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DIRECTIVES SYSTEM > w29

S

Imprest Cols ier's Manual
; i
Approval:  /; Title:  Acting Director

s
1. Purpeose.|! Thip directive provides guldance, in the form of the Imprast
Cashier's Manual, to all employees of the Difice of Burface Mining
Reclamation and Enforcement (0OSM}, involved with agency impresat funds.

4. Bummary. The Imprest Cashier‘s Manual wasg developed to provide OSM
field, Adminietrative Services Divisiona, and haadquarters offices with
quidance on the administration, execution, and reporting of lmprest fund
activity.

3., Definitione:

a. Imprest Fund: A fixad-cash or petty-cash fund in the form of
currancy, coins, and Treasury checks charged againest a Government
appropriation account and advanced to a duly authorized cashier. This fund
may be of a revolwving type, replenished to the level of a fixed amount as
sepent or used, or of a stationary nature such ae & change-making fund.

b. Imprest Cashier: hn officer or employee of a Federal department,
agency, or corporation, who having been recommended by the head of the
activity, and approved ap a cashier by the applicable Disbursing Officer ie
authorized to perform limited cash dipbureing functiona or other cash
cperations.

4. Policy/Procadura: None.

5. Reporting Requirements: This directive does not ilmpoee any reporting
requirements other than those required by the Departments of the Treasury
and Interior regulations. .

E. Effects on Gther Documents: All other instructiong or guidebooks isgued
by O5M or any other agency not referenced in this directive, shall not be
used to administer imprest fund activity. '

7. References:

a. Treasury Flecal Requlrements Manual, I TFH4-3000 and 4-4000; also
referred to ae the TFM;

k. Department of the Interior Manual, 330 DM Additions to the TFM;

c. Manual of Procedurss and Tnstyuctione for Cashiars, Department of
the Treasury, Financial Management Service, July 1985;

d. Workahop for Cashiers Desk Guide, OPM Training and RAesistance
Division, Management Sclences Training Institute.

8. Effective Date: Upocn Issuance.
9. Coptact: Chief, Division of Financlal Management (DFM}, (303} 236-0331.
10, Eey words: Imprest Cashler's Manual,

11. List of appendices: Appendix 1, Tmprest Cashler's Manual.
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l. General:

a. This manual deataile the Office of Surface Mining Raclamation and
Enforcement ‘e (08SM) policies for the administration, execution, and reporting
of imprest fund activity.

k. Thaea guidelinas supplamant thoge ragulationa aet forth in the
Dapartment of tha Intarjor‘s Departmental Manoal (DM) and tha Treagury
Financial Manual {TFM). Speacific citationd to thase regulations are found at
the end of @ach saction and in the Refarences section at the end of thie
directive. This directive may not contain all the rules which regqulete
imprest fund transactlons. <Camshiers and adminletrators should refer to tha
Manual of Procedures and Inatructicns far Cashiers of the Department of the
Treasury Financial Mansgement Service and the official sources raferred to
above to obtain all the regulations which govern specific circumstancea.

. Thie directive i designed to be used in conjunctlon with the Manual
of Procedures and Instructiona for Cashiers and accordingly uses that
document "s form of organization. This Manual is intended o be used by
cashiara and adminietrators who want a complete and detailed reference
documant to aid tham in 8olving routing as wel)l as obscurs problems.

d. Definiticons: This paragraph containe definiticns of terme used in
thie manual. The definitions are given as follows:

Imprast Fumd: A fixad-cash or patty—-cash fund in the form of
cureencdy, coins, and Traasury checks charged against a Govarnment
appropriation account and advanced to a duly authorized caghier.
Thia fund may ba of a ravolving typs, raplenished to the lavel of
a fixed amount ae spent or used, or of a statlonary nature such
as a change-making fund.

Disbureing Officer: An officer or employee of a Federal
department, agency, or corporation designated to disburse money
and render accounte according tc laws and regulaticons governing
the diskhureement of public money.

cagshier: An officer or employes of a Faderal department, agancy,
ar corporation, who having basn recommended by the hesad of the
activity, and approved as a cashier by the applicakle Disbursing
Cificar is authorized to perform limitad cash disbursing
functione or other cash cperationa.

