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Wi LLS FARGO & COMPANY

ACCOUNYING DEPARTMENT



WELLS FARGO & CuMPATY
AD.1 ‘ sCCOUNEL NG DEVARTIFNYD
CIRCULAR KO. 1

(hicago, May lst, 191z.

CINVENTORY Or BQULPESNT, JUNE 1, 1912, 12 O'CLOCK WooM
PO ORFLOERS, AGEUDS AND HESSENGEES:

. 1. gn the first day of June 1912, at 12 a'elock
" noon, sn inventory is required of all Personal Properiy on
hand in or about your ofrice belonging to this Coupsny.

. g, opecial Forwms for this nurposs have hesn prepared
and sent to superinwendents for distribvuation to Route Agents,

Agents and Messengers in thelr respective Divisions. Before

distributing them nuperintendents will 1list the property
charged to each office and Messenger, grouped under the varlous

ganeral nesds and slpnabetically under esch head, es shown

in classification herein, Jlving the date cherged, mumber

on hand, article, description and original cost, ey indicsted

by eolumns 1 to § inclusive con the inventory fornm.

Se These lists must be in the hands of Agents and
Messengers and others not lster thenMey 25th so that they
may familiarize themselves with requirersnta, snd on June
1st at 1€ o'clock noon, must be checdked snd verified by
Agents and Hessengers by actusl examination of the articles
listed, 8%t which time the "Present Condition and Fstineted
Value® of each article should be shown in columns 6, 7 and
8 respectively.

b o Any article not foung should be so noted on report
by the word "short' entered in the "Condition" column opnosite
the entry and &n explanetion of its disposition made by letter,
accompanying the report 1o superintendents.

5. Agents will enterall articles of Company Property
ineluding packing trunks, stationary ana portable car ssfes,
or other line properties not cherged to Messengers, The
serial number of ¢ars in whieh such safes are located should be
glven. -

B. ﬁesseﬁge?s #1ll also enter all articlies of Compsny
Property moving on the line in thelr charge on June 1lst st 12
o'elock noon. ‘ S

7. In describling “present condition“ of the various
articles care should be taken to lndicate their exaet condition,
and to insure hniformity and eceuracy the following terms sand
bases for valuatlon should be used:



rercentage of Orlginal

: Cost

New When not in use to exceed six months ,

and in perfect conditlon : 100%
Good . when property is in excellent

condition 80% to 100%
FALR vhen property is serviceable hut

only in fair condition 50% to 80%
POUK ¥hen property 1s in use bhbut not

worth repairing 287 Lo BO%
UNSERVIUE* When property has a salvage value
ABLE only and is not in use Less than £25%

8. PACKI My wRUNED. In order to secure a correct record

of all Packing wrunks in sealed cars, as well as in open cars,
at 1z o'clock noon on June lst the following instructions should be
" pbsserved :

a., Agents at terminal voints such as Wew Yorl, Chicago
and san Prancisco, and all other points where sesled trunks ere
packed, will make & list of all sealed trunks placed on treins on
the night of May 31lst and morning of June 1lst, in sealed cars or
otnerwise, and hand same to Messenger. L ‘the first Messenger will
cancel from the 1llst all trunks dellivered br him sn route before
noon on June 1st and aeliver the 1list, 1if on through run, to
connecting Messenger for hom to do likewise up to noon on June lst.

b. 4“he trunks remaining on the list in charge of the
Messenger holding saswme at 12 o'clock noon, June 1st, ahiould be
those on his train, and he will enteér all sucn trunks, slso eny
others which he may nave in his possession, whether in sealed cars
or otherwise, in a special report to his o»upsrintendent, Agents
at terminal offices will see thet express cars in yards are
examined with & view to including ell trunks in inventory.

¢. vuperintendents will meke the necessary arrapngerents
for securing a list of 811 trunks 1in possession of other Companies
on June 18%, belng carried on tonnage hasis,.

d. ‘the number as well as the prefix letters on esasch
trunk should be entersd on the report. '

» 9. HRoute agents, egents and MHesdengers will see that all
inventory lists are sent to superintendents on or before June 3rd,
waybilled to prevent loss., supsrintendents will collect all lists
in thelr resgspective Divisions and adjust all discrepancies before
Sending them to Uenersl bupply agent; 811 lists to resch the latter
. not later than June 20th. Other officials will sena them direct to
the Genersl supply Agent, using sinmilar precasution to insure safe
deilivery.

10. SBpeclal forms are belng sent to Superintendents for ine-
ventory of “"Real Fstate and Buildings used in Operation" for their
persocnal attention. ‘



Entries on Inventory Blanks should be made slphs bétlpwlly under
procer headings and in accordance with clussifics ti showh below.
¥hen entering scales, aeaka, btrucks, ebte., use a sep *r 1te lines for
each different kind or size.

drticles the original cost of which exceeded $5.00, should be
entered under the _ro.er aLnasific“tion 18 "Egquioment" and those of
leszger value as ’ouﬁwije . Any articies on ﬁxn;, not listed hereon,
should be entered under nroper heading. : .

1. OFFICE EQUIPRLNT
Adding %achlnaﬁ

Scaffolding

Beds Sethees

Bed Springs ales (over 100 1lbs)
Billing Machines ﬂhe lving

Biiling EBooths Stoves

Book Cases Tables

Books Typewriters

Chairs Typewriter stands
Clocks Vallt Doors

Coat Trees

Copy Presses .
Copy Press Stands
Counters

¥ardrobes
¥ater Heters

¥ire Bucks

Cottnn Presses 2. OFFICE =UPPLIES
Cupbousrds s

Davenports Ash Cans

Desks Awnlngs

Directory Cablnet Awning Frames
Electric Fans o Axes

Piiing Cases
Gra?hu“hﬁﬂeﬁ
Hose, Fire
Ice Bozxes

Baskets, rattan
Bed Blankets

Belits and Holsters
Bicycle Hacks

ninoleum Boxes for Fire Ext.
Lockers, metal Box Hooks

Hegaphones Box Scrapers .

Mesnt gagga Brackets for Flre Axes
Mimeographs Brackets, gas

Hirrors Bucket s

Partitions Carpel sweepers

Platforms (Agents)
Push Carls
Hgilings, Wood

C;se%,471660n~the
Cash Zoxes
Cagh Drawers

Railings, ®ire Chandeliers
‘Revolvers Coal House
Rugs Comforters

Saules, office

)
&}
=
o3
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]
3
w

Covers for



Cots

Crow Bsrs
Cuspidors
Directory

hoor Checks ,
Elec. Light Fixtures
Fire extinguishers
Fliters, water
Filegs

Ges burnsrs

L}x‘ip bf‘@_,g
Grenadegs, hand
Gun cases

Baskets, rattan
Blankets, bed
Biankets,
Boxes for fire
Brackets for i
Brackets, gas
Buckets
Clipping mechin
Coal hods
GComforters

Sticker boxes
Shools

Tarpaulins
i'slephone holders
Tools

Tubsg

Pypewriter eovers
Hntar coolers
#eteor hoaters
Hringers

¥ringer stends.
“ine for stoves

- Hammers G TABLY EQULPMENTE
Hatehets
- Haversacks Hads
lce tongs Bed hprlngs
Ladders Breast collers and trec
Lenps Carts, stable
Lanterns Chalrs
Locks Clocks
- Maps Uoat trees
- Map cases Cupboards
Hathresses Desls
. Hats, rubber Ploats
- M1lk Cans ¥orges
. Nail pullers Harness, single
- Fumbering machines Harness, double
(i1 cans Herness, messes
Piliiow Hose, fire
Portrollos, /B MGCKOPS, retal
sefe dlals nedu“e uurm b“ﬁk
SERS Henles
ooreans newing ?%Qbihﬂs
Seals, wax stovas
saal pregses Tables ,
" seales (1Q0 1hs and under) rrucks, samdust
Shades Yrucks, grein
shovels Wegon washers :
oRylights vagon wheels and wochers
sprinklers wagon wheels snd axles
stetionery cese vater meters
Stepladders gheeaelbarrows
&, HTABLE BUPPLLES
Ash cans A
Aorons {wagon washers)
Axes

horse

axb .
re axes

ag



Cots

Crow Bars

Cuspidors:

Elec. Light Fixtures
Feed bags

Fire extinguishers
Forks

Gas burners

Grain sacks
Grenades, hand
Halters

Hammers

Hatchets

Heeters, water
Hiteh weights and straps
Horse blankets
Horse collars
Horse covers

Horse nets

Horse sheeais

Horse stocks

Hose, flra

Hoge, wagon
Ladders

Lamps, wagon
Lanterns

Locks o
Maltresses.

