appearing at Title 28, U.S.C., Section 533. Exemptions may be authorized as follows: 

Exemption from Title 31, U.S.C., Sections 1341, 3324; Title 40, U.S.C., Section 34; Title 41, 
U.S.C., Sections Il(A), 22, 254(a) and (c), 255: Appropriated funds may be used for 
purchasing property, buildings, and other facilities, and for leasing space within the United 
States, the District of Columbia, and the territories and possessions of the United States. 

Exemption from Title 31, U .S.C., Section 9102: Appropriated funds may be used to establish 
or to acquire proprietary corporations or business entities as part of an undercover 
investigative operation and to operate such corporations or business entities on a 
commercial basis. 

Exemption from Title 18, U.S.C., Section 648, and Title 31, U.S.C., Section 3302:· 
Appropriated funds and the proceeds from UCOs may be deposited in banks or other 
financial institutions. 

Exemption from Title 31, U.S.C., Section 3302: Proceeds from UCOs may be used to offset 
necessary and reasonable expenses incurred in such operations. 

In addition to the above exemptions from statutes that would otherwise prevent effective 
undercover operations, the following statutes provide useful authorities for covert activities: 

Title 28 U.S.C., Section 537: Authorizes the expenditure of FBI appropriated funds for 
unforeseen emergencies of a confidential character, under the direction of the Attorney 
General. 

Title 28, U.S. C., Section 524, I(l)(B): Authorizes the Attorney General to expend funds from 
the AFF for, "the payment of awards for information or assistance directly relating to 
~ oft~e.criminal drug laws of the United States ... ," and i~ 
L-jproVlslon. L..-______ ....J 

Title 28, U.S.C., Section 524,1(1)1: Authorizes the Attorney General to expend funds from the 
AFF for, "the payment of awards for information or assistance leading to a 'civil or criminal 
forfeiture ... ," and i~ I 

Title 5, U.S.C., Section 7903: Protective clothing and equipment. Appropriations available for 
the procur~ment of supplies and material or equipment are available for the purchase and 
maintenance of special clothing and equipment for the protection of personnel in the 
performance of their assigned tasks. 

The following statutes and GAO publications illustrate some of the standard fiscal restrictions 
that also apply to confidential expenditures: 
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Title 31 U.S.C., Section 1301(a): Limits use of appropriated funds to the objects for which they 
were appropriated. 

Title 5, U.S.C., Section 5536: Prohibits employees from receiving additional compensation of 
any kind for their services or duties to the government, except as specifically authorized by 
law. 

The Government Accountability Office (GAO) 11/1999 publication entitled, Standards for 
Internal Control in the Federal Government, states in part: "Managers are to (1) promptly 
evaluate findings from audits and other reviews, including those showing deficiencies and 
recommendations reported by auditors and others who evaluate agencies, (2) determine 
proper actions in response to findings and recommendations from audits and reviews, and 
(3) complete, within established time frames, all actions that correct or otherwise resolve 
the matters brought to management's attention." 

GAO Redbook, Paragraph 4-C-13 covers the basis for the Comptroller General's determination 
that the use of government funds for the payment of personal expenses, such as meals or 
entertainment expenses for government and non-government persons is generally 
prohibited, and some exceptions to this rule. 

GAO Redbook, Paragraph 4-C-8 (and cases cited therein) discusses the basis for the 
Comptroller Generals' determination that the use of government funds for the purchase of 
gifts is generally prohibited, and some exceptions to this rule. 

Additional relevant orders: 

DOJ Order 2110.21D: Expenditures of a Confidential Character. 

DOJ Order 2110.47: Operation of IMPREST Funds and Third Party Payment Sites. 

Attorney General's Guidelines for FBI Undercover Operations. 

Attorney General's Guidelines Regarding the Use of Confidential Human Sources. 

Attorney General's Guidelines for Domestic FBI Operations (AGG-Dom). 

Executive Order 12333, Section 3.4(f) Intelligence Community. 

A-2 
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Title 31 U.S.C., Section 1301(a): Limits use of appropriated funds to the objects for which they 
were appropriated. 

Title 5, U.S. C., Section 5536: Prohibits employees from receiving additional compensation of 
any kind for their services or duties to the government, except as specifically authorized by 
law. 

The Government Accountability Office (GAO) 1111999 publication entitled, Standards for 
Internal Control in the Federal Government, states in part: "Managers are to (1) promptly 
evaluate findings from audits and other reviews, including those showing deficiencies and 
recommendations reported by auditors anc;l others who evaluate agencies, (2) determine 
proper actions in response to findings and recommendations from audits and reviews, and 
(3) complete, within established time frames, all actions that correct or otherwise resolve . 
the matters brought to management's attention." 

