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ESTABLISHING AN IMPREST CASH ACCOUNT:

A campus unit desiring to establish an imprest cash account must submit FORM BA-096 “Imprest Cash Account Request” to the Imprest Account Coordinator in the Controller’s Office, Box 7205.  The request must be signed by the person requesting the account and be approved by the appropriate Dean/Director/Department Head.  After review and consideration of the request, the University Controller will notify the person requesting the account as to the decision and the reasons for the decision.  An imprest cash account will not be authorized for activity that can be handled with a P-card account.  If an account is established, the person designated as the custodian of the account must come to the Controller’s Office to discuss the responsibilities of the custodian, sign Form BA-095 “Imprest Cash Agreement” and pick up the check. The custodian must be a classified by Human Resources as a permanent employee.

REQUESTING AN IMPREST CASH ACCOUNT INCREASE:

A campus unit desiring an imprest cash increase must submit FORM BA-095B “Imprest Cash Increase Request” to the Imprest Account Coordinator in the Controller’s Office, Box 7205.  A memo justifying the need for an increase must accompany the request.  If the University Controller authorizes the imprest cash increase, the custodian must come to the Controller’s Office to sign for and pick up the check.

IMPREST CASH ACCOUNT REQUIREMENTS:

Departments must adhere to certain terms and conditions over the operation and use of Imprest Cash Accounts.  These terms and conditions provide that:

· Cash funds must at all times be maintained in a secure place and, where possible, under lock and key that is limited to the custodian and a back up person only.

· No personal funds or other funds may be mixed with the authorized imprest cash account.

· Personal IOUs are strictly prohibited.

· Cash funds must be used for the business purpose approved in the imprest cash account request.

· Only items that cannot be purchased with a P-card may be purchased from the imprest cash account.

· The custodian will maintain adequate supporting documentation for disbursements of the cash fund and make disbursements only as specified in the Imprest Cash Agreement.

· At all times, the cash on hand must equal the authorized amount less any unreimbursed receipts.

· Receipt documentation must indicate the purpose for the cash payment and include the initial/date of the person authorizing the cash payment and the initial/date of the person receiving the materials/service related to the cash payment.

· Petty cash account expenditures must be reported for reimbursement monthly or more often to ensure that expenses are accounted for timely on the University’s books.  When requesting a reimbursement the custodians must file BA-098 “Imprest Cash Account Report” with the invoice documentation.

· Petty cash account reimbursements will be requested by completing a voucher and sending the invoice documentation with the voucher number marked on them to the Imprest Account Coordinator in the Controller’s Office, Box 7205.  The invoices/receipts must agree to the amount on the voucher.

· Alcoholic beverages, meals, or labor may not be paid from petty cash accounts.

· The custodian must follow the University Expenditure Guidelines as to what expenditures are allowable. 

· If there is a change in custodian, the custodian must inform the Imprest Account Coordinator in the Controller’s Office prior to release of the funds.  The new custodian must come to the Controller’s Office to discuss the responsibilities of the custodian and sign a new Form BA-095 “Imprest Cash Agreement”.
· An imprest cash account must be closed when it is no longer needed.  The custodian must inform the Imprest Account Coordinator in the Controller’s Office as to the desire to close the account.  The custodian will need to complete a voucher for all outstanding invoices and bring the unexpended cash to the Controller’s Office for deposit with a memo on departmental letterhead requesting the account be closed.  

· Petty cash accounts without activity for three consecutive months will be terminated.  Petty cash accounts without activity must be reconciled by the custodian and reviewed by a supervisor as of the end of each month.  The monthly reconciliation must be initialed and dated by both the custodian and the supervisor and submitted to the Imprest Account Coordinator in the Controller’s Office within ten working days after the end of the month.

· Change fund accounts must be reconciled by the assigned custodian and reviewed by a supervisor daily when used for daily operations. When the change fund is used less frequently then daily then the reconciliation should be made each day the fund is utilized but no less frequently then monthly.  The last reconciliation for the month must be initialed and dated by the custodian and the supervisor and submitted to the Imprest Account Coordinator in the Controller’s Office within ten working days after the end of the month.

· All imprest accounts must be reconciled to the authorized amount at the end of each reconciling period.  A reconciling period could be daily (for change funds) or monthly (for petty cash funds) or more frequently then monthly (for petty cash funds that are very active).  Accounts with overages/shortages must be resolved by the end of the following third reconciling period.  Petty cash accounts with unexplained or repetitive shortages will be subject to termination. 

· Any missing funds or detection of improper disbursements must be reported to the University’s Legal Office and Public Safety immediately.  Overages/shortages that are considered part of normal business operations are not considered missing funds.  However, shortages that are considered abnormal and irregular would be missing funds and must be reported. 