Clamss R Caphier: One who recelves an advance from an agency
appropriation for an imprest fund; is personally accountahle to
tha head of an agency or dasignea; and has pot been authorized to
advance an imprest fund te another cashier, except the alternate.

Claang B Cashisar: One who receives an advance from an agency
appropriaticon and is authorized to advancea an {mprest fund to an
alternata and to a subrashiar. The Claes B cashier is
accountable, in his/her own name to the head of the agency or
designes for the entire amount of the advance received,

Class D Cashier: One who receivea an advance from an agency
appropriation eclely for change-making purposes. Hejfshe may
advance funds to subcashiere for change-making purposes cnly upon
authorization of the head of tha agency from which hefsha
received the advance. The Claas I cashier is accountable, in
hie/her own name, to the head of tha agency or designee for the
entire amount of the advance received.
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Subcashier: An officer or employee of a Pederal department,
ageney, or corporaticn, who has besn designated in writing by thae
hasd of the activity to recelve an impreet fund from a Clasa B or
I warhier; is under the suparvieion of the hasd of tha sama local
pffice as the caehier from whom the advance is receivad; is
accountabla to guch cashier for funda received; and is stationed
within a reasonable distance to the advancing cashisr. The
provisions, with respect to payment limitatione and safekeeping
that apply to cashieres phall apply to subcashiers.

Altearnate to Carhier: One who has been deaignated in the same
manner ap a cashier but who will functicon in euch capacity ooly
during the absence of that cashier. The only exceptlon to
functioning in the absence of the cashier is if the volums of
transactlons requirer both princlpal and alternate to agt
simultanecusly. The provislons that apply to ceehiere will apply
to their alternates,

Alternate to Subcashier: One who haa baen deaignated in the same
manner as a aubrashier but who will function in such capacity
gnly during the absence of that subcashier. The only exception
to functicning in the absence of the cashier is if the volume of
transactions regquires both subcashier and alternate to act
winultaneously. The provisions that apply to subcashiaers will
apply to thair altarnatas.

RDisgbursemant: & tranafer of money from the caghiar to an
enployae or vandor. While a payment involves exchanging money
for a produst or sarvica, a digburaamant is any outflow of fundsa
from the imprest fund including all paymenta, reimbursementa,
liquidatione, and advancea to employees, alternate cashiers, and
eubcaashjiers,



2. huthorigatjon apd Designation:

a, Pund huthorization: Requeats to establish an imprest fund may be
made by an official no lower than the followling OSM parsonnael: Fleld Office
Directors (FOD's), Chiefa of Administrative Servicea Divisions, or the Chlef,
Management Services Division. The request shall be in memcrandum form. The
necesplty for the fund ehall be juetified, a fund amount requested, and a
caghier recommended by nam2. The requeet phall be sent to the Chief, DFM.

The cChief, DFM., is responelble for reviewing and approving the raguest. Whan
an imprest fund ia approvad, DFM dhall asnd & completed copy of the 8F-211,
*"Request for Change or Eatablighment of Imprast Fund" to the office reguesting
the fund.

b. TRequest For Cashler: HRegueste to designate or revoke an imprest
caghier may be made by an ocfficial no lower than the folleowing OSM personnel:
FoOD'a, Chiefs of Administrative Services Divieions, ESC and WS¢, or the chief,
Management Services Divieion. Upon approwal, DFH shall send two copiem =2f an
acknowladgmant mamo [gEsa Rttachment 12) to the requesting office confirming
tha derignation of the new caphier. The Chiaf, DFM, is respondible for
preparing the SF-211 and tranemitting the cashier's dasigmation to the
Dapartment of tha Intarior. For trandferring responaibility of the imprest
fund from an outgoing caphier tec an incoming cashier, the S5F-1129 ip uped.
{See Section 6, "Rooountability for Transfer of Cash Between Employees and
Subcashier and the Principal Caphler" for more informaticon con transferring tha
imprest fund responsibility.)

c. Increasing Authorized khmount: The 0SM officiale described in
paragraph [a} deeiring an increase toc thelr impreest fund balance shall send a
meme justlifying the increape to the Chief, DFM, for review and approval. A
confirmation memo will k& sent to tha ramesting office upon disposition of
the request for the Increass,

d. Reducing the Fund Amcunt: A reduction of the imprest fund may be
accomplished ueing one of the two following methods:

(1} The O0SM cfficinle described in paragraph a. desiring a raeducticn
to thelir imprest fund balance ahall esnd a memo axplaining the decrease to the
Chief, DFM, for review and approval. A money order in the amount of the
requested reducticn should accompany the mamo. The funde will be deposited by
the DFHM Collection Officer and the accounting system [ABACIS) updated to show
the reduction. h confirmation mamo will be aent to tha raqueasting office upon
completion of the process.