GAO Redbook, Paragraph 4-C-13 covers the basis for the Comptroller General's determination 
that the use of government funds for the payment of personal expenses, such as meals or 
entertainment expenses for government and non-government persons is generally 
prOhibited, and some exceptions to this rule. 

GAO Redbook; Paragraph 4-C-8 (and cases cited therein) discusses the basis for the 
Comptroller Generals' determination that the use of government funds for the purchase of 
gifts is generally prohibited, and some exceptions to this rule. 

Additional relevant orders: 

DOJ Order 2110.21D: Expenditures ofa Confidential Character. 

DOJ Order 2110.47: Operation ofIMPREST Funds and Third Party Payment Sites. 

Attorney General's Guidelines for FBI Undercover Operations. 

Attorney General's Guidelines Regarding the Use of Confidential Human Sources. 

Attorney General's Guidelines for Domest.ic FBI Operations (AGG-Dom). 

Executive Order 12333, Section 3.4(f) Intelligence Community. 
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Appendix. B: (UHFOU0) Sources of Additional Information 

Federal Acquisition Regulation (FAR) 

Federal Travel Regulation (FTR)  

Increase in the Micro-Purchase Threshold 

DOJ Intranet web site-Policy on Department of Justice Rewards: 
http://10.173.12/jmd/bs/fy08execution/fy08_bex_appendix_e_rewards.solicy.doc 

All SAC Airtel dated 11/6/85: Use of the Field Support Account (FSA) and Direct Advances 

All SAC Airtel dated 3/30/90: Fiscal Responsibility 

Standard for Internal Controls in the Federal Government, Government Accountability Office, 
11/1999 Edition 

Manual of Administrative Operations and Procedures (MAOP): MAOP Table of Contents  

Draft System User Guide (DSUG) 

Domestic Investigations and Operations Guide, December 16, 2008  

Field Guide for Undercover and Sensitive Operations (FGUSO) Revised 7/25/2003 

Confidential Human Source Policy Manual (CHSPM), POL07-0001-CID 

National Foreign Intelligence Program Manual (NFIPM) 
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Appendix B: (U//FOUO) Sources of Additional Information 

Federal Acquisition Regulation (FAR) 

Federal Travel Regulation (FTR) 

Increase in the Micro-Purchase Threshold 

DOJ Intranet web site-Policy on Department of Justice Rewards: 
http://lO.173.12/jmd/bs/fy08execution/fy08_bex_appendix_ e Jewards..Jlolicy.doc 

All SAC Airtel dated 11/6/85: Use of the Field Support Account (FSA) and Direct Advances 

All SAC Airtel dated 3/30/90: Fiscal Responsibility 

Standard for Internal Controls in the Federal Government, Government Accountability Office, 
1111999 Edition 

Manual of Administrative Operations and Procedures (MAOP): MAOP Table of Contents 

Draft System User Guide (DSUG) 

Domestic Investigations and Operations Guide. December 16, 2008 

Field Guide for Undercover and Sensitive Operations (FGUSm Revised 7/25/2003 

Confidential Human Source Policy Manual (CHSPM), POL07-0001-CID 

National Foreign Intelligence Program ManuallNFIPM) 

Ratification Policy 
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202-324-3455 

FBI HEADQUARTERS, ROO 
J. Edgar Hoover Building 
935 Pennsylvania Avenue, NW 
Washington, DC 20535 

202-324-6491 

202-324-8070 
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Appendix C: (UHFOU0) Finance Division Contact Information  

Finance Division Front Office 

Assistant Director/Chief Financial Officer 

Deputy Assistant Director 

Accounting Section 

Section Chief 

Commercial Payments and Confidential 
Services Unit Address: 

Unit Chief 

Assistant Unit Chief 

Fax Number 

Secure Fax Number 

Confidential Services Supervisor 
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Appendix C: CU//FOUO) Finance Division Contact Information 

Finance Divisi.onJ~r~Qnt Office 

Assistant Director/Chief Financial Officer 

Deputy Assistant Director 

Accounting Section 

Section Chief 

Commercial Payments and Confidential 
Services Unit Address: 

Unit Chief 

Assistant Unit Chief 

Fax Number 

Secure Fax Number 

Confidential Services Supervisor 

I 
202-324-1345 

202-324-3455 

FBI HEADQUARTERS, ROOU 
J. Edgar Hoover Building 
935 Pennsylvania Avenue, NW . 
Washington, DC 20535 

202-324-6491 

202-324-8070 

I 

I 
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Appendix D: (UHFOU0) Key Words and Definitions 

Account: A formal record of a particular type of transaction, usually expressed in monetary 
values and kcpt within a ledger. 

Accountable Officer: Any person who has physical custody of government funds to include SA 
and support personnel, who draws funds from the TPD system, direct advances, and emergency 
funds. 

