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PREFACE

This programed text identifies the Unit Administrative personnel
of an aviation unit and their duties. It also recognizes the duties
of Class A agent, Conversion Officer, Unit Postal Officer and identi-
fies the purpose of the Unit Fund and the Unit Fund Council,

Start with frame 1 and work each frame in succession. Each frame
will usually ask you a question, The correct answer is printed on the
top of the next frame., If you were incorrect, turn back and restudy
the information before continuing on to the next frame, When you have
finished the text, complete the self evaluation exercise. Now begin
by studying the performance objectives on page 1.

-
-
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. PERFORMANCE OBJECTIVES

"Upon completion of this programed text, you will be able to:

1.

2.

3.

b

5.

Identify the unit administrative personnel in an aviation unit
and their duties. :

Recognize.the duties of a class A agent,
Recognize the duties of a conversion officer.

Identify the purpose of a Unit Fund and the Unit Fund Council,

.Recognize the duties of a unit postal officer,



FRAME 1

" Clags A agent officers are commissioned officers or warra fficers
who are appointed for the purpose of making W
specified in the appointment orders. The agent must have these orders
in his possession along with his rd and be armed or accompanied by
an armed guard (depending on local policy) when picking up funds,

While operating as a Class A agent the officer is responsible to the
_Finance an& Accounting foicer .

List the three‘things a Class A agent must have before he can pick‘
‘up any momey. --.i o S B : :

1...
2.

3.

EOET FAL A

TURN TO FRAME 2 PAGE &4



ANS: b. The CO is responsible for the administration of the unit.

FRAME 9

The first sergeant assists the CO & X0 in the performance of their
duties. This Includes mainta ds rts mpany
correspondence. He also advises the CO on promotions, reductions and
disciplinary matters. The clerk performs clerical dutles such as
filing and filling out records, corresponding etc. He must be familiar
with all the administrative procedures. '

Answer the following:

1. Who is responsible for preparing the charge of quarters
duty roster.

a. Egecutive officer
First sergeant
c¢. Company clerk

2. Who would type a military letter for LT Johnson, a
platoon leader, : -

a. Executive officer

b, First sergeant
Company clerk

TURN TO FRAME 10 PAGE 5



ANS: 1., Proper orders
2. I.D. card _
3, be armed or have an armed guard,

FRAME 2

Before leaving the finance office, the Class A agent will count the :
cash and number of checks. He will insure the checks and cash are for
the people for whom he has Military Pay Vouchers. He must-also check

to insure that the totals paid is the same as the amount shown on DQSEE%E:E§§E7
(Statement of agent officers account). This form will tell him how m

money he should have. He must have coples one (white) and four !Einkz of Dﬁ//
Form 2139 (Military Pay Voucher) for each individual he is to pay.

Turn to the next page and review DD Form 1081 and answer the following.

a. Name of Class A agent

b. How much cash was issued

c. Name of disbursing officer

TURN TO FRAME 3 PAGE 6



ANS: 1, b.
2, ec.
FRAME 10
Match the

.that.would:be

-w:First sergeant

First sergeant
Company clerk

duty on the right with the individual on the left
responsible :

«nCompany commander <o A, Preparing of the morning report

;Executive officer -+ B, ‘Filing the latest changes to-

“Army regulations o

c. Overall responsibility for

A‘Conpany.clerkil.-" wio. . administrationm .

- D. Advising PFC Jones on different
- saving bonds.




STATEMENT OF AGENT OFFICER'S ACCOUNT

JISMURSING Q ISBURSING STATION SYMBOL NO.

INANCE & ACCOUNTING OFRICER
DSSN 6353 .
FORT WOLTERS, Th‘(AS 76067.

AGEMT OFFICER'S NAME, ADORESS AND CLASS

L.W. JOHNSON, 1LT, INF
HHC TRP BDE 3D BN
FORT WOLTERS, TEXAS 76067 .

:

TRANSACTIONS AFFECTING

AG!NT OFH_C'S ACCOUNT

T TRANSACTIONS

DECREASE . BALANCE

INCREASE ANCE .
(Turmad in by Agwmi} - {In Agent s Account]

(Raceived by Aget

 BALANCE FORWARD

e

. CASH

9,904. 00

. DEPCSITS

1
2
3, COUECTIONS
4
5

. NEGOTIABLE: INSTRUMENTS:

A. TREASURY CHECKS

8. MILITARY PAYMENT ORDERS

C. OTHER (Specify]

. PAID YOUCHERS

INCORRECT VOUCHERS lETUlN!D

olwli~n]e

10.