{2) The O0SM cfficiale described in paragraph a. desiring a reducticn
to their imprest fund balance shall write a memo to the Chief, DFM, explaining
the decreass. The memo should be included with the next reimbursement wvoucher
(SF-1129) submitted by the cashier for replenishment of the fund. The toctal
of all sub-vouchers included in the reimbursement vyoucher (SF-1129} must be
equal to or greater than the amount of the reguested reduction. The reduction
mems will be uased by DFM perscnnel as a pource document in the accounting
gyatem [ABACIE) to offdet the reimburaemant voucher {SF=-1129] total by the
amount of the reduction. A raplenishment check for tha differance, if any,
batween tha reimburesment voucher total and the amount of the requested
reduction will be sent to the cashier upon complation of tha proceassa. &
confirmation memo will also be saent to the requesting office upon completion
of the process.

Reducrticn Procedures:
{a] Field offica Director, Chiaf, Rdministrative Services

Diwimion, or Chiaf, Management Sarvices Diviegion will write a mamo
to the Chief, Division of Finanrcial Management éxplaining the
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reduction. The memo will ke given to Imprest Cashier for
incluaion in 5F-1129 Reimbursament Voucher packet.

(b} Imprest Cashiar will prepara the memo for inclueion in the
Imprest Reimbursamant Voucher [SF-1129).

-=— The DPFM clearing account number, 1A-3110-999%, and object
class 2500 will be noted on the face of the memc. The
amount of the reduction will be written in parenthesee
(8.3., {500.00)) near the accounting information.
(Parenthepes indlcate negative numbere.)

—— The original memc will be filed with tha unmchedulad
sBub-vouchers.

{c) Impreet Cashier will hold sub-vouchers and memo until total
cash disbursed from the fund is equal toc or greater than the
amount of the requested reduction.

{d} Imprest Camhier will prepares 5F-1129 Reimbursement Vouchser
for replanishment of fupd.

== In the Status of Fund section of the 5F-11259, the
Ccashier will note the inclupiocn of the reduction memo with a
briaf explanaticn {"Fund Reducticn®, "to reduce fund", etc.)
and enter the reducticn amount as a negative figure in the
Dollars/Cents columns.

== This negative figures will be suktracted from the total
of the other figuraes in the Status of Funds section. The
difference then will reflect the amcunt of the reimbursement
due the Casghler.

{m} SP+1129 Reimbursement Voucher and all supporting
dogumentation will be ment to the Financial Operaticns Section,
Divimion of Financial Management for processing.

2. Liguidating tha Fumd: Digcontinuancs of an imprest fund shall ba
accompliahad using a combination of the two reduction proceduras cutlined in
paragraph 4. above, Should a fund liquidation be desired, contact the Imprast
Fund Adminieptrator, Programmatic Accounting Section, Division of Financial
Managemant, Danver, C0 for furthar instructions.

£. Reference: I TFM 4-3025.10b; Manual of Prooaduras and Instructions
for Cashiers, July 1985, page 7; 3310 DM 4-3000, Subchapter 2.3.



a. ura aght

a. Introduction: Each cashier receives money for the imprast fund as an
afdvanca of OSM appropriationa. This advance is in the form of ana or mora
Traagury thacks.

b. Raguesting Funda: When an imprest fund is estaklished or tha balance
increaped, the number and amount of the Treapury checks requested to sat-up
the fund shall ke communicated in the criginal memo sant to thea chiaf, DFM
(88 Saction 2, "Authorization and Deaignation™, paragraph a., "Fund
Authorirzation™ and paragraph c., "Increasing Authorlized Amount"}. The advance
of OSM appropriationa from Treasury may be regquested in the form of a singla
check or multiple checks. For more information on requesting checks and
managing the amount of cash on hand, ses Saction 9, "Repleanislments”,
paragraph k., "When to Submit EReplenlphment Youchers," sulbparagraph (2).