Honkey wrenches
Nozzles

0at cleaners

Uil cans

- Palls

. Pillows

‘Rubber boots
Running boards
saws

sereens

. nhovels

- Skylights
sprinklers o
Stepladdera 7.
stools . :
>trings slelgh bells
tarpaulins

‘Pools

3]
«

Tubs

Vises

Hagon aprons
¥lagon jecks
Vater heaters
Hringers
Wiringer siands
zine for stoves

TRAMEPORPALT ON BOUL vMEMY
Guns .

Kit boxes
Revolvers

safes, messenger
Skids '

Yreasurse boxes
Prucks,

runks, packing
Azes

Bolts and holsters
Boxes for fire ext.
Box hooks

Box scerapers

Cots

Urow bhars

Fire extinguishers
puncases

Hammers

Hatchets
Haversacks .

Lanmps

Lanterns

Locks

¥Milk Cans

¥ail Pullers
Portfolios, messenger
Baws 8
neals, wvax

seal presses

HURSES AYD MULES

Horses &nd rules



8. VEHICLE EQUL PHENY

Aut.omobi les
Double wagons
Single wagons

"fﬁleigns

Approved :

T JHEVTEAN,
Compltrolier

9.

Vahicle parts

MILSCELLANEOUS
signs - all kinds

T.G.INNES,

Auditor of Disbursements



WELLS PARGO & COMPANY
ACCOUNY I NG DEPARITHENT
C1lROULAR NO. 2

Chicago, May 1C, 1912.

SURTRCT : Agents' Monthly Baelance Sheets.
PO OFFICER: AMD EMPLOYES:

The work pertaining to a?encv &ECOoUNLS
has been transferred Irom tue office of the Auditor of Exprass
‘Recelipts to the office of the Comptroller.

Effective at one, Agents' Balance Sheets
cand a8l pnperﬁ supporting deblt and credit items thereon and
correspondence pertalining thereto, should saddressed to

- "Comptroller, Bureau of Agency Accounts, Chicago, I11." except
that the present stock of Monthly Balance nheet Envelopes, form
No., 888, shoula be used up without change.

, . The following papers must always be
~enclosed with Balance Sheets on whilch chnarges or credits covered
thereby appear:

Form

b46 Correction notice stotenents

464 Correctlion notices recelved

605 Debit transfers issued and received

602 Debit transfers (received)

s Revort of Miscellsneous Recelpts and
detalls in support of entries thereon

471 Agents ' commission wvouchers (abstracts end

astatements)

580 Correction notice ebstracis

594 statement of accounts collectible

eon Report of miscelleaneous credits and details
in support of entriss thereon, including

Form

Fi2 Deduction vouchers

20 Loss and danage voauchers
11253 Aaditor's correctlon statement
1124  Auditor's correction abstrect
1126 Auditor's correction commission
1127  Auditor's correction summery
1128 Auditor's corrections
1152  Auditor's correction balance sheet
1125 Awitor's corrsction monsy order
seee (tovernment bills of lading



Route Agents' reports of agency checks, form No. 177,
and Tranafers, form No. 178, and correspondence bearing on the
condition of Agency accounts should also be addressed as ahove.

All outstanding instructions contrary to the ftregoing
are cancelled.

Comptroller@



WHELL> FARGO & COMPANY
ACCUUNPING DEPARTURNT
C1RCULAR WO. 3
| Chicago, May 16th, 191Z2.

SUBJECYT : Fidelitwv Bonds
To superintendents.

The work perteining to Fideiity Ponds
for emploves of this Company has been transferred from the
Office of the Auditor of Disbursements to the 0ffice of the
Comptroller.

| Effective ot o%§; hond applicatians;
}appointment notices and all other reports and correspondence
pertaining to employes' bonds should be addressed to
Qomptroller‘~ Bureau of Agency Accounts, Chicego, 111.

This cancels all previous Instructions
to the contrary.

J.¥ . Newlean

Comptroller.



WELLS PARGO & COMrANY
ANMO - 1 ACCOUNLLNG DREPARPHENT
CIRCULAY NU. 4

CHICAGO, May 15th, 1912.
SUBJECT : TPOURELGN POSPTAL REMIYTANCES

10 ALL AGENTS:

; , The sale of Foreign Postal Remittances ss shown
by sunerintendent of Money Order’s Cireular of June 1lst, 1912,
should be reporited to tne Audltor ot Money Orders, quarterly,
on the 7th, 15th, 23rd and last day of each month, on Form 433,
"Report of Foreign Postal Remlttances Issued.”

: 1. thle informstion must be shown on Form 433 In the
following menner:

Plrat column: sSerigl mumber of Remittance Advige

»acond " Date of issue of Remittance Advice

thilrd b Name of country where noney is to be pald
Fourth " Amount in noney of thnst country

¥ fth " the eguivalent in United btetes lMoney

wixth " Postage necessary to complete transportation
seventh " Amount of remiittance end postage

Eighth ¥  Charges for issulng Remittance Advice

, 2, On Agent's balance sheet, Form 585, the transactions
should bhe renorted as follows:

On Line 18: Enter amount of Forelgn rostal Remittances,
including postege, scld during the month,
describing item as “Foreign rostal
Remittances.”

On Line 19: ¥nter charges for sale of Foreign Postsl
Rerittances, describing itvem as "Foreign
Postal Remittance Charges."

he above amounts to agree with the total of reports
send during the month to the Auditor of Monev Orders.

3 If agent is entitled to commission, take credit on
balance sneet only, by interlining "Commission on Foreign Postal
Remittences"” over Telegraphic Transfer, line Ht, at the rate of
33 1/3% of cnharges collected, then amount of remittance exceeds
$£100.00 agent will be allowed 10c¢ for each full £100.00 remitted.

Approveq: | ‘ ‘ E.U. sHERWLIN, ' :
Jow. NEWLEAN, : Auditor of loney Orders
Comptrollen.



wELLY FARGO & COMrANY
ab. 2  ACCOUNCTIYG DEPARCIEND
CIRC ULAR NO. &
CHICAGC, 1LL. May 20, 1912.

SUBJECT: JOIMY VOUCHERS, WELLo FARGU & CO. AMD WESTREY EXrRESS CO.

TO AGEWY» AW OFFICES JOLNT widn THE wWESLERN EXPRESS COMPANY:

Arrangements have been perfected between the Accounting
Dep&rtmanta of Wells Fargo & Company and the Western Express
Gompany whereby, effective with Mav 1912 settlemonts, neither
Company will require duplicates of any "Joint"™ bills peld by
the comtrollinz Company . In lieu thereof sgents will prepare
ligts, /in dunlicate, of a1l hills wepresenting " Joint" expense,
e;assif ed under %helr resppetive gceounts as "Office,” "stable,"
 Pransfer and ”f%aff‘c.

; “Agents will withhold furnishing duplicate bllls commencing
with May account and prepare lists as indicated, belng careful

to show dste of bIll, name of payes, descr! pt*on and amouant,

alsc the percentage at which each item should be prorated.
Separate llsts must be prepared of bills representing exvense ex~
cluslive to either: Companv.

Cvigina} 1x$f% together with & staterment of busginess
sqould scconpany the Balance or Settlement Sheet of the Controlling
Company, while the duplicate with a statement of business should
bg enclosed with the Balance or settlement bheet of the other
Company. ‘ :

, Great care should be taken in preparing these lists, being
particular before forwarding to ses thaet both original and
duplicate are legible and distinet, and thus avold occssion for
guch unnecegsary correspondence.

Approval of blills by offleials of the Controlling Compeny
alone is nscessary.

~ Please be governed sccordingly.

J.G.lnnes
Approved: : Auditor of Disbursements
J.W.Newlean
Comptroller.



WELL> FARGO & CUMPANY
ACCOUNTL NG DEPARTHRNE
CLROULAR HO. 6
Chicago, May 20, 1912,
SUBJHCT : Waybills reported on suppnlaensntary Statements
U ALL AGENTS :

Effective with May 1912 mccount, agents will no
longer be requlred to render supplementary stotements of waybille
dated in the previous montl, but recelved in the current month.

1n esccordancetherewith, “"Rules’ for Acoounting
of Oatobev 1st, 1911, and “lnstructions for Use of Agent's
Cash Book" of same date, are amended as follows:

"RULES PO ACC OUNIING .M
Rule Ho. 60 Cancelled
- Rule No. 61 -~ Cancelled

Bule Wo. 65 Cancelled
Bule Ho, 72

]

LI 1

POTAL PO COLLECT 0¥ LOCAL STATEMEMY: Enter smount
corresponding with total to collect businasm recelived during the
month.