12. TOTAL FUNDS IN HANDS OF AGENT ORFICER 9,904.00
_ ANALYSIS OF MI.ANC! ON LNE 12 _
TYPE OF CURRENCY AMOUNT TOTAL

12. U.S. DOUARS 9.904.00

14, FOREIGN CURRENCY

. MIRITARY PAYMEMY CERTIFICATES

. TOTAL FUMDA IN HANDS OF AGENT OFFICER

STATEMENTS

DISBURSING OFMCER

AGENT OFFCER

[FXON ADVANCE: | HAVE INTRUSTED FUNLS AND/OR OTHER
IWEMS AS INDICATED IN THIS STATEMENT TO THE ABOVE NAMED
AS MY AGENT OFFICER.

[C] ON RETURN: | HAVE RECEIVED FUNDS AND/OR OTHER
fTEMS AS INDICATED ON THIS STATEMENT FROM THE ABOVE
NAMED AGENT OFFICER,

[ZMON ADVANCE: |, AS AGENT OFFICER, HAVE RECEIVED
FUNDS AND/OR OTHER ITEMS AS INDICATED ABOVE. |
HAVE . ASSUMED PECUMIARY RESPONSIBILITY THEREFOR. |
WILL NOTIFY THE DISBURSING CFFICER IMMEDIATELY UPON
DISCOVERY OF ANY LOSS OR SHORTAGE, AND | HAVE RECEIVED
.| AND UNDERSTAND WRITTEN INSTRUCTIONS CONCERNING MY
DUTIES AND RESPONSIBILITIES AS AN AGENT OFFICER.

[0 ON RETURN: THE ABOVE STATEMENT OF ACCOUNT IS
CORRECT. .

DATE, ~SIGHATURE OF DISSURSING OFFy

K.S. KAPPS,2LT,FC

i,

23ty

DATE
29MAR68

SIGMATURE OF AQENT OFFICER
L.W. JOHNSON,1LT, INF

-~
(+]+] FORM REPLACES DA FORMS 14— 1448, 7 OCT 420
t DEC 37 =4 44, WHICH ARE OBSOLETE.

GPO . 1940 OF —SHMTH-



1. cC.
2. D.
3. A,
4. B,

NOTE: In many cases the company commander will appoint an Administrative
Officer who will be responsible for all the administration in the
unit. This is often a warrant officer.

FRAME 11

The unit postal officer 1s respon to the commande ‘e unit
mail sewmmmhﬁmmtﬁr-
~vigion of the unit mail clerks to insure that they follow the $,0,P, and
. current regulations. He must checko insure that all pileces of

registered, numbered, insured, and certified mail recelved are accounted
for by the mail clerks. He must report any known or suspected postal

offenses such as willful loss, theft, destruction, mutilation, and other
mishandling of any mail.

‘ _If the postal officer feels that one of his clerks is mishandling
or mutilating any mail he must report it to the proper authority.

Answer the following as true or false.

T C:) 1. The mail clerks are responsible to the unit commander for
: the proper running of the mail room. o '

Th?@p_ 2. Accounting for registered or certified mall is done'by the
postal officer,



/

ANS: a. 1Lt L,W. Johnson
b, 9,904.00
c. 2Lt X.S5, Kapps

FRAME 3

The Class A agent will pay the amount appearing in iteg 43 pn copy
No. 1 of the Military Pay Voucher (DA Form 2139) to the proper individual
once he has been properly identified and signed his name in item 51 on
copy No. 1. Copy No. 4 will be given to the payee at the time of payment.
If there is any discrepancy in the signature and the name appearing on the
voucher, the Class A agent will send the payee to the finance office for
correction of the error. The Class A agent enters the date of payment
in Item 44 on all copiles of the Military Pay Voucher before returning them
to the finance office.

Turn to next page and review DA Form 2139,

1. Robert B, Runyon ghould not be paid by Class A agent for the
following reason!

a amount due not correct,
discripancy 1in signature.
2. What 18 wrong with item 447
a. wrong date.

b. amount wrong.
c. 8hould not have put date in,

4,



ANS: 1. F. Responsible to the postal officer.