C. Denominatione of Checks: The denomination of checks requested whan
an impreet fund is establiphed cr increaped is opticpal. For more information
on raquesting checkes and managing the amcunt cf cash on hand, ese Section %,
"Replenishments®, paragraph k., "When tc Submlt Replenishment Vouchers,"
subparagraph (2).

3. Datarmining Cash Regquiremanta: Traasury regulations raguire that the
imprest cashier disburse the full amount of the fund at least once every two
{2) months {(turnover). This turnover shall ke monitored by DFY and quartarly
reports will be madsa to the FOD or agquivalent (aea paragraph &., "Caagh
Turnover Reviewa™). Theaa guarterly raportda may indicate a need to reduce the
imprest fund balance if the turnocver rate is coneistently less than the
2-month rule deacribed above.

e, {agh Turnover Reviews: & review of turnover ratee ghall be performed
quarterly by DFM, Reports and Analysis Section. 7Thia Section will report to
the FOD or eguivalent if the review dugyedats an incraase or decrease in the
fund balance is appropriate. In addition, the Adminiptrative Review reguires
an analypis of the turnover rates when the Reviey is performed f(aee Secticon
10, "hecccuntabllity Reports and Verification of Funde," paragraph 1.(3),
radministrative Reviewe").

£. Time Limite on Holding Unusad Checks: OSM adopts Traasury's policy
that no Treasury chacks shall be hald ovar 920 daye by imprest cashiaers. If a
Treapury check is held over 50 daya, it shall be returned to DFM for issuance
of 8 replacamesnt check.

g. Endoreing an Unused Check: When a cashier or administrator returns a
Treasury check toc DFM as unused, the check shall be endoraed "Pay to the Order
of the Office of Surface Mining Reclamation and Enforcement" and forwarded to
the DFM Collection Officer. The local ocffice shall prepare an Abatract of
Remittances as descrilbed in FIN-4, Collaction Activitias and attach it o thse
unuged check. The DFM Collection Dfficar shall deaposit tha check. DFM will
initiate paperwork to igsuz a replacement check to the caghier.

. Check Cashing Fees: The problem of check cashing fees and the
related proklem of finding a bank to cash an initial cr reimbursament check is
sometimes a challenge. If the payment of a4 fae ig tha only mathod to cash the
Treasury check, then pay the fee and follow the procedure in paragraph i.,
"Paying Fees." Experience suggesta it ie valuable to cultivate a relationship
with a loccal bank or financial inptltution when cashlng checka. Meeting with
a bank officer to explain the purpose and nature of the office ilmprest fund
and maintaining that parsonal contact may ke all that is necessary to
@gtabliah this assantial relationahip. Thae superviscr ehould accompany the
vashiér to the firast weating with a bank cfficlel a= this team approach will
appear more impressive to the bank officials.
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i. Paying Fees: If payment of theas fees is unavecidable, the payment
must be documantad like all the other jmprast paymenta as follows:

{1) Prapare an OSM Requiaition form identifying the fee’s purpocee and
obtain an approving official‘e esignature;

i{2) Pay the fee from the proceeds of the chack at tha tima that it is
vaghad. Obtain a pjgped receipt from tha bank with "Paid" atamped on it;

{3} Prapara a subvoucher to documant the payment and submit with the
other aubwvouchars;

J- Documantation: Sae paragraph 3.i. abova for information on
documenting check cashing fees,

k. Deposit ARccounte: Depoelt or bank accounte for imprest funda are not
authorized for 0SM cffices. If a cashier har pereistent difficmnltias in
cadhing reimburdement checks, ha/she may have grounds for ragquasting
establishmant of a deposit account. Such an accsunt may only be used for
withdrawing caah and no chack writing privilegas shall be granted. If a
caghiar biliavad hafahs neads this sarvicse, the regquest shall e made to the
Chimf, DFM, by the 0SM officlals designated in paragraph 2.a.