PUPAL PO COLLECY UM CHROUGH B%A TEME% Enter total
husiness received during the nonth from ot her express € orpanies.,

CUHRECTION WOLLCE STAYEHENM:  Enter totsl of Correction
Hotices received durling the month to egree with total of
correction notlce statement sent Afuditor of Express Heceipts.

"1 NSYRUCPIONS FOR USE OF AGENT'S CASH BOOK."

COLLECT OW sYATEMENT: (PLUS ADDS - MiNUs DEDUCTS)
Paragraph beginning "At the end of esch month sufficient space
should be left for entry of supplementary stetements, etc.', is
cancelled.,

WAYBL LIy OF PREVLIQUS: Cancelled

PALD BEYOND oN SPATEHENL: XEnter dally the totsl of "paid
beyond" shown on statement

WAYHL LLS SINCE LAST DAY ol HUNTH: Cancellsd.

JWJNEWLEAN
Conptroller



YELL> PARGO & COMPANY
ACCOUNTI NG DEyARY MENT

CLRCULseR TIO. 7
Chicego, May 27, 1912,

Effective June 1, 1912, ir. J.H.addicks 1is appointed
Auditor of HEHxnress Recelpts wiith offices st 817 south Fifth

Avenue, Chicago, viece Mr. J.G.8hannon, transferred to other duties.

I NEVLEAN,

Comptroller.

Approved:
B.UD. Caldwall

President. .



WELL> FARGO & COMPANY
ACCOUNYLNG DErARTMENY
CIRCULAR NO. 8

SUBJECT: Daily audit of cash in hands of Assistant Treasurer.

Po THE PREASURER, ASSLOTANY 4REASURER
AND OFr1CER» OF THE ACCOUNILNG DEPARTMENT :
Effective June 1lst, 1912 the present method of recording
cash recelipts and disbursements in the office of the Assistant
Treasurer will be changed to the following plan:

CASH ABSTRACT, FORM 1329

This is & new form, upon which the Assistant Treasurer
will report details to the Compiroller of recelpts snd dlsbursements
(except miscellaneous items and remittances from Agents end
Messengers., which wlll be specially handled as outlined in this
bulletin.) The abstractis will be prepared in duplicate, the
totals entered daily in cash books, and the original, sccompanied
by the cash booku, will be submitted to the Genersl Bookkeeper in
the Comptroller's office om the folloﬂing morning. 1The duplicate
coples w111 be retained in bound volumes as vault records in the
Treasurer's office.

1 - Agents Remlttances: (a) The Assispant Treasurer will enter

the total remittances of asgenis each fay in the Cash Book and wlll
deliver to the Bureau of Agencv accounts of the Comptroller's
Office each day the deposit siips of %he agents with the bank list
covering the day's resceipis. The Bureau of egency accounts will
certify to the remittances by detailed listing thereof upon an
Adding Mechines; WS35 Bess a certifichation of this list to the
General Bookkeeper, who will in turn yerify the entry in the Cash
Book. .

(b) After audit, the verified bank list and the deposit:
slipq will be returned to the Assistant Treaqurer to be entered
each day on Form #1 611, “Record of Agents' Remittances Kecelved
by Banks" and each day's entries thereon will be drawn off each
dav on an Adding machine 1list for verificetion against the Cash
book entry. '



(¢) After all of the remittances made by sgents for a glven
month have been received and entered, form #1311 will be footed
up separately for ths remittances received in the current month
and the remlttances received in the subsequent month, the latter
forming the basls for entry covering the “"Remlittance in Transit".
The entire month's work will be proven by the Assistant Yreasurer
as follows (taklng May and June 1912 accounts for illustrstion):

(d) The total remittances made by Agents for June 1912
accounts received by the Assistant Yreasurer in the month of June
and so entered on Form #1311, plus the remittances for Msy sccount
received in June, as shown on Form #1311 for the month of May,
must agree with the total credit to agents shown in the cash book
for the month of June. ,

() After s£ll wverifications have been made by the Assistant
Treasurer, record, Form #1311, (in binders) will be turned in to
. the Bureau of Agency accounts of the Comptroller's office for a
check against the agents' balance sheetg, which will be made for
the total only, the individual items to be check back only in
case of discrepancy. All of the remittances for & given month's
accounts, shown on Form #1311 as having been received in the
ensulng month, will be recapitulated by the Bureau of agency
accounts, and the total will be covered by & Journal Entry charging
"Remittances in Tranait“ and crediting “Agents and Messengers"
1n the next month's account, this entry will bve Pever@ed aend
another entry made setting up the following month's "Remittances in
Transit.”

(f) The date of entry of remittences on Form #1311 should in
all cases be the date upon which the remittences have been
recelved for entry and the date of the remittance as made by the
agent should not he entered in any case.

. {g) After the Buresau of,agenéy eacgcounts hag completed its
work on Form #1511, the sheets will be remved from the binder,
- bound in McBee permanent covers and filed,

(h) In order that this plan may be followed out, the
Assistant Treassurer will equip his office with a sufficlent
number of binders; on set for the current month, upon which he is
working; the other get for the previous month's sheets which
have been passed to the Bureau of agency accounts for check
against the balance sheets,

2 - Bills Collectible: Separate abstracts on Form #1329, will
be made each dav, on which will be shown in all cases the name
of the payor, and the audit number of the bill whenever possible.




3 - Miscellansous Recelpts: = ¥hen there are cash receipts for
miscellaneous liems which cannot be entered under the above
headings, the Assistant Treasurer will forward to the Genersl
Bookkeeper in the Comptroller's ot'fice all papers in connection
therewlith, attaching credlt ticket, Form #1350, to esch remittence,
The General Bookkeeper wlll snow on the ticket the account. to be
credlited and return all papers to the Assistant "Yreasurer, who

will make detailed entry to cover in the Cash book, and will

support the entry by sending the papers to the Compt roller for file.
Abstract Form #1329 will not be employed in these cases.

- CASH DISBURSHUEENTS -

4 - Audited Vouchers (a) Audited vouchers mede negotiable by
. the Assistant Treasurer June lst, 1912 and subsequent thereto will
not be entersd in the Cash Disbursement Book until the vouchers
‘have been returned by the clearing bank, properly receipted and
cancelled. When such gancelled vouchers are gecelved, they
should be abstracted in Form #1329 under the different months
shown on the wuchers: the amounts of these months will then be
récapitulated for each day and the total talten credit for by the
Assistant Treasurer. The cancelled vouchers will be deli vered
daily to the Auditor of Digbursermnts with Form #1329 to cover.

(b} The vouchers whicn reacn the Assistant Tressurer paid by
the Banks but which were sent out prior to June lst, 1912 and
credit already taken therefor through the Cashi Book should be
submitied with a separate ligt to the Auditor of Disbursements ss
heretofore; they shoule not in any menner be confused with the
vouchers sent out on and after June lst, 1912 and Sor which credit
will not be taken until returned by the Banks.



All paid vouchers should bear Assistant Tressurer's cancellation

stamp 3nowin& date credit is talen.

he auditor of Digbursements will handle the transactions
as follows: , o :

, (c) 'The paild vouchers which had been sent out by the
Assistant Treasurer prior to June lst, 1912 will be filed with other
peild vouchers as heretofore.

(d) The paid vouchers sent out bn and after June lst,
1912, and for which the Assistant Treasurer receiveg¢ credit when
paid as listed upon Form #1329, will rirst be verifled sgeinst
Form #1329, after which the "date pald®. (date of the Lbstrect)
will be entered in the Voucher Register. This work will be kept up
~daily by the Auditor of Disbursemenis. The vouchers should then
be filed with other psid vouchers,. A;l vouchers should, commencing
June lst, 1912, be filed in Yreasurer's numerical order. 5 -
CFinancial fapare (a) The verification of financial paper
{Money urders, Travelers C(Checks and C.0.D.checks) will be conducted
as heretofore, L.e., by passlng the pald documents and the bank
lists each day to the Auditor of Honey Orders f'or an individual
verification and listing the documents upon an adding machlne.
(The understanding is tuat the Treasurer has already mede a
Treasury Department verification of these items each day ageinst the
bank clearings in New York city before submission of the paid paper
to the Assigtant Treasurer and Comptroller in Chicago.)