Accrual Basis: The basis of accounting under which revenues are recorded when earned and 
expenditures are recorded as soon as they result in liabilities for benefits received, 
notwithstanding that the receipt of the revenue or the payment of the expenditure may take place, 
in whole or in part, in another accounting period. 

Adjusting Entry: An accounting entry used to adjust the balance of two or more general ledger 
accounts for proper accounting treatment (e.g., depreciation, uncollectible accounts). 

Alternate: An FBI employee designated to function as the backup for the primary draft approval 
officer or draft cashier to ensure continual operations of the Third Party Draft Office. 

Bookkeeping: The systematic recording of financial transactions of a business or entity. 

Budget: A plan of financial operation embodying an estimate of proposed expenditures for a 
given period and the proposed means of financing them. 

Bulk Funding: A system whereby the contracting officer receives authorization from a fiscal 
and accounting officer to obligate funds for purchasing items against a specified lump sum of 
funds reserved for that purpose for a specified period of time, rather than obtaining individual 
authority for each purchase item. 

Case: An assessment or predicated (preliminary or full) investigation as defined in the DIOG, 
Sections 5, 6, 7, 8, 9 and 10. 	• 

Case Expenditures: Necessary, confidential expenditures paid in direc1 ,,  . ,,,,nrf "f nr■  
investigation that is not otherwise classified as an undercover operation, 

Cash Basis: The basis of accounting under which revenues are recorded when they are received 
and expenditures are recorded when paid, without regard for transactions that are expected to 
occur in the future. 

Cash Disbursements Journal: A special journal in which all cash disbursements are recorded. 

Cash Receipts Journal: A special journal in which all cash receipts are recorded. 

D-1 
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AppendixD: (U/IFOUO) Key Words and Definitions 

Account: A formal record of a particular type of transaction, us~ally expressed in monetary 
yulu~s and kcpt \vithin a ledger. 

Accountable Officer: Any person who has physical custody of government funds to include SA 
and support personnel, who draws funds from the TPD system, direct advances, and emergency 
.funds. 

Accrual Basis: The basis of accounting under which revenues are recorded when earned and 
expenditures are recorded as soon as they result in liabilities for benefits received, 
notwithstanding that the receipt of the revenue or the payment of the expenditure may take place, 
in whole or in part, in another accounting period. 

Adjusting Entry: An accounting entry used to adjust the balance of two or more general ledger 
accounts for proper accounting treatment (e.g., depreciation, uncollectible accounts). 

Alternate: An FBI employee designated to function as the backup for the primary draft approval 
officer or draft cashier to ensure continual operations of the Third Party Draft Office. 

Bookkeeping: The systematic recording of financial transactions of a busmess or entity. 

Budget: A plan of financial operation embodying an estimate of proposed expenditures for a 
given period and the proposed means of financing them. 

Bulk Funding: A system whereby the contracting officer receives authorization from a fiscal 
and accounting officer to obligate funds for purchasing items against a specified lump sum of 
funds reserved for that purpose for a specified period of time, rather than obtaining individual 
authority for each purchase item. 

Case: An assessment or predicated (preliminary or full) investigation as defined in the DIOG, 
S,ections 5, 6, 7, 8, 9 and 10. 

Case Exp.enditures: Necessary, confidential expenditures paid in direc,sllDDort ohn 
investigation that is not otherwise classified as an undercover operation'l I .. I L..--__ ---I 

Cash Basis: The basis of accounting under which revenues are recorded when they are received 
and expenditures are recorded when paid, without regard for transactions that are expected to 
occur in the future. ' 

Cash Disbursements Journal: A special journal in which all cash disbursements are recorded, 

Cash Receipts Journal: A special journal in which all cash receipts are recorded. 

Chief Acquisition Officer: A person with authority to manage the FBI's contracting. 
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Closed: (referring to Congressional audits): The earliest point in time at which all criminal 
proceedings of 	'activities are concluded, whichever occurs later. This date is typically the 
last date a subject is sentenced. 

Closing Entry: An entry that transfers the balance from one account to another to close the 
accounting books in preparation for producing statements. 

Confidential Expenditure: A necessary expense made in direct support of an investigation. The 
identity of the FBI as a party to the transaction must be concealed to avoid compromisinF7 
activity. 

Confidential Funds: Funds provided to be used in direct support of an investigation when there 
is a need to conceal the identity of the FBI. 

b7E 

b7E 
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Contracting Officer: A person with the delegated authority to enter into, administer, or 
terminate contracts, make related determinations and findings, and bind the government to the 
extent of the authority delegated. 	 • 

Control Account: An account in the general ledger in which the aggregate of debit and credit 
postings to a number of related subsidiary accounts is recorded. 

Correcting Entry: An entry made in the general journal to correct errors in two or more general 
ledger accounts. 

