
Travel Expense Voucher (Form A-lO) 
Expendlture document used to report travel expense lncurred by State employees and to 

request relmbursement. ' 

Treasury Permit (Form A-6) 
Form used by the Department ot Finance tor trattsmi tUng' .iIi ~tate money to the State 

'treasurer and authorizlng such amounts t.o be cred.lted.\O the- ac~'unts In<11cated. ' 

Trial Balance 
A llst ot the balances ot all ledger accounts wlth the deblt and credlt balances shown 

In separate columns. It the totals ot the deblt and credlt columns are equal. the ledger 
Is said to be -In balance.-

Trust Fund 
A fund conslstlng ot resources recelved and held ~ the State as trustee to be expend

ed or lnvested ln accordance with the condltlons ot the trust. 

Unallotted Approprlatlon 
Approprlatlon balances avallable tor allotment. 

Unencumbered Balance ot Allotment 
That portlon ot an allotment not yet expended or encumbered. 

UnexPended Balance ot Allotment 
'Thatportlon ot an allotment whlch has not yet been exPended. 

Unllquldated Encumbrances 
Encumbrances whlch have not yet been pald or approved tor payment. 

Voucher 
A document that serves as authQrlzatlon by the Department ot' Flnance tor a disburse

ment by the State. In most cases the voucher consists of a Standard Involce together with 
suPporting documents. 

Voucher tor Old Age Assistance (Form OA-30) 
Expendlture document Issued by the Department ot Weltare certltylng the name~ ot per

sons to whom the old age assistance payments are to be made and authorlz1ng such payments. 

Voucher Transmittal Register (Form A-25) 
A record ot vouchers transmitted to the Auditor; It Is the basls tor reconciling 

total Vouchers transmitted wlth total warrants lssued by the Audltor. 

Voucher Transmlttal Sheet (Form A-7) 
Form used by the Department ot Flnance to authorize the Audltor to Issue warrants on 

the Treasurer tor the payment ot the vouchers transmitted therewith. 

Warrant 
, An or~er upon the State Treasurer authorlz1ng him to' pay a duly approved claim against. 

the State~ 



F()RE~()RD 

The Governmental Reorganization Act of 1936 established a centralized Department of 
Finance in the Kentucky State Government with the objective of sec~ing for the Commonwealth 
the benefits of integrated and. effective administration of its finances. The new Department 
of Finance was vested with broad powers and responsibilities in connection with the account
ing, budgeting, purchaSing', personnel, and property control functions of the state govern
ment. The adoption of this legislation was followed immediately by the formulation and in
stallation of organization plans and operating procedures designed to secure the most effec
tive administration of the activities allocated to the Finance Department by the Reorganiza
tion Act. 

The development of the organization structure and procedures was necessarily compli
cated by the fact that the Reorganization Act provides, until January, 1940, for some dupli
cation of accounting activities between the Department of Finance and the Auditor of Public 
Accounts, and moreover the Department must until that time perform post audit functions 
which will thereafter be the major responsibility of .the Auditor. Certain features, there
fore, were included in the installation with the understanding that they are to be discarded 
upon the termination of this transitional period. The procedure also recognizes certain 
terms and pract1ces that are not consistent with approved standards but are required by 
existing constitutIonal or statutory provisions. In particular, the county fee system pre
senteda formidable obstacle in securing adequate control over the State receipts and ex
penditures involving county, officials. 

It was realized that a sound installation could not be aChieved by the application of 
purely theoret1cal criteria, but that the particular conditions under which the fiscal of
fices must function had to be given careful consideration. Throughout the course of the 
work, the approach was that of providing the State with fiscal structure and procedures that 
embody recognized practice and at the same time are adapted to the specific needs and condi
tions of the Commonwealth of Kentucky. With this in mind, the final detailed description of 
.the installation was deferred until the Department of Finance had been functioning for a pe~ 
iod of six months, and the organization plan and procedures had thus been subjected to ade
quate trial, with necessary adjustments made in the light of actual experience. 

It was felt that the stability and the efficient operation of the State reorganization 
and installations would be facilitated through the preparation' of a handbook dealing with 
fiscal matters proper. This handbook deals only incidentally with procurement functions, as 
these are covered in a separate "PurChasing Manual," issued in November, 1936. The detailed 
rules and regulations governing personnel admini~tration obviated the need for preparing in
structions covering that subject. 

The complexities of financial administration in Kentucky called for a document that 
would not be a mere outline of organizatIon and procedures but that would gather in one vol
ume all the basic facts pertinent to the handling of the State's finances. Thus the scope 
of the Handbook of Financial Administration embraces not only the functions of the Depart
ment of Finance but also those of the Department of the Treasury, Auditor of Public Accounts, 
and the Department of Revenue.' 

In order to achieve its ultimate objectives, this Handbook of FinanCial Administration 



has been desIgned to serve five purposes: (1) to enable all agencIes of the Connnonwealth to 
to understand the prescrIbed procedures, (2) to Instruct employees of the varIous fIscal 
offIces, (3) to expedIte effectIve supervIsIon of such employees, (4) to IndIcate constItu
tIonal and statutory provIsIons relatlng'to fInance that requIre revIsIon, and (5) to make 
avaIlable to 1~terested cItIzens a complete descrIptIon of how the State's fInances are ad
mInIstered. 

WIth these purposes In mInd, an effort has been made fIrst to present, a descrIptIon of 
the essentIal procedures In as non-technIcal a manner as Is possIble In dealIng wIth mater
Ial Of thIs type, second to summarIze the prIncIples of accountIng and admInIstratIon upon 
whIch the procedures are based, and thIrd to explaIn the constItutIonal and statutory pro
vIsIons whIch cIrcumscrIbe the new fIscal organIzatIon an~ operatIons. ThIs has necessI
tated the InclusIon of consIderable background materIal to supplement the descrIptIon of 
the procedures. 

The preparat10nof the Handbook of F1nanclal Admlnlstrattoncompletes the work of Pub-
11c Admln1strat10n ServIce In ass1stlng In makIng effectIve the Reorgan1zation Act of 1936. 
The followIng statf members work1ng under the direct10n of Joseph P01s, Adm1nIstrative and 
Legal Consultant, and Donald C. Stone, DIrector of Pub11c Adm1n1strat10n Serv1ce. part1c1-
pated 1n the development and Installat10n of the procedures and the preparat10n of th1s 
Handbook: Walter O. Harr1s, C.P.A!, Edward B. WIlber. MIlton A. Provus, Israel RatkInd, 
and John D. Lange. 
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