(b) The Assistant Treasurer will take credit for these items in the
Cash Book when the paper 1s passed to the Auditor of Money Orders,

and will enter the total amount for each class of paper upon

- abstract, Form #1329, and 211 papers with the ebstract will be passed
to the Auditor of Money urders for wrificatlion as heretofore, i.e.,
by an individual listing upon an sdding machine and by a check thereof
agalnst the abstract, Yhe abgtiract, Bfter being certified to by the
Auditor of Money Urders, will be passed to the UGeneral Bookkeeper

in the Comptroller's office.

6 - Pay Rolls: . These disburserents (covering headquarter's
payrolls only) covered by receipts on Form £98 “sSalary Voucher"
will be abstracted on Form #1329, which with the receipts will be
delivered to the Auditor of Disbursements for cogplete vertification
each day, after wnich they wlll be marked off daily against the
pay rolls by the Auditor of Disbursements for balencing purposes.
‘the abstracts will be certified after wverificaticnby the Auditor
of Disbursements and forwarded to the General Bookkesper in the
Comptroller's Office. There will be no change in the manner of
nandling the General Officers' Pay Rolls, except that the total of
such disbursement wach day wlll be entered as a separate item on
Abstract Form #1329 .



7 » Treasurer's Drafts: this refers to arafte darawn by agents
upon the Treasurer.  Trne honorsd drafts will be listed upon
Form #1328 by the assistant Treasurer and submitted with the list
o the Gensral Bookkeeper in the Conmptroller's (ffice for
verification, after which the paid drafis will be posted against
a detailed record of drafts drawn in the Comptroller's uffice.

8 - Miscellaneous: When disbursements are mede for miscelleneous
items not chargeable under the above accounts, the Assistant
Treasurer will attacn & Charge Ticket, ¥orm #1331, to each
~d£abursement and forward to the General Bookkeeper in the Comp-
troller's uffice, who, after indiecating the account to be charged,
will return the papers to the Assistant Treessurer for a detsilled
&ntry in the Cash Book, supported by the papers which will be
freturned to the Comptroller for filing. Abstraci Form #1329

will not be employea in these cases. . S .

- VERIPLOATLION OF CAbr BoOK BY UENERAL BOUKKEPPER -

the general bookkeeper will meintaln a check sheet
to ascertain wnether all abstracts, bPorm #1529, properly veritied,
are reoceived daily. 411 entries in the Cssh Baok, debit and cradit,
will be veririea by tne UGeneral Bookkeeper, af'ter which a reﬁm?d of
balance of casn on hand will be taken and the Cash book returned to the
Assistant Yreasurer. the record of balances thus taksn will be
checked against the Cash Book when inspected on the next dsy to
ascertain that the Cash balance is lntact before makinv the ensulng
dav's audit. ..

It is understood that all errors discovered should
be raeported to the General Bookkeeper for proper rectificetion with
the Assistant Treasurer.

- BENDORBEMENTS AWD RECELPTS ON FINANCLAL PAPER -

Tne Treasury Department will be held primarily
responsible for the integrity of endorsements and receipts upon
documents paild by that Department . The recelpts and {irst
endorsements on Auditor's vouchers will be examined by the Auditor
of Disbursements and lnstances of inmproper receipts will be taken
up with the Treasury Department.

JL.WLNEVLEAN

Comptroller,



WELLGS FARGO & COMPARY
CCOUNTING LEPARTMENT , TP““QUHY DEPARTHMENT
TACULAER NO, ACULAR kG, ¢
Chicago, June 1, 1012,
SUBJECT i~ Puid Money Orders, Travelers and C.0,D, Checks.

ooa T e A CreNm 2
L= ST 'ﬁuﬁ’r?gl Wi e

+3

4 -7(\ Agre

s w11l discontinue
Ay

Effective June nt 0
E, 417 and 414,  P=1d Yoney
(8,
@

1

Tt =
reperting on forms 401 402, 407, uOi, 41
Orgers, Travelere Checks and C.0.D. Check
paper will no longer be forwarded Lo 1

P ?*" (,J

1nd guch. sid financial
itor of %oney Orders,

e
he

11 puid financisl paper above reflevred to wil’ be
remitted Lo your gtEELul aepository as casgh and 1isted on Form 517,
"Bunk Remibtance Memo" under the proper hensd of ™Woney Ordera?,
"C.0.D.Y or "Travelers Checks, ™ as the case e, Fhen the face
of Bemittance Memo will not afford sufliclent spsce, the list should

is
appesr on the back cf the Hemittance Memo, and 2 sepurcste lict should
e, atLached when ‘necessary. These lists should show number and
amount of each ocrder or check.,

ok
.

Lach pald Money Order, Tr.owelers Check and C.0.0.
Check thus remitted should be endorsed on the back wiuu tas nuame
of Agent and city or town, and state, and record of the serisl
nunbers of all such flnsncisl raper yemitied should he retalined by
Agents, as in case of ogg Iin buanemlssion, credit will not be
allowed uynless Lhe serla’ numbers can be given.

[=

-

v
e

I3

Agents will cease making cuyments upon Form &,
"Indemnity Bond," and therefore they will discontinue sending
saeh documents 1o the Accouniving Desarimentl for credil. In all
cases of application for payment on lost finnmncial paper, the Bonds
of Indemnity should be executed in the usual manner znd approved
by the Agent, except that the recelpt for payment of the amount to be
refunded will be omitted in all cases. Comileted bond will be sent
to the Auditor of MYoney Oxrders, s, provided the suretly 1s satisfactory
and the original of the Money Order, Travelérs Check or C.0.0). Cheok
has not been paild, will issue a voucher for the amount to be n»naild
through the office of the Assistant Treuguref.

)
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KT\
&
]
£
e
7
4

J.%.Newlenn

omnptrollier



~-WELLGS FaRGO &
ACCOUNTING

Circular No.l10

COMP

DEPARTHMENT

4 NY

Chicngo, June 12, 1912,

Items.

Effective at once, the present practice of
analyzing unadjusted ltems in check or transfer of an isgency acceount
must De discontinued, and the following plan followed:

1z

Separate statement should be rendered covering

unrevorted Foreign and Domestic Money Orders Sold, C.C.D . Checks

issued, Travelers Checks Sold, Telegraphic Tranzfers Forwarded,

Foreign Postal Remittn

2

5

Money Orders Sold

il

Charges:

C.0.2. Checks Issued:

Charges:

ravelers Checks
Sold:
Charges:
Telegraphic Tyansfers
Forwarded:

.
Charges:

o
WA

i

nees.

separate stsatement should be rendered
incurrect audit and reported amounts.

Reported $50.00
Should be 45,00
Reported 25

5

Should be

Renorbed £5.00
Should be 0.0
Reported .10
Should be a1

Reported ﬁ0.00

Should ue 40,00
Reported .25
Should be . 45

Reported - 25,00

Should be 30.00
Heported .o

Should be .15
rgapded to Sheet # 2

For examples

and
covering
Differences
Debit Credit
$5.00
.10

25.00
.05

10.00

3
-

5,00

.05

$10.15



Differences

: Debit, Credit
Forwarded from Sheet #1. ol RRLE=
Forelgn Postal R@pqrted 20.00
Remittances Should be 18,00 2,00
Charpges: Reported .28

Hhould be 20 05

Error in footing Footed 10.00
Money order report: Should be 15.00 5.00
Error in footling C.0.Z.Footed 10.00
Check report: Should re 12,00 Z.00
Brror in footing Footed 20.00
Travelers checks sold Shouid be 10,00 10,00
Error in fobting Footed 20.00
Telegraphlic transfer Should be 25,00 5.00
recortss
Ervor in footing for- Foonted 20.00
eizn Postal Hemittan-Should be f? 0¢ 2.00
ges & 29,28 § 22.20
Net bLebit Difference 7. JF

St Separate ststement should be rendered ﬂovering
incorrect audit of Wayblills, also errors in footings of Local and
Through statements=. For examnle:

Differences
: v Debit  Credit
Total to collect on

Local
Statement, waybills recelved: Footed §100.00
Should be_95.00 £ 5.00
Footed 80C.00
Sheould we_84,00 4,00
Total to colliect on Footed 45,00
Through Stabtement Should ®e 55.00 10.00
Footed 20.00 .
Should be 82,00 .00
5t. Paul to Chicago, Reportea .20