2, F. The mail clerks do this. .The postal officgr,checké'to insure
that it is done properly,

FRAME 12

The postal officer will inspect the unit_mailroom.weeklx,to insure that
it 1s being run according to AR 635573 pertaining to the mail service and
duties of the individuals involved. The regulation also states that if
& unit is going to move, the postal officer must notify the postal officers
serving the APO or U.S. installation, and also the postal facility which .
will be providing future service, D _ o

Answer the following:

How often should a postal officer check to make sure that
everything is being run properly and according to regulation. =

weekly
¢. mohthly



DA EoRm 2139

1. LASY NaAME FINST NAME 1 WOUNDEX GODE

RUNYAN, ROBERT B. B-550

MILITARY PAY VOUCHER

2
(M ELTLITY

[} mmar - mnene

#2.QLASS B AGENT VOU NO.

B3 VOUCHEA NUMBER .

L35

CARRIED: FORWARD

D FIMAL - SRS l.. FICA WAUES o4, PAID BY
05 536 295 [ »anriaL O eanvar DSSN 6353
BERYICE NUMBER BOCIAL QECURITY NO. D ADVANCE D NEENL, BONUS -
¥ DATE NAD OR KNLISTED 4 TERM OF ETHL. B, ::‘::'v'::. 8 PAY flnlon B2 \'r‘gulu ann. e :'::3::1 ’ MK‘%&OiTF&RS
) TEXAS, 76067
. 5-1 1-31 MAR 68 i _ ‘
19, ORGANIRATON AMD ANDRESSE {includs FIF Codw - . ENTITLEMENTS ‘jconE AMOUNY
HQ, USAPHS RS
JQ&?LMW 2 :
© REMARKS Q6 A e Ty, 51 COLLECTIONS
TRSF FRM APO 8/F 96490 - 1.1 b rall 7| aciments | amount AMOUNT
.. :::Lc' PAY 16.908.| sl 27. i
MO HF PD: 0-3  2-31.12 WO
JAN 56.9 YES 70 "
FEB 6.3 YES & W
mﬂ 10, [ FORBION DUTY PAY o 2. s
OFF PROM 70 0-3 2 MAR 68 LS apee e P, o
PCS TVL(DOV ¥ 9 805155, 22 MAR 68) [*[]irses’ el " i;:.;,i
Hﬁ FEB-13 MAR 68, 38 DAYS AS 0-2 . 6[25
u.ﬂulumuu-"ll:] 58 / fg [T cuase
) _ . 0
CL 5 ALLOT $400.00 LD X JAN 68 'l—iﬁ]cnlrlumuclu 2.
89 cLass §
8,73 SUB ALLOWANCE - BN [ s, TOTAL ALLOTHENTS - ccl;:g . 6_
n.l:] PROFICIENGY PAY D 0 am
___ ' SGLI Ll 46 2100
u.ﬂ . :
|CHECK F&s0 BAQ IOR SEE 11 | 05| /20|44 0
10. [
TOTAL ENTSTLLMENTS | 951 E s 9/ 0
48, 4k, ) g TS
TO DISBURSING OFFICER: 902 U Y
Request payment of above account which 1 certity Is TOTAL colttetions L 4{4"’\5 XSJ 0
e s, s corrly el ) erne sl | 5 |, ] 2 :
oh Toverse maGe & DATE hereol AMOUNT DUR . ‘. FICA TAX WITHAELD
A4. AMOUNT PAID. 49, j
. 6 . THCONE TAX 21
ore- Q7 2 é ?Aﬂ 7 c WITKHELD /J¢ é!
" :A" - OUNT UNPAID | o7 *" vorat cotecrions 902

51

sa- RECEIPT. OF AMOUNT SHOWN AS PALD

13 ACKHOWLEDGED

u.. ’?W Chﬁk .ﬁn.l

——

O/

10



ANS: b. Weekly

FRAME 13 I FU:;&wavf qziwq,éﬁ_

A unit fund 1s a nonappropriated welfare fund established to enable
4 unit commander to provide welfare facilities and service not available
from appropriated funds. These facilities and services will contribute
to the comfort, pleasure, and mental and physical improvement of the
personnel in the unit, A pool table is an item that would be purchased
from the unit fund, All of the personnel in the unit must be able to

benefit from a purchase made by..g.unit fund.
Could the unit fund be used in the following example?