· Imprest accounts not meeting these requirements and petty cash accounts with unexplained or repetitive shortages will be subject to termination.

ESTABLISHING AN IMPREST CHECKING ACCOUNT:

A campus unit desiring to establish an imprest checking account must submit Form BA-092 “Request for Authorization and Establishment of Imprest Checking Account” to the Imprest Account Coordinator in the Controller’s Office, Box 7205.  The request must be signed by the person requesting the account and be approved by the appropriate Dean/Director/Department Head.  An imprest checking account will not be authorized for activity that can be handled with a P-card account.  The University Controller, after review and discussion with the University Treasurer and approval by the State Treasurer’s Office, will notify the person requesting the account as to the decision and the reasons for the decision.  

Imprest checking accounts are available only when:

· The location of the requesting operating unit does not permit the timely payment of expenses using the central accounts payable system or a P-card account.

· The requesting operating unit has COD payments or other short turnaround payment demands that cannot be reasonably accommodated by the central accounts payable system or a P-card account.

If an account is established, the person designated as the custodian of the account must come to the Controller’s Office to discuss the responsibilities of the custodian, sign Form BA-093 “Procedures and Guidelines for Operating an Imprest Checking Account”. 




IMPREST CHECKING ACCOUNT REQUIREMENTS:

Departments must adhere to certain terms and conditions over the operation and use of Imprest Checking Accounts.  These terms and conditions provide that:

· Checks and bank statements must at all times be maintained in a secure place and, where possible, under lock and key that is limited to the custodian and a back up person only.

· Only items that cannot be purchased with a P-card may be purchased from the imprest checking account.

· The custodian will maintain adequate supporting documentation for check disbursements on the imprest checking account.   

· Checking account funds must be used for the business purpose approved and must follow the University’s Purchasing Policies and Expenditure Guidelines.
· Alcoholic beverages, meals, or labor may not be paid from imprest checking accounts.

· The custodian’s supervisor should periodically review the check stock and check stubs to observe control over the checkbook and timely reimbursement of the account.  

· Expenditures must be reported monthly or more often to ensure that expenses are recorded timely on the University’s books and that the account is replenished to desired levels.  Imprest checking accounts should be large enough to permit one month’s operation between reimbursement requests plus an additional amount so the account may operate normally while the reimbursement is in process.  If the balance determined in this manner exceeds $5,000, more frequent reimbursements should be requested. 

· The balance in the account should be reviewed monthly to determine the reasonableness of account balances. Adjustments should be made to the account balances when deemed necessary. 

· An overdraft on the account is prohibited.  Any overdraft that occurs must be explained.  Accounts with unexplained or repetitive overdrafts will be subject to termination.

· The person responsible for writing the checks should not be the same person that is responsible for authorizing the expenditure, recording the expenditure, receiving the goods/service the check is written for, or reconciling the account.  If so, the supervisor must review closely all activity associated with the account as a compensating control.

· The department is responsible for maintaining the supporting documentation for all checks written including the requisition, the invoice, the receiving report, credit memos, etc. and must maintain the supporting documentation for audit purposes for a minimum of 5 years.



· The account must be reconciled within 10 business days after the bank account is received in the format prescribed by the Controller’s Office.  The person reconciling the account should not be the same person responsible for writing checks, authorizing the expenditure, recording the expenditure, or receiving the goods/service the check is written for.   If so, the supervisor must review closely all activity associated with the account as a compensating control.

· The reconciliation must be initialed/dated by the person doing the reconciliation and the reviewer.  It must be completed and a copy of the reconciliation and bank statement sent to the Imprest Account Coordinator within 5 business days after the reconciliation is completed.

· All outstanding checks greater than 90 days must be followed-up on by the reconciler to determine the validity of the check.

· Disbursements to State Agencies and Institutions must be made by the Cash Management Section in the Controller’s Office and may not be made out of the imprest checking account.  

· All outstanding checks greater than 30 days to State Agencies and Institutions must be followed-up on by the reconciler as required by the Office of State Controller.

· If there is a change in custodian, the custodian must inform the Imprest Account Coordinator in the Controller’s Office prior to release of the funds.  The new custodian must come to the Controller’s Office to discuss the responsibilities of the custodian and sign a new Form BA-093 “Procedures and Guidelines for Operating an Imprest Checking Account”.
· An imprest checking account fund must be closed when it is no longer needed.  The custodian must inform the Imprest Account Coordinator in the Controller’s Office as to the desire to close the account.  The custodian will need to complete a voucher for all outstanding invoices and bring an imprest check for the unexpended checking account balance to the Controller’s Office for deposit and provide the Imprest Account Coordinator a memo on departmental letterhead requesting the account be closed.  The custodian must return all unused check stock to the Controller’s Office for audit purposes.  The Controller’s Office will deposit the check and notify the bank to close the account.  