Wayolll #2519, May Z20th should be .60 o
2

Forwarded to Shect # Z 314,10 $ 7.00



Page No.Z _ Circular No. 10,

Differences
Debit Credit
Forwarded {rom Sheet #2  $14.10 $ 7.00
St. Paul to Chicugo, Reported Prepaild . 80
Waybill #2520, May 20t Should be collect .60 LEO
8t. Paul to Chicago, Reported .50
Waybill # 2521 Should he 20 .20
Prepald on Local Reported .50
sbstracte (Forwarded)  Should be .80 .10
Cnicago to St.Paul
Waypill #2021, May 8%rd:
Chicsgo to St.Paul Reported . €0
Wayblll #2022, May zﬁnd:unou7ﬁ Lie .40 .20
Prepaid on Through Heported .80
abstracts (Forewarded)  Should be V80 : 10
Chicage to Detroit,Mich
Waybill #2028, May 22nd:
Chicago t- Detroit,Mich,Reported 1.2
Waybill #2030, May 24th:Should be - 1.40 20
Prepaid (Local Abstrts) Footed 100.00
' , ~Should be 5 80.00 10.00
Prepaid (through ' Footed , 100.00
abstracts) €hould be - _120.00
; ’*‘J7 50
Net Debit D i?grgnca > H 17.50

4, Berarate statement should be rendered covering
"differences between the total of reports and the amount carried
forward to Monthly Balance Sheet, Form # 585, also agent's or treasurer's
drafts, or incorrect balance carried Irom prcViQUS o current month,
or any cther difference where adjustment 28 to be made on account
of error in reporting the incorrect amount on the Balance Bhect, For
examples :



Differences
A Debit Credit
Error in entering Téotal Re rorted $500.00
To collect of Local Should be 510,00 10.00

Statement

Error in entering Total Reported 50,00 _

to colleet of through Should bve 545,00 5.00
Statement

Error in entering Total Recorted 540,00

of Loceal Abstracta: Shouid be 560,00 20.00

Error in entering Total Reported 525, 0
of Through Abstracts: Should be _510.00 15.00

Agent's or Treasurer's Feported 100.00
Drafts: Should Uve 112,00 12.00

Reported
Should be

Eandit el
O i
o
-
L B (R

10.00

Balance due Compsany Reported 500.0
incorrectly carrvied f{rom Should be 508,00 8,00

January to Februasry Balance
Sheet ¢

Balance due agent in- Reported 50.00
correctly carried from Should be 45 .00 _5.00
Fevruary %o March Balance $50.00 75,00
Sheeat s Net Denit Differsnce 1

: 5: Separate statement must be rendered cr.ering C.0.D.
collections for which checks hsve not bveen lssued to cover, &lso
for amounts due to or by connecting compagles and for ull other
differences which have not been specified in this Circular, =

Debit C 0 Credit
C.M.&ST.P . Ry. $5.00

C.0.0.collections far which  $50.00 Due by

checks have not been lssued to Dae by Am.Express co. 25.00
cover, Due by U,Z,.Express Co. 20.00
Due to american Express co. 15.00 Due by Ex-Ahent 10.00

Due to C.H. & St.P. Ry 25.00
Due to United EBtates Express ColB,.00 : L ,
$105.00 | $60.00
Net Debit Difference 45,00
8: After compiling the various statements, 3 gummary should

be made as shown below, snd the net difference (debit or credit) cu

to Form #177, (Route Agents' Repcort of Auditor of the Account) as

Unadjusted Items,



Page No. 5 - Circular No. 10

BUMMARY

Debit Credit
Differences M.0. Account $29,25 822,20
- % Abstracts and sbtateménts - 85,00 17.50
M Balance Bheets 50.00 25,00
" To Ye adjusted 105.00 £0.00
at Agency
§279.78 FFA70
Net Debit Difference 84.55
, 7 Esch item must be fully explalned in ﬁvopr that
the Agccounting Departiments will! »"rcarly understand what adjustment
is necessary. totements t0 be madelwith copying wenp1¢ in

duplicate to be forwarded to this office with r@part of check
pransfer, and an impression copy of same made in Impression Book

¥

&t the Agency for gtﬁti n record.

J.%. NEWLEAN

Ccmptroller.



ACCOUNTING DEPARTHENT

Bulletin No. 1
Chicago, April 12th, 1912.

SUBJECT : Accounting Instructions - Bulletins énd Circulars.
TC OFFLCERY vl THE ACCOUNILING DEPARTHENT :

Effective at once, all instructions in reference to
methods, principles and policlies to be olserved within the
Accounting Department will be covered by "Accounting Department
- Bulletins". ¥hen officers or enployes other than those of the
chounting Department are interested, regular “ﬁccounting Dapartmant
Circulars” will be issued.

The following general rules should be observed In
1ssuing bulletins and ciroulara under this plan:

| BULLFAINS :

, 1. - A4 concise subject should be gilven to each bulletin

to indicate at a glance the charscter of instructions ¢overed.
The heading should be made to conflorm to that shown on this
hulletin. The office from which the bulletin emenstes will
not be shown in the heading.

2.~ A margin on each side of not less than 3/4 in.
and not more than 1 in. shall be maintained in writing =sll
bulleting. A marglin of this size 1s nscessary in order that all
of the lnstructions may be in plain view asfter the bulletins
are placed in tinders.

B In addressing bulletins, do not use the names of
c¢lerks or others but use the title of the position, viz: “"To
Revising Clerks", "To ¥avbill Pullers”, "To Money Order Clerks",
"Po Emploves of the Disbursements Office", etc., etc.

4o= hen & bulletin consists of more than one pege,
the pages from the second on should be numbered and also show
the bulletin number, viz: "Bulletin # 3, Page #2", "Bulletin #3,
page #3" amd so on.

: Sam If a bulletin be short and can be gotten Guﬂ on a single
sheet with double spacing, that form of spacing should be used; in
all other cases use single spacing. A



6.~ All instructions should be set forth in distinct
propositions as far as possible, setting up in numbered para-
graphs ihe progressive plan covered by the bulletin. Be
explicit and at the same time concise in the wording of your
indtructions. If instructions are guilte lengthy, marginel
gubjects should be shown to the left of each paragraph.

7.~ Bulletins will be numbered in one seriss for the
entire Departmant and the assignment of nunmbers will be mede
by the Comptroller's office upon approval. It will not be
permissible to iqsue a bullstin without this number.

: 8.~ In addition to the numbher assigned by the Comptroller's
“of fice, another number will appear in the upper left hand corner,
son the same line with the former, which will indicate the number
of bulletins that have been issued by the individual offite. This
number will be assigned by the officer issuing the bulletin and
will be preceded by a prefix to denote the office,. For this
purpose, the following prefixes have been asdopted: "AD" for the
Auditor of Disbursements; “"ANMO" for the Audltor of Money Orders;
and " “AER” for the Auditor of Express Receipis.

9.~ Two signed coples of each bulletin should be submitted
to the Comptroller for his approval. Heving been duly spproved:
and numbered, the originel will be retained by the Comptroller
and the duplicate returned to the originating officer as his
authority for issuing the ilnstructions.

10=- A1l bulletins will be iasued on ’etter size (8-% x 11)
paper of one weight and quslity and punched for filing in binders.
In order that there may be uniformity from the start, the necessary
number qof binders and a supply of the special paper will be
furnished to each office by the Comptrollsr., It 18 the Intention
to supply each officer and his chief clerk with o binder for
use on th@*r desks but as meny additional coples of bulletlins
as may be required to properly inform all interested cTerk@ will
be furnished upon request.

11~ L Each party holding a binder should be in possession
of a complate and up to date flle of bulletins and to accomplish
this end, coples will be sent to them in &ll cases &lthough they
may not be directly interested in the instruciions. By having
& complete set you will positlively know thet you have everything
in which vou are interested, and on sccount of the system of
mumbering, the fallure to receive a copy of any bulletin, can
be instantly detected. Each offilcer issuing a bulletin, in
addition to furnlshing every interest.clerk in his office with a
copy thersof, will forward an sxtra supply of twenty-five coples
to the Couptroller's office for distribution to the holders of
bl nd ars o



12~ Detail instructions to clerks in one office will
be issued over the signature of the officer in charge with the
approval of the Comptroller. Instructions to sub~officers of the
Accounting Department will be issued over the Comptroller's
signature only. ‘

13- If conferences have been held from time to “ime in the
past on various accounting subjects and the results of these
conferences recorded in memorandum form or merely allowsd to
stand a&s verbal rulings without any written record thersof, it 1is
desired at this tinme that all such verbal understandings and
memoranda he issued in the shepe of bulleting in order that a
“complete and permanent file may be effected.