Criminal Undercover Operations Review Committee (CUORC): Reviews proposals and 
recommends approval of criminal, domestic terrorism, and certain cyber Group I UCOs. 

Davis-Bacon Act: A federal law that established the requirement for paying prevailing wages on 
public works projects. All federal government construction over $2,000 must include provisions 
for paying workers on-site no less than the locally prevailing wages and benefits paid on similar 
projects. 

Direct Advance Funds: Confidential funds provided by FBIHQ, with appropriate authorization 
from the respective operational divisions or field division head, for a single or large confidential 
expenditure orl 

Discretionary Funds: Appropriated funds used for day-to-day overt office requirements (e.g., 
travel, miscellaneous services, supplies and equipment). 

Draft: Similar to a check in that it represents a promise and a legal obligation to pay the stated 
amount to the named payee. A draft differs from a check in that its value is supported by a 
contract with the bank upon which it is drawn, rather than by funds held on deposit in the payer's 
account. 

Double Entry Bookkeeping: The recording of accounting transactions using debits and credits, 
posted to an accounting journal. 
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Closed: (referng to ~ongreSShmal audits): The earliest point in time at which all criminal ' 
proceedings 0 ctivities are concluded, whichev:er occurs later, TIlis uate is typically the 
last date a subject IS sentenced, 

Closing Entry: An entry that transfers the balance from one account to another to close the 
accounting books in preparation for producing statements. 

Confidential Expenditure: A necessary expense made in direct support of an investigation. The 
id~t~ty of the FBI as a party to the transaction must be concealed to avoid compromisin~ I 
activIty. . 

Confidential Funds: Funds provided to be used in direct support of an investigation when there I i, a neod to oon"".\ the identi!): of the FBI. I 
Contracting Officer: A person with the delegated authority to enter into, administer, or 
terminate contracts; make related determinations and findings, and bind the government to the 
extent ofthe authority delegated. . 

Control Account: An account in the general ledger in which the aggregate of debit and credit· 
postings to a number of related subsidiary accounts is recorded. 

Correcting Entry: An entry made in the general journal to correct errors in two or more general 
ledger accounts. . 

Criminal Undercover Operations Review Committee (CUORC): Reviews proposals and 
recommends approval of criminal, domestic terrorism, and certain cyber Group I UCOs. 

Davis-Bacon Act: A federal law that established the requirement for paying prevailing wages on 
public works projects. All federal government construction over $2,000 must include provisions 
for paying workers on-site no less than the locally prevailing wages and benefits paid on similar 
projects. 