Sqmé'of'the enlisted personnel assigned to the company -do not have
organizdtional crests because of their high cost, A recommendation was
made to purchase crests for all members of the company from the unit
fund. ' . o

11



ANS: 1. Discrepancy in signature, do not pay. Sent to finance office.
2. Date should not be filled in until paid.

FRAME 4

The Class A agent must make a reasonable effort to pay all the personnel
on his payroll; this includes individuals in the stockade and hospital. '

The Military Pay Vouchers and all remaining money will be returned
to the finance office within 24 hours or as directed by local policy.
The Class A agent will also insure that the payee initials all corrections,

made by the Finance & Accounting Officer to Item 44 of the Military Pay
Voucher. .

" Answer the following as true or false.

(:) F 1. The Class A agent should try to find a payee if he does
" not report for his pay.

T 2, The Class A agent must be sure to initial any corrections
- that are made in Item 44,

3. How mych money was used to pay vouchers on the DD Form 1081 below?
B oghd Tt T - |

)

STATEMENT OF AGENT OFFICER'S ACCOUNT

DISBURSING OFFICER'S NAME, ADDRESS, DISBURSING STATION STMBOL NO. AGENT OFFICER'S NAME, ADDRESS AND CLASS
JOHN P. GAMEL, 1LT, FC L.W. JOHNSON, 1LT, INF
FINANCE & ACCOUNTING OFFICER HHC TRP BDE, 3D BN
DSSN 6353 FORT WOLTERS, TEXAS 76067

FORT WOLTERS, TEXAS 76067

TRANSACTIONS AFFECTING AGENT OFFICER'S ACCOUNT

INCREASE . DECREASE BALANCE
. TRANSACTIONS {Roceived by Agent) {Turned in by Agent) {in Agent's Account)

1. BALANCE FORWARD : 4! 2 9,904.00
2. CASH
3. COLLECTIONS
4. DEPOSITS
3. NEGOTIABLE INSTRUMENTS, :

A. TREASURY CHECKS

8. MILITARY PAYMENT GRDERS

C. OTHER (Spacify)
6. PAID VOUCHERS None

7. INCORRECT YOUCHERS RETURNED




ANS: Yes

. Crests are an authorized purchase since all members of the unit
can utilize them. The unit fund council may decide to issue the crests-
as a gratuitous item (the individual being allowed te retain the crests
-upon departure as.a souvenir) or it may elect to control and account for
them as fund property. .

FRAME 14

The primary source of money to operate the different unit funds is the
profits derived from revenue-producing activities such as post exchanges,
post theaters, sale of fund-owned property, investments and revenue pro-
ducing programs in the unit. These profits are distributed thru the Central
Past Fund ' ‘

A certain percent of the profits from the commissary would be sent to
the Central Post Fund for dishursement o different unit funds.

Could the dividends from government aecuritiee purchased by the unit
fund be used as a source of revenue for the fund?

ég:s\?es
. No

13



2. F The payee initials are needed,
3. §9,000.00

FRAME 5

Military pay certificates (MPC) 1s a military script issued to
military personnel serving in foreign countries (where the dollar is
not used) in lieu of U.S. currency. It 1s equal In value and 1is used
in exchanges, PX's, commissaries, clubs, etc. Tt is’ necessary to convert
MPC into foreign currency in order ‘to buy goods on the local civilian
market,

1. What 1s used &s a medium of exchange in Ameérican facilities
in foreign countries that do not use American currency? _jA f(zf‘

2, What is used t buy goods on the civilian market of a foreign
country? mwuﬁr J

.14



ANS: Yes

FRAME 15

The unit commander will appoint a unit fund council to assist him in
the proper adminlstration and supervision of the FUnd, This council

will consist of the commapder and at least twg berg of the unit.

The council is made up of enlisted and officer persomnel and will meet

at least quarterly to insure that TME Tund {5 being properly administered

and to approve all expenditures. In these meetings the senior member

will serve as president and the junior member will normally serve as recorder.

Could" the unit fund council approve an expenditure for the purpose
of having company letterhead printed on stationary to be used for official
business. :

7 Yes ' /YNO- -  Why?

/

15



ANS: 1. MPC ,
2, The foreign currency of that country

FRAME 6

A Class A agent {Conversion Officer) will be appointed to perform
the task of converting MPC into foreign currency. Once he receives
his orders he will go to the finance office and sign for a certain
amount of foreign currency to establish a revolving exchange fund.