"CIRCULARS :

14 A separate series of numbers will bte meinteined
for use in connection with the issue of circulers and the same
general course will be followed as outlined for bulletins.
Separate vinders will be furnished %o the holders of bulletins
books in order that there may be no confuslon between the two
sarie$¢

15- In heading circulars, the name of the Company shoula be
shown, viz:

- WELLS FARGO & COMPAYY =
ACCOUNTING DEPARTHENT

Circuler HNo. 5
AD-1 ; '
16~ In issulng ecirculars, twenty-five copies, and ez many
more as may be required to supply the clerks of the Accounting
Department, will be run off on the punched paper furnished for
bulletins; the large supply golng to agents, reilroads and
express ¢owpanles, etc., should be printed on the regular psper used
for that purpose.

In a1l other respects, the same plan should be observed
as that outlined for bulletins.

Officers will pleess see that this plan is carefully
observed and will refrain from introducing new methods, principles
and policies, either verbally or written, without covering the
matter by an Accounting Department Circular or Bulletin, as the
case may be, in accordance with the foregoing.

J.u JHEVLEAN

Comptroller.



ACCOUNTING DEPARTYTHENT

Bulletin YWo. &
Chicago, HMHey lst, 1912.
| SUBJECT : - Subscription Lists

FO THE OFFICERS OF THE ACCOUNTING DEPARTHMENT:

rhe passing of subscription llsts of any end every
character among employes of the Accounting Department, without
~ the personal and edvence approval of the Comptroller, is
1 pronibitea. |
| There are meny cases where subscriptions are taken
among emploves involving contributions which some of them
cannot afford and that are against thelr best judgment but which
they feel compelled to respond to. It is my degire to protect
our employves from such lmpositions.

J.W . NEWLEAN

Comptroller.



ACCOUNTI NG DEPAPTHEWT
Bulletin No. 3

Chicago, 111,, May 16th, 1912.

‘SHBJEST: Initialing of figures checked on Balance Sheetx |

PO BALANCE SHKEY CHNCKERS :

Effective at once, all balance gheets
should bear the lntials of the clerk making the check.

Initisals should be preﬁixed to the
figures corrected,; in the following manner, vim:}

"Total to collect on local statements K, M/ K. 550.00 *

"Prepaid on local abstracts HRW 25.00 "
411 corrections, check marke end

initials should be entered on the balance sheets in red ink,

J.u JHEWLEAN

Comptroller.



- ACCOUNTINCG DEPARYTYTHMHMENT -
Bulletin No. 4,

Chicego, Ill., May 20, 1912,

QUBJECY :  Agents ' Monthly Balance vheets - checking and
distribution of miscellaneous items reported thereon.,

TO CLERKS - AGENCY ACCOUNES HUREAU:

In order to faclilitate and insure the proper checking
and distribution of miscellsneous items reported by sgents on
Monthly Balance Sheets, the following Instructions will govern:

The agencies in operating divislons will be divided
into gix groups as follows:

Group #1 - Division #l - 2 = 35 = 34 = 35 - 56 and
all ioint offices, spproximately sighty in number, Be lance
sheets and reports from agencies in the shove group will be
assigned to Mr. Hanson.

_ Group #2 - Division #8-4 « 5 -« 6 - 7 and 8. Belance
sheets and reports rendered by agencies in this group will be
assigned to Kr. Melin. ; '

. Orooup 3 = Division #/@ - 10 - 11 - 12 ~ 13 and 15,
Balance Sheets and reports rendered by agenciss in this Sroup
will be assigned to Mr. Shaeffer. . _ :

jGroup #4 - Divislon #16 - 17 - 18 &and 1%9. . B&l&hce
sheets and reports rendered by agencies in this group will be
assigned to Mr. Davidson. o

, Group #5 - Division #20 - 21 « 22 - 23 = 24 -~ 25 and 26.
Balance 'bheets :»nd reports rendered by agencles in this group
will_be,assignﬁd to Mr. MHongren. ' [

_ Groqp #6 - Divislon #27 - 28 - 29 - 30 = 31 and 32.
Balance Sheets and reports rendered by sgencles in this group
will be asslgqed to Mr. Bailey. .

As ﬁhé balance sheets and miscellaneous reporis are
received each day, they will be assorted into alphabeticel stetion
order by Divigions and states, by the clerk who handles the mail and
checks the Blance sheets in, who will turn same over to clerk in
charge of the group as outllined above. :



. Kachn clerk will be furnisned with sheets ov which
stations will be entered in alppnsbetical territoriel oraer,
on which he is to enter and distribute to proper seccounts, the
amount of Miscellmneous Hecelpts, vouchers {(deduction) (Lossg
and Demsge), Miscellesous Credits, elc. afiter tne entry as mede
by the segent has been properly cnecked ageinst the detslls and
the correctness thereof verified.

ag soon as Hemittances have been checked, the Balance
sheets should be passed to nsll desk where they will be arranged
in alpnaheticel order b superintendents' Divisions and Stetes
and plseced in teuporary bhinders.

CAg soon 88 Balance bheets have been compsred snd the
amounts entered on distrivution sheet, the Balence bShests should
be passed to clerks checkling cash in order that agents’
Remittances mey be verified. ’

Balance bheets nol checked for want of supporting
reports and detslls rmst be held on the desk until such tire
a8 reports snd Halance Sheets can be ovekoba d ~ up.

e M LAY

- Couptroller.



-ACCOUNTING DrPARTHENL -
Bulletin Yo. 5
Chicego, May <0th, 191%.

SUBJRCT 1~ Correspondence to be handled in the neme of the

Comptroller and Correspondente covering the Establish-

rment of rrinciples and Methods.
v UPPLCERL ol THe ACCOUNTING DEPARTHEENT

Effective at once, all correspondence with the
Pollowin? officers will be conducted in ibhe neme of the
Comotroller only:

Fresident New York

Vice-rresident & General Manager Chicsago
Yice-rresident & Ueneral Menager ban Franclseo

dSecretary New York
Preasurer New York.
Commerce Uounsel ’ Hew York
General vraffic N@nager o Hew York
general superinterndent Houmton

ufficers of the accounting Depértuwent finding it
necessgary to nommunicate with any of the above wlll draft =
letter for my signature and send it to tniﬁ office to be
forwarded, asccompsnied by &n extrs csrbon copy £6r vur files.
No marks of any kind shounlo apnesr upon the letter Lo in-
dicate the author, but thls infermstlion will be suown on the
carbon, as follows: "bictated by tne auditour of Disbursements
for the Comptroller's signature”, etec. when the reply is
received, T will turn to my flls and aﬁv*se the author of the
inqguiry auaorainglv :

1 desire to sign all such communicstions personslly.

buring my shsence from the City, however, my Chief Clerk will
sign them, providing the subiect ealls for irmediste sction.
No matters of especial importance should be taken up during
my absence, except tnose of & character so urgent &s to make
quick sction iwperative. vhen such letiters are signed by
my Chief Clerk, the carbons will be held on my desk in order
that L may be fully asdvised thereot upon my reaturne.



Correspondence involving the esteblishment of new
principles and new methods shoult not be hendlea by any one
in the Accounting Department without ny personzal spproval in
each case, After the prineiples and methods heve bDaen
established, it 1ls expected that the various depeartments will
handle the detsils in every respect without reference to nme,
unless some complication srises requiring further ruling or
unless some imporitent or interesting phase of the subject
shonld develon. ‘

Thase arrangements are made in order that i may
heve propsr contrcel over the conaucti of business of my
Department snd tne establishment of accounting methods.

Jov JHEWLEAN

fCOmptreiler.'



~ACCOUNTING DEY ARYTHYHP-
Fulletin MNo. &

Chiceago, Mey 20th, 1912.

SURBRJELT ¢ Meil received from the Presiacent snd ufficers
reporting to the President, @&lso communicatlons
received under “rersonalil®, "Private" or
“Gonfidential"™ cover - Handling of in the
Comptroller's office.

ty T CHIRE CLenE AHD
EHPLOUYES OF HE COEPERULLER 'S UPWLOR

I desire to open personally &ll meil reaching
S tuls office from the followlng officers of the Comnpany:

rresident _ Hew York
Vice-President & Genersl Hansgﬁr ' Chiceago
Vice-rresident & General Heneger . San Franclseo
Secretary . : - Naw York
Treasurer . Rew York
Commerce Counsel | _ Wew York
Jeneral traffic MHanager ) ¥ew York
Genersl Superintendent ‘ Houston

Care should be exercised in sorting out the meill
to see tnat all communicetions {from these officers sre handed
to me unopened. The identity of the sénder can sssily be
determined, &8 a rule, from the "retura® on the evelope or
other wmarks on the package, A1l cuvmuinications opensd in error
in the outsiue orffice should be nended to we together wilith
thie envelops or covering in which Lhev*r@aenea the office.