Direct Advance Funds: Confidential funds provided by Fj3IHQ, with appropriate authorization 
from the respective operational divisions or field division head, for a single or large confidential 

~~~~ I 
Discretionary Funds: Appropriated funds used for day-to-day overt office requirements (e.g., 
travel, misc~llaneous services, supplies and equipment). 

Draft: Similar to a check in that it represents a promise and a legal obligation to pay the stated 
amount to the named payee. A draft differs from a check in that its value is supported by a 
contract with the bank upon which it is drawn, rather than by funds held on deposit in the payer's 
account. . 

Double Entry Bookkeeping: The recording of ~ccounting transactions using debits and credits, 
posted to an accounting journal. 
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Executive Manager: Refers to a field office ADIC, SAC, or ASAC. 

Expendable Property: Supplies and equipment which are normally consumed within a one-year 
period. The physical property of an item, rather than its unit price, will be the basis for 
classifying an item as expendable. 

Expenditure: When accounts are kept on the accrual basis, this term designates the cost of 
goods delivered or services rendered, whether paid or unpaid. When the accounts are kept on the 
cash basis, the term designates only actual cash disbursements. 

FD-37: Direct Advance Voucher Form. 

FD-192: Evidence Form-data entry. 

FD-302: Form for reporting information that may become testimony. 

FD-369: Requisition for Supplies and/or Equipment- to purchase items ovel 	lot when the 
vendor will not accept the government purchase card. The form should also be used to obtain 
service contracts. The government purchase card is the preferred method of obtaining goods and 
services. 

FD-540: Travel Request Form. 

FD-735: Direct Advance Voucher Reconciliation Form. 

FD-735a: TPD Advance Voucher Reconciliation Form. 

FD-736: Itemization of Expenditures Form. 

FD-794: Draft Request Form. 

FD-997: Cash Count Verification Form. 

Field Division Head: Refers to a field office ADIC or SAC. 

Fiscal Year: A 12 month period to which the annual budget applies, and at the end of which a 
business or entity determines its financial position and the results of its operation. The fiscal year 
for the federal government begins on October 1 and continues through September 30 of the 
following calendar year. 

Forfeiture Award: The payment of awards for information or assistance leading to a civil or 
criminal forfeiture involving any federal agency participating in the fund. 

General Journal: A journal that is used to record entries that cannot be recorded.in specialized 
journals (e.g., adjusting, correcting, and closing entries). 

D-3 
UNCLASSIFIED//FOR OFFICIAL USE ONLY 

ACLURM003721

----~.------------~-----------------------_w 

UNCLASSIFIEDIIFOR OFFICIAL USE ONLY 
Confidential Funding Policy Implementation Guide 

Executive Manager; Refers to a field office ADIC, SAC, or ASAC. 

Expendable Property: Supplies and equipment which are normally consumed within a one-year 
period. The physical property of an item, rather than its unit price, will be the basis for 
classifying an item as expendable. 

Expenditure: When accounts are kept on the accrual basis, this term designates the cost of 
goods delivered or services rendered, whether paid or unpaid. When the accounts are kept on the 
cash basis, the term designates only actual cash disbursements. 

FD-37: Direct Advance Voucher Form. 

FD-192: Evidence Form-data entry. 

FD-302: Form for reporting information that may become testimony. 

FD-369: Requisition for Supplies andlor Equipment- to purchase items over----1r when the 
vendor will not accept the government purchase card. The fonn should also ~o obtain 
service .contracts. The government purchase card is the preferred method of obtaining goods and 
services. 

FD-540: Travel Request Form. 

FD-735: Direct Advance Voucher Reconciliation Form. 

FD-735a: TPD Advance Voucher Reconciliation Form. 

FD-736: Itemization of Expenditures Form. 

FD-794: Draft Request Form. 

FD-997: Cash Count Verification Form. 

Field Division Head: Refers to a fie,ld office ADIC or SAC. 

Fiscal Year: A 12 month period to which the annual budget applies, and at the end of which a 
business or entity determines its financial position and the results of its operation. The fiscal year 
for the federal government begins on October 1 and continues through September 30 of the 
following calendar year. 

Forfeiture Award: The payment of awards for information or assistance leading to a civil or 
criminal forfeiture involving any federal agency participating in the fund. 

General Journal: A journal that is used to record entries that cannot be recorded· in specialized 
journals (e.g., adjusting, correcting, and closing entries). 
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General Ledger: A ledger containing accounts in which all transactions of a business or entity 
are recorded either in detail or in summary form. 

Government Purchase Card Program (purchase card assigned to the divisions, e.g., 
Administrative Office, SAS, Supply Technician, ETs, PH): Program that provides government 
employees with purchase cards to make official purchases within their delegated procurement 
authority (which are for official government use only). Each cardholder must have an obligation.  
document (purchase order) established before an order and/or a requirement is placed using the 
government purchase card. 

Government Travel/Fleet Card: Used by all personnel who are traveling in a true name status  
using their official identity, 

b7E 
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Higher Level Official: Refers to a field office ADIC or SAC. 

Imprest Fund: Fixed cash or petty cash in the form of currency or coin is set aside for payment 
of minor disbursements. At certain intervals, or when the amount of money set aside is 
completely expended, a report with substantiating vouchers is prepared and the fund is 