1. Authorization for Undertakings of Indemnity: Undertakinge of
indemnity are not authorized for O5M imprest caeshiers.

m. Emergancy Imprast NHeeds: HAs the ability to reaceive emergency imprast
funds via TFCOS (Treasury Financial Communication Systam) dapands on prior
approval, pleass contact the Chisf, DFM, if you foresss much a nesd to recaive
emergency funda.

. Peferencep: I TFM 4-3035; Manual of Procedures and Instructicne for
cashlers, July 1985, pp.9-11.



4. Safekeoeping Pacilities for Cash:

a. Introduction: Adeguate facilltiae must ba available for the
safakaeping of lmprest fund cash. The head of each office whara an imprest
fund ie located ie responsible for providing each cashier with the required
facilities, Theee facllitiss shall be under the axclusive control of the
imprest cashieria}l.

b. FProportion of Facilities to Pund Size: It is tha rasponsibility of
the cashier and the cashier’s supervisor to ensure that the safekesping
Eacilities for the imprest fund are adeguate and in compliance with OSM
poelicies. If the imprest fund ims in jeopardy dues tc some unigque clrcumstance
of its location, it im their responsibility to Lnitiate action to improve
gacurity.

2. Small Funds: O8M pollcy is that the facllities for eecuring imprast
funds of leas than 52,000 meet thepe minimum standarda:

{l) A steel cabinat with bar and combinaticn lock under the exclusive
control of the principal, alternate, and subcaehis=rs. only the cashiers

shall know the combination of the lock and only the caphiers shall use this
cabinet,

{2] A separate cash box with key or combination lock maintained for
the principal cashier and =ach alternate and subcashiar.

{3) The cablnat shall be locked at all times except to transact
ocfficial buainasa. The gabinet shall not be left unlocked nor the cash box
exposed during businamss hours te convanience the cashier or facilitate imprest
transacticns. If the suparvisor, A0, or esguivalent approvee, the imprest
cashier may establish hours when impreat funds are svailable. During these
hours, the cash box may be kapt outeide the cabinet only if the cashier
remains in cleoee proximity to the cash box at all times, without exceptieon.

4. Larga Funda: OSM policy 1s that the facilities for securing imprest
funde of 52,000 or mora meet these minimum standards:

{I} A separate relatively non-movabla safa or vanlt with combinaticon
lock must be provided. Only the principal, altarnate and subcashiers shall
know the combination of the lock and only the rashiers shall usa this =safa or
vault,

{2) A separate cash box with key or cambination lock maintained for
the principal cashier and each altarnata and aubecashiar.

{3] The safe cr vault shall be lockad at all times except to trangact
official business, When business is woncluded, the safa or vault shall be
relockad with the cash box safely ineida. Tha cabinat shall not be laft
unlocked nor the cash box exposed during businesa houre for the convanianca of
the cashier or to facilitatae imprest transactions. If the supervisor, AD, or
equivalent approves, the imprest cashier may establish houre when imprest
funds are available. During these hours the cash box may be kept onteide the
cabinet only if the cashler remaine in cleoae proximity te tha caerh bhox at all
times, without exception.

2. Safagquarding Combinatione and Keye: Each cashier shall place the
written combination to thelr safe, cabilnet, or cash box lock{a} and the
duplicate kay to thair own cash bex in an envelope, which having been sealed,
gigned acroes thée ssaled envelcpe flap, and dated, shall be given to the
guperviacr, AD, dacurity afficer, or equivalent for safekeeping. HNo safe,
cabinet, or cash box combination shall be kept in writing in a cashiar‘s daak,
flle cabinet, or anywhare in an CSM office except ae described above.
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Attachment 17 - SF 700 - Security Container Information may be photccopied for
uge inside the security container and envelops or & eupply of tha form may be
ordered, 1f desired, from the usual socurces of standard forma.