All mail {(Expreass snd Unihed v¥ates ) marked
"Personal® *Private” or "Confidential" should be lald unopened
~on my desk for my personal attention. taring my 9? SRNGS
- from the City, my secretary will lendle such msll in accardenca
with my Instructions to Bim from i %ﬁ Lo tiw

Any correspondence raceévad from the officers listed
abovd, or racelived under personsl cover from others, handled
during my absence from the Gity, shoild be laid aside and
produced to wme for my stemp upon ny refurn in order that I may
bs advised of all metters hendled under thils arrangerent.

Jow JNEMLEAH

Corptroller,



“-ACCOUNTING DEPARPHENT «
Bulletin Yo. 7
Chicego, Hay 71, 1912.
SURJIECY: Hethod of aAgreeing Belance of m@tatanﬁing Vouchers
POOTHE ATDHIROF OF DLoBURLEMENTS:

Effective June lst, audlt VYoucher Belance will be
determined ns follows:

. l. & subsldiary ledger will be kept in which will be
recorded ander captions for sach montn, the deblls and credits
to the varlious accoaunts asg under:

(a) ihe total) of endited voughers for o given
month as shown by the voucher register will be pasted in
total as a credit to the sccount in the subsidlarex ledger under thsat
month's ~aptlon.

{b) fhe amounts shown on 4Asistant Tressurer's
ﬁaily Abgtract, ¥orm Wo. 1329, &f audited vouchers psid should be
posted daily to the deblt of variouv mOﬂfnlv subsidx&r" ledger
accounts.

(e} At the close of each business month, & trial
balance should be drawn off, shoring balanees dus for sach
month and the total sgreed w%th the credit belance of vouchers
audited shown in ths Ueneral Ledger.

2. whenever it is determined to ¢loge the voucher
register for & month's business, a 1ist should be drawn off from
the woucher register of open lf?ﬁ», i.e., vouchers not mar?e&
of f as pald and agreed with that month's bslsnce as shown' in
the subsidisry ledger. where ths unpeld items do not follow
in ccnqecut*ve ordar in the voucher rap*&tsx, it w11l bve necessary
to detall each itenm, but a number of open itene following in
consecutlive wider can be grouped and totals shovn in one amount,
with & full reference tc the inclusive nurthers of the wvouchers
covered. If Lthe sgreement of the baleance in the sccount of |
vutstanding Vouchers is helng mede at the @md of a business month,
the cash posted in the vcuchew regleter for the succeedling month.
should bve taken in totel from the various nonths ! accounts from
the deblit appearing in the subﬂid*ar”‘ledgﬂr ard these amounts
added to the apmounts as shown by list of open 1tems shouldé be
the balance of outstanding wvouchers as shown for esach month by
the trial balance of ithe subqid‘ rv‘iﬂdger

while 1t 1is mors aav&n»ageons td~agree belences
at the end of & business month, the nethod outlined sabove will
also enable an agreement to be made et any time during & month.



2~ If after drawing off the oren items differences
are found tLo exist between the total amount as shown by the list
and the balance on the w2ubsidisry ledger, and it will be necessary
is order to lecalize the errors to first work back the cash for
each month from the voucher register vostings to agree Lhe
amount thus obiained with the total of the cash posted from the
Abstract, to the debit of the various monkhs in the subsidiary
ledger. Bifferences of thie kind unless located st oncyg by
the amount shown in & voucher ¢f even amount, will recuire o
detailed check of the cash shown on the Assistant Treasurer's
absbract against the ltems rosted in the voucher register.
¥hilst such as the above will consbitute the majority of errors
‘made other differences wil)! manifest themselves due to errors in
footing, errvors in entering amounts, ete., in the voucher reglsier.
All poseible effort should be made ito porevent such errors &nd in
- cages of changing smounte elther of & woucher or of a totsl
- after having been resorted to the General Bookkesper without
advising him of sweh chsnge should be met with drastic asction.

S

¢

e =rvsrr w4 )
J.E.NEULEAR

Comhtraller,



8

*

¢

e

Bull

&

g . (2] -
o5} L Bt 5
i O &= i
mfw £3
. o ot o w0
w 4 ot 1] ey
b o B D
W - e e 2
o o m.“.,v Fsy o )]
@ Y &3 +° A
o] o £3 g y +3
=3 o 0 O +3
By Bad e &) " e
o] it £ 47 {h
- b L
< & o i A
=4 ry
t o o b B
R Pt o
) L )
- . . . 2
[ azdl 3]
¢ i reed Ty
&) i * ] £
15 & © © e
<! e R
S 3 i & o3
3 & 3
5 4 o -t L
G Tet wd G 3 o)
) 54 2 GooNg bl
P [ 2
W 1 [£3] o
£ 4} il ot -
b b= & A3 5
3] od o +3

4 [
e @ O A
< Loy

J.E.NERLEAN



!
o
(@]

O UKTING G DPEPARTHIEINT -

b
b

(Cancels Bulletin No. 4)

Bulletin No.9

Chicago, June 10, 1912,

SUBJECT: Agents! monthly baleonce sheets - Distribation of
Hiscellansous items reported thereon inclading check of
Agents'! Remittances, Auditor of Express Receipts
and Auditor of Money Orderst! Departwent Consolidstion
Sheet g, etc,

TO CLERKES - BUBEAU OF AGENCY ACCOUNTS:

In order to fzeilitate snd insure the proper snd orompt
checking of Agents' Monthly Palance Sheets and the olozing of the
month!'s sccounts, the follewing instructions will govern:

1: The agencles
fiftesn proung as {ollow
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Group #1 - Divie
and

" Grour #5 - Division #9 and #10

Group #68 - Division #1171 and #12



Croup#i? -~ Division #26 and #27
Group #14~ Division #28 - #29 and #30

Croup #15- Division #Z1 and #2722

2: Fach group will be =assigned 1o s clerk who will
be exgected Lo check all of the items on the balance shget including
the Buzlsnce Due Company or Due Agent from Last Balance Sheset,
Remlitbances, Consolldatlon Sheets receivea [from sudgltor of Erpress
Receipte and suditer of Money Qrders, muke up Consclidation Bheets
for Bure=zu of agency aAccounts sand see that the Balance Due Company
or Due Agent agrecs with the difference bth§en the cmmb%neé tobale
on the deblt and credit side of the Auditor of Fxg*eJ“ ecelipts,
Auditor of Money Orders anc Bureaua of Agency Zococounts! Jonmd?ir%tjan
Sheets.

Have been furnisheo wiith

2z
X

3 5 form #5177, "Beport
of Hiscel id{e us oredite? anc [orm #6518, TReport of Miscellspeous

Receipts."

41 On form #518, tgents will report Nessepger
Bettlemenis, checks Irom Tressurer for Collecition und all other
Misce. laneous hecelpts.

5: On form ?aL s égeﬁts #lll rerort uavuxnment Bi1ls\

of Lading, Vouchers, iréuu”tiﬁﬁ) and Loss and Damage) and 2ll other
&isoeiianaoas Cred Luao

8: Columns have heen provided on these forms Tor
disbribulion of ithe aAgents! debit or credit to proper scoounts,
procer headings to be inserted by olerka makins the distribuation.

: Y: In distributing detb aredits
Traffic txpemaea, Transportztion and Ceneral Expense
5 name of the sccount should be sh

B: &4s forms #5118, Miscellsneous Recelpts and
#5817, HMiscellansous Credits are comnleted by offices, they must he
checked to ithe balanece scheels, necessary correctlons made thereon
and correction notices Lo sustain such ﬂ?&n«ss made . At tke end
of each day, forms #5517 and #818 must be #ritten up on
Consolidation Bheets of Agents' Miscellsnecus Becelpts and Credite.




9: Each clerk will mske up de2ily, a separate lis
14n: r, office and amount of Govsroment Bill
Lading, Bills C@iz&“tibla, Vajﬁhe,u, (Deduction and Loss s
Bamawes , =5 and deliver the original
together ﬁibﬁ Sun“ortla% apers it the end of exoh day to
clerk or department who handles same,
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10: EBach clerk will slsoc comsile dailly, a st of
Debit transfers Hecelved, Debit{ Transfers Forwarded and Checks
from Tréezsurer for Collection which he wil® hold op hieg desk
antil Ahe month's work le completed. A4t the enpd of the month, the
iiste w&%t he frobted and the % ctbale of same must asree with the

Lo

g
ol m
total 8f the debit or oredit to the sccount lpvolved =as shown on
the Consclidation Bheets - Buresy cy Accounts.