replenished up to the fixed amount originally established. The total amount of cash on hand plus 
the amount of signed receipts or petty cash vouchers, at any one time, must equal the total 
amount authorized. 

Intelligence Community: Components of the federal government which produce intelligence 
and counterintelligence, including the CIA; the NSA; the DIA; reconnaissance program offices 
within the DOD; DOS's Bureau of Intelligence and Research; intelligence elements of the Army, 
Navy, Air Force, and Marine Corps, the FBI, the U.S. Treasury; the DOE; and the Director of 
National Intelligence. 
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Internal Control: A plan of organization under which employees' duties are so arranged and 
records and procedures are so designed as to make it possible to exercise effective accounting 
control over assets, liabilities, revenues and expenditures and, thereby, guard against 
misappropriation. waste fraud and abuse. 

Journalizing: Separating a transaction into its debit and credit parts and recording each in a 
journal. 

Ledger: A book of accounts. 
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Gen eralLedger: A ledger containing accounts in which all transactions of a business or entity 
are recorded either in detail or in summary form. 

Government Purchase Card Program (purchase card assigned to the divisions, e.g., 
Administrative Office, SAS, Supply Technician, ETs, PFI): Program that provides government 
employees with purchase cards to make official purchases wiLhiu thdr delegated procurement 
authority (which are for official government use only). Each cardholder must have an obligation 
document (purchase order) established before an order andlor a requirement is placed using the 
government purchase card. 

Government Travel/Fleet Card: Used by all personnel who are traveling in a true name status 
using their official identity. 

Higher Level Official: Refers to a field office ADIC or SAC. 

Imprest Fund: Fixed cash or petty cash in the form of currency or coin is set aside for payment 
of minor disbursements. At certain intervals, or when the amount of money set aside is 
completely expended, a report with substantiating vouchers is prepared and the fund is 
replenished up to the fixed amount originally established. The total amount of cash on hand plus 
the amount of signed receipts or petty cash vouchers, at anyone time, must equal the total 
amount authorized. 

Intelligence Commnnity: Components of the federal government which produce intelligence 
and counterintelligence, including the CIA; the NSA; the DIA; reconnaissance program offices 
within the DOD; DOS's Bureau of Intelligence and Research; intelligence elements of the Army, 
Navy, Air Force, and Marine Corps, the FBI, the U.S. Treasury; the DOE; and the Director of 
National Intelligence. 

Internal Control: A plan of organization under which employees' dutieS are so arranged and 
records and procedures are so designed as to make it possible to exercise effective accounting 
control over assets, liabilities, revenues and expenditures and, thereby, guard against 
misappropriation. waste fraud and abuse 

. Journalizing: Separating a transaction into its debit and creditparts and recording each in a 
journal. 

Ledger: A book of accounts. 
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Memorandum Entry: An entry to record data for information only that is not to be posted to 
any general ledger accounts. These entries most commonly appear in the general journal. 

Micro-purchase Threshold: Pursuant to FAR 2.101, the micro-purchase threshold amount is 
$3,000, except for acquisitions of construction subject to the Davis-Bacon Act, $2,000; and 
acquisitions of services subject to the Service Contract Act, $2,500. 

Monthly Confidential Budget Performance Certification: A summary comparison of budget 
and actual expenses, by budget category, for each field office. This report is reviewed monthly 
by the SSAs to ensure that confidential expenditures are controlled within budget limits and that 
all vouchers and records are current. An original copy of the report should be maintained by the 
field office in a case financial subfile for review by Inspection Staff personnel during the 
Financial Management Audit insnection nrocess.  

Non-discretionary Food: An SA's or the government's lack of control over the nature and 
dollar amount of food consumed, due tat 	influence over the terms and conditions upon 
which a meeting occurred. 

Nonexpendable Property: An item of personal property which in itself is a complete entity, 
does not lose its identity or become a component part of another item when put in use, and is of a 
stable nature with an anticipated useful life greater than one year. ' 

Non-recovergble Property: An item purchased with appropriated funds and given to 
lor an individual during the course of an investigative operation. 

Personal Property: All t(131 owned property that is tangible in nature. Personal property consists 
of equipment, furniture, etc. 

Posting: Transferring entries in a journal to the accounts in the general ledger. 

Posting Reference: A reference between a journal and a general ledger account that creates an 
audit trail between corresponding entries made during posting. 

Procurement Authority: Written delegated authority to contracting officers to commit 
appropriated funds for publicly recognized official purposes or for investigative operations on 
behalf of the FBI. 
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Memorandum Entry: An entry to record data for information only that is not to be posted to 
any general ledger accounts. These entries most commonly appear in the general journal. 

Micro-purchase Threshold: Pursuant to FAR 2.101, the micro-purchase threshold amount is 
$3,000, except for acquisitions of construction subject to the Davis-Bacon Act, $2,000; and 
acquisitions of services subject to the Service Contract Act, $2,500. 

. . 