£. thanging the Combinatlion of tha Safe: OSM adoptea tha Intarior policy
raquiring a change in pafe or cash box cocmbination at least annually, or
whenever a changa in cashler coours, or whenever a combination hae heen
compromiaad. A combination hae been compromised when anyone other than the
caghier has used or coculd have uped the combination to open thea cabhinet or
safea.

g. Cash Boxes: Each cashier ahall have his/her own cash box for his/her
axclusive use. Each cash box shall have only two keys. No duplicate of a
cash box key shall be made. If a key is loet, a naw lock shall be ipnstallad
or the cash box replaced.

h. Unsafe FPlaces for Cagh: Impreat fundas shall not be kept, aven
momentarily, anywhere outside the approved cash box, cabinet, or safe unlesa
to transact cfficial business or during eetablished hours (See paragraph
d4.(3}). Imprast funde shall not be temporarily kept in a desk drawer, file
cabinat, peraonal bank account, personal safe deposlt box, ete. If an
emergency arisese and the usual safakeaping ia not avallabla, tha supsrvisor,
RO, or equivalent im responeibla for providing adeguate facilities for
safeguarding the imprast funde. The Chief, DFM shall be contacted in

emergency Aituations for concurrence when providing non-standard safekeeping
farilities,

i. Deposit Accounts: Impreet funds for O5M officas ara not avthorized
to be dapoaited in dapoeit or bank accounts. Authorization may be requested
by contacting the Chief, DFM, [see Saction 3, "Sacuring and Disbureing Cash,”
paragraph k., "Depoeit Accounts™}.

3. References: I TPFM 4-3040.50; Manual of Procedured and Instructions
for Cashiars, July 1985, page 13; 330 DM 4~3000, Subchapter 1.



5. BResponplbllities for Cashier Funde:

. Introduction: The cashier is financially reeponsible for the imprest
fund. This rasponaibility maana the cashiar always ouet be akle to account
for all the monias of the impreet fund. The caghler ip alsoc permonally liable
for any imprest monlee under hie/her personal ecoentrol or menias which have not
besn properly accountad for by him/her. Thig liability does not mean the
imprast funds are the caghiar‘e proparty but rather under his/her care. Tha
imprast funda are part of the appropriation of DSM and may only be uged for
properly authorized official buesiness.

b. Liability: An imprest cashier, either the principal or altarnate, is
personally liakle for all the funds which have been placed under his/har
personal controcl. However, the cashier may be relieved from this liability ip
cartaln clrocumstances, In the evant of an explainabla lees such as burglary,
if the evidence shows the cashier ueed reascnakble care, raelief may be granted.
In the event of an unexplained losp or shortage, the cashisr may not be
eligible for relief unlesme hefehe can produce evidence to show that there was
no¢ contributing fault or pegligence on his/her part. Thus, in the case of
imprest funds just disappearing, when there ia no evidence to explain the
disappearance, the caghier is usually considered responsible and must pay for
tha lcas. Relief from liability will not be given if the cashier is shown to
ba negligent or careless. The best way & cashier can provae hefshe is not
nagligent is to follow the security a documsntation procedurss exactly. Do
not short-cut or omit any of the procedurae and rules given in this Directive,
tha Department Manual, or Treasury Regulations. The topic of liability and
negligenca id very complex. A thorough reading of the references given below
will be uwseful in learning more about this important subject.

c. When You Are Liable: The cashier is liable for the imprest funds
from the time hefsha accepts reeponsibility for the money advanced until the
time the fundr ara properly and accaptably accountaed for to an authorizad
peEraon,

d. Raporting Losead, Shortagad, or Thafta: In the evant of a loas or
ghortage of lmpreat funda, the cashier ahall double-check the existence and
amount of the loss and contact hie/har aupervisor. The supervisor shall
contact the appropriate official, zmurch as the A0, or eguivalent, who shall
raport tha shortage by telephone to the Chief, DFM. If there are unmigtakable
signe of a robbery cof imprest funds, tha local police or Federal Protactive
SBarvice, if availabla, shall be contacted by the superviscr, RO, or
egquivalant., A written account of the facts of the case should be mada as
quickly as possgible and forwarded to the Chief, DFM, to follow-up the phone
call. Contacts with tha Inspactor General s office and, if necessary, the
Ganeral ABcoounting Office will be made by the Chief, DFH. Tha designated
agency cfficer to whom reporte of irregularities in the imprest fund kalance
will be made ie tha Chiaf, DFM.