.l
oty
e

0
o
s

1i: E=nch clerk n t npd #5118
aé Azeabs! EBalance shest che game ovder Lhet Lbe offices aprear
-on the Consclidation Sheets -~ Bureau of Agency Acaounts, and ' ‘
keep same on hic desk. ' :
v 12: Division of Agents! ba?“nﬁe sheete s¢ outlined above
Egivew esch clerk about = hund; es Clerks will be held
Lrespon Siwlﬁ for the oo alance sheets assigned
Lo tuem.a‘ fritiay U lidation Sheets el
“thelr Tivision.

.W.NEWLEAN

Comptrollier,



Wells Farco & Company

Instructions for Use of Agent’s Cash Book

First and second grade agencies will keep cash books, forms 588 and 3587, respectively, for
proper record of their daily cash receipts and disbursements.

This book is ruled with designated columns to save time in preparation of monthly balance
sheets. It also has two blank columns on extreme right of page to be used for other items as required.

In connection with cash book a ledger will be used, and monthly totals of respective cash book
columns posted to corresponding ledger account.

, As the balances in several ledger accounts will consist of small items, as for instance, overpre-
pays and prepaids billed collect, in addition to regular forms provided for suspense and on hand, sheets
should be used for recording the details, the totals of open items on sheets and records mentioned to
agree with balance called for by account. ‘

Do not enter all details separately in cash book as that would rapidly fill it. Details should in
_most instances be totaled daily and amount entered in proper column. In columns “From whom
received ”’; ‘“To whom paid” and * Description ”, enter sufficient particulars to permit tracing sourc:
of entry.

CASH RECEIPTS.

Suspense Account :

Enter all patrons’ temporary deposits, overcharges, overprepays, account sales and sundry items.
Temporary deposits, account sales and sundry items should be entered in detail, amount posted
to suspense account record, form 457, and a check mark made in colurun “Ledger Page” to
indicate that item has been posted. Overcharges will be entered in total from detail sheets to be
written up daily by statement clerks.

Total of overprepays and undercharges on prepaid shipments will be entered from detail sheets
of abstract clerks. These items consist principally of prepaid shipments billed collect in error
and undercharges on prepaid shipments to be held for correction notice from destination agent.

Accounts Collectible :

Futer all cash received in settlement of customers’ credit accounts and post to customers’ credit
in ledger.

On Hand:

Enter daily in total all collections made for goods delivered from On Hand.

Collect on Statement: (Plus Adds — Minus Deducts)

FEnter daily totals for all collect business received. This amount should agree with daily total
of delivery sheets. In cases where total cash has not been collected on delivery sheets during
day, the total to collect will be entered in this column and uncollected portion representing due-



bills, accounts collectible, on hand and correction notices will be entered on disbursement side of
cash book in respective columns. For example, the total to collect on delivery sheets for a single
day amounts to $100.00. Of this amount $50.00 has been received in cash, $10.00 in due-bills,
$20.00 is chargeable to customers’ accounts, $10.00 consisting of items returned to On Hand
Department and $10.00 representing correction notices. From the foregoing example, $100.00
will be entered in the “Collect on Statement” column on debit side of cash book and the remain-
ing amounts entered on credit side in the columns mentioned. When these amounts are collected
the cash received will be entered on debit side in respective colummns.

At the end of each month sufficient space should be left for entry of supplementary statements
of our way-bills issued, or through way-bills received at transfer point, prior to first day of the
following month, amounts to be entered daily for eight days and corresponding amounts entered
on credit side of cash book in column headed “Way-bills since Last Day of Month”. As these
entries will not disturb the actual cash balance, the total cash balance on last day of month (to
be reported in the monthly balance sheet) should be carried forward and the entries having refer-
ence to the following month made thereunder. (See also explanation of column “ Way-bills of
Previous Month ”.)

After entries referred to have been made, cash book columns should be footed, ledger posted
and balance sheet prepared.
Prepaid on Abstract:

Enter total prepaid charges on business forwarded durmg the day which should agree with
amount on abstract.

Domestic Money Orders:

Foreign Money Orders:

C. O. D. Checks:

Travelers Checks:

Telegraphic Transfers: ,

Enter daily under respective headings the gross sales including charges for each class of busi-
ness. In cases where branch agencies report to office, sales at branch for each class of business
should be entered under date on which settlement is received.

Treasurer's Drafts:

Enter by date and number all drafts drawn on Treasurer.

Correction Notices Received:

Enter in total notices received during the day.  Uncollected items will be entered on credit
side of cash book under * Accounts Collectible”.

Due-Bills Paid:

Fater total amounts received from due-bills, consisting chiefly of uncollected charges on “in”
and “ont” business.

Way-Bills of Previous Month:

As supplementary statements of previous month’s business are settled the daily totals should
be entered in this column. These totals will agree with amounts entered in the work of previous
month in “Collect on Statement ”’ column on debit side, and ‘‘ Way-bills since ILast Day of
Month ” on credit side. The items not collected in cash need not be stated separately as to



months, but should be entered with, and in the same manner, as ordinary * Collect on Statement”
items. » -

Paid Claims Awaiting Relief: (Blank Column)
Offices having need of it will use one of blank columus on debit side to be headed as above.
Enter in total, paid claims, etc. for which relief has been secured from Auditor of Express
Receipts and enter like amount on credit side under * Vouchers” (deduction, refund and claim).
Miscellaneous Receipts: (Blank Column)

Enter cash received from other agents to pay money orders or telegraphic transfers, receipts
from miscellaneous sales, settlements of messengers’ abstracts, other company’s proportion of
joint office expenses, etc., and items other than those originating in ordlnary course of business
in Freight or Money Order Departments.

Total Receipts:

Enter the cash balance at beginning of month, which figures should agree with amount on last
balance sheet. Also enter total daily receipts, which will be the sum of entries in all othet
columns for the day. The difference between the sum of this column and column for total dis-
bursements on credit side represents agent’s cash balance.

CASH DISBURSEMENTS.
Suspense Account:

Fonter in detail amount disbursed for patrons’ temporary deposits, account sales and sundries
and in total for overcharges and overprepays. The detail of temporary deposits, account sales
and sundries to be posted to suspense account. The open items in suspense account for tempor-
ary deposits, account sales and sundries and on sheets for overcharges and overprepays to agree
with ledger balance.

Accounts Collectible:

Enter in total amounts chargeable to customers’ credit accounts, these amounts to be written
up from due-bills and posted to customers’ accounts in ledger.

On Hand:
Euter total of collect shipments turned over to On Hand Department during the day.

Paid Claims, Etc., Awaiting Relief;
Euter in detail, amounts paid in settlement of claims and held until relieved by proper author-
ity, also amounts uncoliectible on shipments partially short.
Remittances to Treasurer;

FEnter all remittances to Treasurer.

Advanced on Abstract;

Enter total amount advanced each day on business forwarded.

Paid beyond on Statement:

Fater daily the total of paid beyond shown on statement and for first e1ght days of month com-
bined totals of current statement and supplementary of previous month.



Domestic Money Orders:
C. O. D. Checks;
Travelers Checks:
Telegraphic T ra_msfers;

In respective columns enter total amount paid on each class of business.

Agents’ Commission:
Futer commission paid branch agents on sale of money orders and travelers checks. At com-
mission offices, the commission on all classes of business should be entered at end of month.

Correction Notices Forwarded;

Enter daily in total the sum of all correction notices issued, to agree with amount shown on’
abstract of correction notices,

Due-Bills Receivable:

Enter due-bills received during the day for which immediate cash collection could not be made.

Way-Bills Since Last Day of Month:

Enter amount corresponding with daily total of supplementary statement as entered in “Collect
on Statement” column on debit side of cash book. All entriesin this column are made after close
of calendar month. (See also imstructions under * Collect on Statement’ and ““ Way-bills of Pre.
vious month.”)

Vouchers (Deduction, Refund and Claim);

Use one of blank columns on credit side of cash book and enter daily total amount disbursed
for claims, refunds, etc.

Miscellaneous :

Offices sending money to other offices to pay money orders or telegraphic transfers will enter
particulars in one of blank columns under above heading.

Total Disbursements:

The various columns on credit side of cash book should be cross-footed daily and total entered
in this column.

Issued from Office of General Auditor

Qctober 1, 191T1.
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