Monthly Confidential Budget Performance Certification: A summary comparison ofbudget 
and actual expenses, by budget category, for each field office. This report is reviewed monthly 
by the SSAs to ensure that confidential expenditures are controlled within budget limits and that 
all vouchers and records are current. An original copy of the report should be maintained by the 
field office in a case financial sub file for review by Inspection StaffpersoIUlel during the 
Financial Management Audit inspection process 

Non-discretionary Food: An SA's or 1e govelent's lack of control over the nature and 
dollar amount offood consumed, due t influence over the terms and conditions upon 
which a meeting occurred. . 

Nonexpendable Property: An item of personal property which in itself is a complete entity, 
does not lose its identity or become a component part of another item when put in use, and is of a 
stable nature with an anticipated useful life greater than one year. . 

Non-recoverible Property: An item purchased with appropriated funds and given to, 
I _ or an individual during the course of an investigative operation. '-------' 

J'ersonal J'roperry: All 1'til owneQ property tnat IS tanglOle III narure. rersonal property COnSlS{S 

of equipment, furniture, etc. 

Posting: Transferring entries in a journal to the accounts in the general ledger. 

Posting Reference: A reference between a journal and a general ledger account that creates an 
audit trail between corresponding entries made during posting. 

Procurement Authority: Written delegated authority to contracting officers to commit 
appropriated funds for publicly recognized official purposes or for investigative operations on 
behalfofthe FBI. ' 
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Property Management Application (PMA): The automated accounting system used o 
properly and accurately account for all property that the FBI acquires, transfers, and retires. 

Proprietary: A sole proprietorship, partnership, corporation, or other business entity operated on 
a commercial basis, which is owned, controlled, or operated wholly or in part by the FBI, in 
connection with an undercover operation and whose relationship with the FBI is concealed from 
third parties. 

Ratification: The act of approving an unauthorized commitment by an official who has authority 
to do so. Care should be taken to ensure all requirements to obtain procurement authority are met 
prior to the action taking place. When this procedure is not followed, the result is an 
unauthbrized commitment. 

Real Prnnertv: Rnileings nr land 

Requirement: A need for a commodity or service, associated with a specific investigative or 
operational objective, the nature and amount of which are known at the time of the request, and 
the approximate duration of which can be reasonably estimated. 

Revolving Advance: An advance that is established, by which expenditures incurred are 
reconciled monthly and applied against the advance. 

SF-1012: Travel Voucher Form. 

Source Document: An original document that provides the basis for and substantiates 
accounting entries. 

Sources of Funds: Includes appropriated confidential funding 

Spending Authority: A specific amount authorized for a case. 

Specialized Journal: A journal that is used to record only one type of entry (e.g., cash receipts, 
cash disbursements). 
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roperty anagement Application (P e automate accounting system use 0 

properly and accurately account for all property that the FBI acquires, transfers, and retires. 

Proprietary: A sole proprietorship, partnership, corporation, or other business entity operateu 011 

a commercial basis, which is owned, controlled, or operated wholly or in part by the FBI, in 
connection with an undercover operation and whose relationship with the FBI is concealed from 
third parties. 

Ratification: The act of approving an unauthorized committnent by an official who has authority 
to do so. Care should be taken to ensure all requirements to obtain procurement authority are met 
prior to the action taking place. When this procedure is not followed, the result is an 
unauthorized commitment. 

Real pronerty· BujJdings or land 

'I~ ~~~~~~ Requirement: A need for a commodity or service, assocIated WIth a speCIfic mvestigatIve or 
operational objective, the nature and amount of which are !mown at the time of the request, and 
the approximate duration of which can be reasonably estimated. 

Revolving Advance: An advance that is established, by which expenditures incurred are 
reconciled monthly and applied against the advance. 

SF-IOl2: Travel Voucher Form. 

Source Document: An original document that provides the basis for and substantiates 
accounting entries. 

Sources of Funds: Includes appropriated confidential funding! I . 
I 

Spending Authority: A specific amount authorized for a case. 

Specialized Journal: Ajoumal that is used to record only one type of entry (e.g., cash receipts, 
cash di~l 
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• 
to facilitate the establishment of a company, purchase equipment, etc.) provided that the directed 
use of the funds furthers the objectives of the investigation. 

Subsidiary Ledger: One of many separate accounts which are summarized in the general ledger 
by a control account. 

Third Party Draft (TPD) System: An automated check writing system (draft/EFT) that has 
been designed to pay local vendors for incidental goods and services and to reimburse employees 
for necessary expenses incurred in their line of duty during official business. 

b7E 

Trial Balance: An accounting worksheet which proves the equality of the debit and credit 
balances within the general ledger accounts. 

Unauthorized commitment: An agreement that is not binding solely because the government 
representative lacked the authority to enter into the agreement on behalf of the government. 

Undercover capacity: A relationship between a SA and a subject in which the SA's true identity 