· Any missing funds or detection of improper disbursements must be reported to the University’s Legal Office and Public Safety immediately.

· Accounts with unexplained or repetitive overdrafts, or not meeting these use requirements will be subject to termination. 




IMPREST CHECKING ACCOUNT REIMBURSEMENTS:

Accounts should be replenished no less than monthly based on a voucher for the total of invoices to be reimbursed.  The custodian must record the voucher number on the invoices that are maintained for audit purposes.  A list of expenditures by payee, check#, amount, and the account/object classifications should be provided to the Imprest Account Coordinator and must be signed by the custodian and the supervisor.  The Imprest Account Coordinator will review the list of expenditures and, if deemed complete, approve the voucher for payment.   Except for the Bookstore and Dining accounts, the custodian must submit all supporting documentation for the disbursements with the request for reimbursement.  If a Wachovia account, the reimbursement check will be electronically deposited into the imprest account.  If not a Wachovia account, the Controller’s Office will either mail the check or hold the check for pick-up by the custodian.   

REQUESTING A TEMPORARY NON-TRAVEL CASH ADVANCE:

A campus unit desiring cash funds for a special event must submit FORM BA-096 “Imprest Cash Account Request” to the Imprest Account Coordinator in the Controller’s Office, Box 7205.  The request must be signed by the person requesting the account and be approved by the appropriate Dean/Director/Department Head.  After review and consideration of the request, the University Controller will notify the person requesting the account as to the decision and the reasons for the decision.  A temporary non-travel cash advance will not be authorized for activity that can be handled with a P-card account.  If a cash advance is approved, the person designated as the custodian of the account must come to the Controller’s Office to discuss the responsibilities of the custodian, sign Form GA-080 “Custodian Agreement” and pick up the check. 

TEMPORARY NON-TRAVEL CASH ADVANCE REQUIREMENTS:

Departments must adhere to certain terms and conditions over the operation and use of Temporary Non-Travel Cash Advances.  These terms and conditions provide that:

· Cash funds must at all times be maintained in a secure place and, where possible, under lock and key that is limited to the custodian and a back up person only.

· No personal funds or other funds may be mixed with the authorized temporary cash advance.

· Personal IOUs are strictly prohibited.

· Cash funds must be used for the business purpose approved in the imprest cash account request.

· Only items that cannot be purchased with a P-card may be purchased from the temporary cash advance.

· The custodian will maintain adequate supporting documentation for disbursements of the cash fund and make disbursements only as specified in the Imprest Cash Agreement.

· At all times, the cash on hand must equal the authorized amount less any unreimbursed receipts.

· Receipt documentation must indicate the purpose for the cash payment and include the initial/date of the person authorizing the cash payment and the initial/date of the person receiving the materials/service related to the cash payment.

· Alcoholic beverages, meals, or labor may not be paid from the cash fund.

· The custodian must follow the University Expenditure Guidelines as to what expenditures are allowable. 

· If there is a change in custodian, the custodian must inform the Imprest Account Coordinator in the Controller’s Office prior to release of the funds.  The new custodian must come to the Controller’s Office to discuss the responsibilities of the custodian and sign a new Form BA-095 “Imprest Cash Agreement”.
· Any missing funds or detection of improper disbursements must be reported to the University’s Legal Office and Public Safety immediately.

· The temporary non-travel cash advance must be settled within 10days after the event creating the need for the temporary cash advance. The custodian will need to complete a voucher for all invoices and mark the voucher number on all the invoices.  The custodian must make sure that the invoices/receipts  agree to the amount on the voucher.   

· The custodian must bring the invoices and any unexpended cash to the Controller’s Office with FORM GA081 “Cash Advance Reconciliation”.  A cash receipt will be issued to the custodian and a copy forwarded to the imprest account coordinator. 

UNIVERSITY POLICIES AND PROCEDURES FOR IMPREST ACCOUNTS:

Following are the University policies and procedures over imprest account funds:

· IMPREST CASH ACCOUNTS
· IMPREST CHECKING ACCOUNTS
· TEMPORARY NON TRAVEL CASH ADVANCE



IMPREST ACCOUNTS - QUESTIONS AND ANSWERS:

IA-Q-1. Under what circumstances would the University Controller approve the establishment of an imprest cash account?