He will then use the fund in his unit to exchange MPC for the foreign
currency. ' ' ' ‘

o A soldier wighing to buy something on the Vietnamese civilian market
will go to the conversion officer and exchange a certain amount of MPC
for the equivalent amount of plasters (Vietnamese currency).

Is the following True or False?

T () 1. The conversion officer may be an enlisted man.

T () 2. When the conversion officer first starts his job he will
- exchange a certain amount of MPC for foreign currency.

16



ANS: No

No item of equipment or service will be purchased with unit fund money,
if it is to be used to conduct official business of the company. However,
1f the stationery was for the benefit and use of all personnel within the.
company, then the purchase of such services by the unit fund is authorized.

FRAME 16

The Cgﬂﬂgﬂﬂiﬂﬂ.9££4£ET of the unit will also be the custodian of the _
units fund,” except when he is a field grade gfficer. A field grade commander
may appoint another officer of the unit to act as custodian of the fund.
The custodian's duties, in general, are to receive, disburse, and account

for the units' non-appropriated funds. He also has financial_responsibility
for the fund. :

If Warrant Officer Jones, reported in to a unit commanded hy CPT Smlth.
could he be appointed as custodian of the unit fund?

/I_/ Yes /._;__z/- No

Why? .

17



'ANS: 1. F. The conversion officer is a Class A agent and must be
' ‘a commiasioned or warrant officer as stated in frame one,

2. F, When first starting the fund he’ Just aigns for a certain
- amount of the foreign currency.

FRAME 7

Most companiles operate as TO&E combat organizations, but there
is still an administrative headquarters in this unit. In this
headquarters the four individuals who are primarily concerned with
administration are the company commander, executive officer, first
sergeant and company clerk. -

The CO is responaible for the overall administration of the unit. The
amount of interest he takes will have a direct bearing on how well the
administrative section operates.

Is the following statement true or false?

T F There are three administrative personnel in a unit administrative
headquarters. :

18



ANS: No.

Since the unit commander is not a field grade officer he must serve
as custodian of the fund. If he was a major, then he could appoint WO Jones
as custodian,

'CONTINUE TO THE SELF EVALUATION EXERCISE

19



ANS: False, four

FRAME 8

The executive officer supervises and coordinates the administrative
functions. This includes coordination with higher headquarters,
adjacent units and attached units. He 1s responsible for advising
personnel on insurance, bonds, personnel matters, etc. He may also
conduct minor investigations. :

If SGT Smith, a squad leader, is interested in buying some automcbile

insurance, he should be able to receive some advice from his executive
officer.

Who 1is re5ponsibie‘for overall administration in the unit.

a., Executive officer
Company commander
c. First Sergeant

STOP. RETURN TO: FRAME 9 PAGE 3

20\



UNIT ADMINISTRATION
STUDENT SELF EVALUATION YEST

1. The Class "A" agent is directly responsible to the

a. comptroller

(b> finance and accounting officer
c. post commander
d. executive officer

2. Who may act as a Class "A" ngent?

a, Anyone in a command poaition.

b. NCO's, provided the funds are properly safeguarded.

(&3 Any commissioned or warrant officer with proper orders.

d. All military personnel provided they have a proper clearance.

3. The task of changing MPC for foreign currency is accomﬁlished by the:

a, commander of the unit

b. first sergeant

cs finance and accounting office
(;}. conversion officer

4. The individuals primarily concerned with administration in the head-
quarters are the:

a. Executive officer, first sergeant, company clerk and platocon leader.
b. Executive officer, platoon leaders, company commander, and first
_ sergeant, _ _
(;)/ Company commander, executive officer, first sergeant and company clerk.
. Company commander, executive officer, platoon leaders and company clerk.

5. Who are the members of the unit fund council?

@ Unit CO and at least two other members of the unit.
b. Any three officers of the usait.

c. Any three members of the unit,

d. Unit CO and two or more commissioned officers.

6. What is the purpose of a unit fund?
a. To obtain sports equipment for ten men in a unit.
b. To provide commanding officers with petty cash,

® To buy items not issued to units from appropriated funds.
d. To provide floor polishers for the enlisted personnel in the unit.

21






UNIT ADMINISTRATION PART I
ANSWERS TO SELF EVALUATION EXERCISE

L2459 Army-Ft. Sill, Okla.

23