2. What Happene Following Loms of Funds: If the loss appears to he thae
rasult of an improper actlon by the cashier, the supervisor, A0, or equivalent
shalil impound and audit the impresat fund, and adsign it te an alternate or new
cashier. This procedura shall be decidad by tha head of tha offica.

f. Shortages and Overages: The cashier ig rasponsible for any shortages
in an imprest fund under his/her care, If directed, the caehier shell restora
tha miseing caeh to tha fund. Any overagee which cannot ba reeolved by tha
cashiar shall be depoRited to Miscellanecue Receipt account 1060 "Forfeiture
of Unclaimed Money and Property — DSM". The cashier shall prapare an Abstract
cf Femittances ae described in FIN 4 - Collection Activities and forward the
cash representing the overage to the nearest Collection Officer for depeoslit.
For as long as the caghier retains the overage, the ocverage shall be reported
as part of Cash on Hand in the Status of Fund section of the SP-1129.
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g. Accounting for Loeerd: Lossae shall be credited by DFM to Cash Held
Outside Treasury Account (41} Prefix, then reported and charged to OSM‘a
general appropriaticon. Once notified by the logal office, DFM ahall establish
a Peceivables account for the amcunt of the loms until it is racowvered or an
administrative settlement of the lops is reachsed,

h. Reatoring Funds: The temporary restcraticn cf lost funds by DFM ia
not a judgement as to the responsibility for the lose, and is not a formal
relief of the caghier‘s liabllity for the loes.

i. Clearing a Lose of Funds: When a loes of funds has baan diacovered,
QOSH ie responsihle for clearing the loas in one of two waysa:

{l1) By action which cleara the cashler of lliabillity, or

{2} By requiring the cashier to replace funds. A cashier's
replarement of lost funds will not prevent a posalble investigaticon by the
Inspector General's office;

j. Clearance by Rdministrative Action: A cashier may ba clearsd of
liability for lost funds by sithar 0SM, the Dapartment of tha Interior, or the
General Accounting Office, depending on the amcunt of the loas.

k. Clearance by Cashier: If administrative action deoes not relieve a
caphier of liability for a lose of funds, the caghier phall restocre the amount
of the leseg from his/her perscnal funde. The cashier’s payment shall bhe
forwardad to tha DFM Collsecticn Officer for dmposit.

1. Refarenced:r I TFM 4-3040.95; Manual of Procedures and Instructions
fer Cashiers, July 1985, pages 15-17 and pages 32-33; 330 DM 4-3000,
Subchapter 8; Principles of Federal Appropriations Law, First Edition 1982,
Fagee 10-% through 10-29.



&, Aceountabilij of Cagh Between Emplovesa, Alternate Cashiera
ahiera and tha Principa !

a. Introductionr Thia section contains policy related to transactione
between OSM employaes and cashiers.

b. Accountability for Advanca to Employee: An Interim Recelpt for Cash
stub on a EF~1165 form {@ea Attachment &) is umed to document an advance
{other than for travely. Thia form shall be completed by the smployee and
kept by the cashiar until the purchase receipt and changa (if any} is
submitted. Th& Intsrim Recalpt for Cash shall then be voided and returned to
the employes aa avidance of the return to the cashier of the purchase receipt
and any change. Tha SF-1165 (eee Attachment 8) should be given to the amployeea
to merve as a handwritten receipt if a vendor recelpt is not available.

c. Advance to Alternaté: BAn advance to an alterpnate caphier shall be
made when the principal cashier anticipates an akeence from hie/her job. This
advance ahould be extended only for the duration of the principal cashiear‘s
abgance (short-term advance}. If a need arisas to have twoe imprest funde
operating simultaneocusly on a continucua bagia, tha principal cashier shall be
dagignated ae a Class B cashler, and a subcashier shall be designataed by the
Chief, DFM, by reguest from tha officiale designated in secticn Z2.a.

{1) hcocountability for Advance to Alternat=: BAs with any other
anployes, an Interim Receipt for Cash (5F-1165} shall be used when advancing
monies to an alternate cashier. A notation shall be mada on the attached
SF-1165 identifying the advance as being made to an altarnata and describing
the timé period and purpose of the advance.

{2) Repleniahment Procedurafhlternate Cashier: The alternate shall
submit all paid vouchera, and the remaining cash balance to the principal
cashier when he/she returna.