IA-A-1. Imprest cash accounts are generally approved when a program or event needs a change fund or petty cash fund.  Petty cash funds may only be established when other forms of payment such check reimbursement or a P-card are not feasible or are not efficient based on the needs of the program or event.  Certain cash funds maybe time limited and therefore a temporary cash advance will be issued in lieu of an ongoing imprest cash account.

IA-Q-2. What information is needed when requesting cash funds?

IA-A-2. Persons requesting a cash fund must complete FORM BA-096 “Imprest Cash Account Request” and submit it to the Imprest Account Coordinator in the Controller’s Office.  When completing the form make sure to describe why the cash fund is necessary and the timeframe the cash fund is needed.  This procedure is used for both long term needs and temporary cash advances.

IA-Q-3.  When and where do I return the authorized cash funds?

IA-A-3. Cash funds must be returned in accordance with the imprest cash account / temporary cash advance policies over use and operations.  Generally a cash fund must be returned within 10 days after it has served its authorized purpose.  Cash funds must be returned to the Receipt Clerk in the Controller’s Office.  Accounting for the cash funds must be submitted to the Imprest Cash Account Coordinator.
IA-Q-4.  What restrictions are placed on imprest checking accounts?

IA-A-4.  Checking account funds must be used for the business purpose approved by the University Controller and must follow the Policies and Procedures over Use and Operations of Imprest Checking Accounts, the University’s Purchasing Policies and the University’s Expenditure Guidelines.
IA-Q-5.  Can an imprest checking account record receipt deposits?

IA-A-5. Imprest checking accounts approved by the University Controller are established only to provide check-writing authority.  Deposits of receipts, except for university reimbursement checks, are strictly prohibited.   




IA-Q-6.  Under what circumstances can an imprest checking account be established?

IA-A-6.  An imprest checking account can be established only if approved by the University Controller when:

· The location of the requesting operating unit does not permit the timely payment of expenses using the central accounts payable system or a P-card account.

· The requesting operating unit has COD payments or other short turnaround payment demands that cannot be reasonably accommodated by the central accounts payable system or a P-card account.

QUIZ / FEEDBACK

After studying and reviewing the information provided in this section, we have provided a quiz to reinforce the knowledge that you have gained.  This is strictly voluntary.  You may also provide us feedback as to how this section has helped you or how we could do better in providing you information by clicking on FEEDBACK.  If you have questions that you would like for us to answer and consider publishing, you may contact the Imprest Account Coordinator for Imprest Accounts.  Thanks for visiting our site and good luck on the quiz. 




IMPREST ACCOUNT QUIZ

1. True of False – Departments desiring to establish an imprest cash account must get approval from the Controller’s Office? 

· True

· False

2. True of False – Cash funds do not have to be maintained in a secure place? 

· True

· False

3. True of False – Personal funds may be mixed with a temporary non-travel cash advance? 

· True

· False

4. True of False – Missing funds or detection of improper disbursements are reported only to the department head? 

· True

· False

5. True of False – The custodian of the fund is responsible for maintaining adequate supporting documentation for all disbursements? 

· True

· False

6. True of False – Departments can establish imprest checking accounts without central office approval? 

· True

· False

7. True of False – A reason for an imprest checking account would be when the location of the requesting operating unit does not permit the timely payment of expenses using the central accounts payable system or a P-card account? 

· True

· False

8. True of False – Overdrafts in imprest checking accounts are not prohibited? 

· True

· False

9. True of False – The imprest account must be reconciled within 10 business days after the bank statement is received? 

· True

· False

10. True of False – The imprest bank account reconciliation must be signed and dated by the person completing the reconciliation and by a supervisor? 

· True

· False




QUIZ ANSWERS:

1. True - Departments desiring to establish an imprest cash account must get approval from the Controller’s Office
2. False - Cash funds must at all times be maintained in a secure place, where possible, under lock and key that is limited to the custodian of the fund 
3. False - No personal funds or other funds may be mixed with the authorized temporary cash advance.
4. False - Missing funds or detection of improper disbursements must be reported to the University Legal Office and to Public Safety
5. True - The custodian of the fund is responsible for maintaining adequate supporting documentation for all disbursements
6. False - Departments must have central office approval before establishing imprest checking accounts
7. True - A reason for an imprest checking account would be when the location of the requesting operating unit does not permit the timely payment of expenses using the central accounts payable system or a P-card account
8. False - Overdrafts in imprest checking accounts are prohibited
9. True - The imprest account must be reconciled within 10 business days after the bank statement is received
10. True - The imprest bank account reconciliation must be signed and dated by the person completing the reconciliation and by a supervisor
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