and association with the FBI are concealed from the subject. 

Undercover Employee (UCE): Any employee of the FBI, or employee of a federal, state, or 
local law enforcement agency, working under the direction and control of the FBI in a particular 
investigation, whose relationship with the FBI is concealed from third parties in the course of an 
investigative operation by the maintenance of a cover or alias identity. (See Field Guide for 
Undercover and Sensitive Operations). 

Undercover Operation (UCO): Any investigation involving a series of related undercover 
activities over a period of time by an undercover employee. 
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to facilitate the establishment of a company, purchase equipment, etc.) provided that the directed 
use of the funds furthers the objectives of the investigation. 

Subsidiary Ledger: One of many separate accounts which are summarized in the general ledger 
by a control account. 

Third Party Draft (TPD) System: An automated check writing system (draftlEFT) that has 
been designed to pay local vendors for'incidental goods and services and to reimburse employees 
for necessa ex enses incurred in their line of du durin official business. 

Unauthorized commitment: An agreement that is not binding solely because the government 
representative lacked the authority to enter into the agreement on behalf of the government. 

Undercover capacity: A relationship between a SA and a subject in which the SA's true identity 
and association with the FBI are concealed from the subject. 

Undercover Employee (UCE): Any employee of the FBI, or employee of a federal, state, or . 
local law enforcement agency, working under the direction and control of the FBI in a particular 
investigation, whose relationship with the FBI is concealed from third parties in the course of an 
investigative operation by the maintenance ofa cover or alias identity. (See Field Guide for 
Undercover and Sensitive Operations). 

Undercover Operation (UCO): Any investigation involving a series of related undercover 
activities over a period of time by an undercover employee. 
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Appendix E: (U//FOUO) Acronyms 

AD 	 Assistant Director 

ADIC 	 Assistant Director in Charge 

AFF 	 Assets Forfeiture Fund 

AG 	 Attorney General 

AGG 	 Attorney General Guidelines 

AGG-Dom 	 Attorney General Guidelines for Domestic FBI Operations 

AGG-UCO 	 Attorney General Guidelines for FBI Undercover Operations 

AMU 	 'Asset Management Unit 

AS 	 Accounting Section 

ASAC 	 Assistant Special Agent in Charge 

AUSA 	 Assistant United States Attorney 

BEU 	 Budget Execution Unit 

CAO 	 Chief Acquisition Officer 

CD 	 Cash Disbursements or Counterintelligence Division 

CDC 	 Chief Division Counsel 

CFG 	 Confidential Funding Guide 

CO 	 Contracting Officer 

CPCSU 	 Commercial Payments and Confidential Services Unit 

CR 	 Cash Receipts
. 
 

CT 	 Counterterrorism 

CTD 	 Counterterrorism Division 

CUORC 	 Criminal Undercover Operations Review Committee 

DAD 	 Deputy Assistant Director 
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Appendix E: (U//FOUO) Acronyms 

Assistant Director 

Assistant Director in Charge . 

Assets Forfeiture Fund 

Attorney General 

Attorney General Guidelines 

Attornt;ly General Guidelines for Domestic FBI Operations 

Attorney General Guidelines for FBI Undercover Operations 
~----------~--~I 

'Asset Ma:~agement Unit 

Accounting Sec~on 

Assistant Special Agent in Charge 

Assistant United States Attorney 

Budget Execution Unit 

Chief Acquisition Officer 

Cash Disbursements or Counterintelligence Division 

Chief Division Counsel 

Confidential Funding Guide 

I 
Contracting Officer 

Commercial Payments and Confidential Services Unit 

Cash Receipts· 

Counterterrorism 

Counterterrorism Division 

Criminal Undercover Operations Review Committee 

Deputy Assistant Director 

E-1 
UNCLASSIFIEDIIFOR OFFICIAL USE ONLY 



UNCLASSIFIED//FOR OFFICIAL USE ONLY 
Confidential Funding Policy Implementation Guide 

DAO 	 Draft Approval Officer 

DD 	 Deputy Director 

DI 	 Directorate of Intelligence 

DIOG 	 Domestic Investigations and Operations Guide 

DOJ 	 Department of Justice 

DSUG 	 Draft System User Guide 

DT 	 Domestic Terrorism 

EAD 	 Executive Assistant Director 

EC 	 Electronic Communication 

ECT 	 Evidence Control Technician 

EFT 	 Electronic Funds Transfer 

EIM 	 Employee Invoice Maintenance 

ET 	 Electronic Technician 

FA 	 Financial Analyst 

FAR 	 Federal Acquisition Regulations 

FBI 	 Federal Bureau of Investigation 

FBIHQ 	 FBI Headquarters 

FCT 	 Foreism Counterintelligence 

FDIC 
	

Federal Deposit Insurance Corporation 

FGUSO 

FM 

FMS 

FSA 

GAO 

GJ 

GL 

GSA 

HIPSPU 

HUM NIT 

INSD 

Field Guide for Undercover and Sensitive Operations. 

Financial Manager 

Financial Management System 

Field Support Account 

Government Accountability Office 

General Journal 

General Ledger 

General Services Administration 

Human Intelligence Policy and Special Program Unit 

Human Intelligence 

Inspection Division 
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DAO 

DD 

DI 
DIOG 
DOJ 

DSUG 

DT 

EAD 
EC 

ECT 

EFT 

ElM 

ET 

FA 

FAR 

FBI 

FBIHQ 

FCT 

FDIC 

FGUSO 

FM 

·FMS 

FSA 

GAO 
GJ 

GL 

GSA 
HIPSPU 

HUMINIT 

INSD 
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Draft Approval Officer 

Deputy Director 

Directorate of Intelligence 

Domestic Investigatiol1sand Operations Guide 

Department of Justice 

Draft System User Guide 

Domestic Terrorism 

Executive Assistant Director 

Electronic Communication 

Evidence Control Technician 

Electronic Funds Transfer 

Employee Invoice Maintenance 

Electronic Technician 

Financial Analyst 

Federal Acquisition Regulations 

.Federal Bureau ofInvestigation 

FBI Headquarters 

Forejgn COIlDteriDrlligence 

Federal Deposit Insurance Corporation 

Field Guide for Undercover and Sensitive Operations. 
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