{3) When Principal Cashier im Abasent:

{8} Flanned Absence: When the principal cashier knowa in
advance of his/her sxpected absence, an advance shall be made to the alternata
of an amount sufficient to meet that office’'s demand for imprest funde for the
time of absence. This advance shall be documented on an Interim Recelipt
{8F-1185). The alternate shall keep the required disbursement documentaticon
to be gubmittaed with the unuped balance to the principal cashiar at hia/her
return.

{b) Unforeassen Rbpence: In the event of an unforeseen absence
of tha principal cashier and an urgent need for imprest funde, a committee of
three persone [the alternate cashier, suparvigor, A0, or equivalent, and a
third employee] phall ocpen the principal cashier’'s safe {or cabinat} apd
transfer the imprest fund to the alternate caghiaer. Tha altarnata ahall
obtain the envelope contalning the key and/or combinations to the prineipal
cashier'a safa and cash box from the supervisor, RO, or eguivalent. Only the
alternate shall open the safe (or cabinet) to avoid compromiging the
combination. The cash box may be opened by any one of the threa; howevar, the
key shall be kept by the puperviscor, AQ, or equivalent. Upon opening the aafa
and cash box, the commitites shall immadiately ccunt all the imprest fund and
document the count. The imprest fund shall be traneferred to the alternate
using 5F-1129 (pee paragraph f. "Tranafer of Funds" in this section). The
cash box key shall be kept by the superviasor, AD, or equivalent for
gafekeaping, after it has been used, to prevent dupliraticon. The raah box and
pafe combinations shall be changed once the princlpal cashier returna or a new
principal ia deaignated. Upon the return of the existing principal cashier or
deaignation of a new principal cashler, the imprest fund shall ba transferred
back teo him/her.



d. Advance to Subcashier: BAn advance may be made to a subcashler if the
principal cashier ism a Claga H or D cashier. The advance shall only be upad
for purpeoses consistent with the principal cashiar‘a dutias.

{ly Accountability for Advance to Subcashiar: Lika any other

employee, the subcashier shall sign an Interim Receipt for Cash to account for
the advance.

{2) Capability of a Subrashier to Advance Funds: A subcashier may
advance funds to an alternate subcashier, if ona has bean desjgnatad, using an
Interim Receipt for Cash (5P-1165). The subcashier ahall notify the principal
cashier of any advances made by him/har.

{3) Replenishment ProcedurefSubcashier: The subcashier shall aceount
to tha principal cashier to obtain replenishment at least once a month by
furnishing vouchars for funde diebursed.

a, Remignation of Principal Cashier:

{1}y When a Principal cashier Rasigna: A changa of principal cashiar
should be anticipated and a regquest for a dedignation of a new principal
cashiar sant toc the Chief, DFM, as early as possible. The transfer of the
imprast fund shall ocour when the local office receivesa notificaticon of the
designation of a new cashier. When a principal cashier resigna unexpectedly,
tha imprest fund shall be transferred to an alternate cashiar. If thea
departing caphier doep not cooperate in accounting for the impreat fund, a
thres-person committes described in paragraph o.{3){b), not including the
altarnate cashiar, shall be appecinted te perform these duties. A reguest to
designate a replacement principal cashier shall be made to the Chief, DFM,
immediataly. Any Treasury checke in the imprest fund shall be endorsed, if
posdibla, by tha departing cashier over to the alternate caghier in the
following mannar: "Pay to the order of {name of alternate caghier)," and
signed by the outgeing cashier. Treasury checks shall only be endorged over
to a Treasury designated cashier or altarnate. If tha departing prinecipal
cashier doces not endorse the check(s) owver to the altarnata or cash the
check({s) perecnally, the check{s}) ahall ba woidad and raturnad to tha chiaf,
DFM, with a memo requesting that a raplacament check be iseued to tha naw
cashier or alternate. Subvoucher preparation does not require any special
handling in this situation.

(2} When Alternate Is Unavailable: When a principal cashier cesigns
unexpectedly and an alternate does not exiet, a tranafer shall not ba made to
a subcashier. All imprest fund cash, inciuding the subcashjer‘s, shall be
ocounted by a thres-person committee, properly documented with SF-1129 (@ee
Attachment 5), and forwarded to DFM for deposit as deacribed in FIK-4,
Collection Activitiesa. The imprast fumd cash shall not be held for any length
of time pending designation of a new cashier, A memo shall bhe eubmitted to
the Chief, DFM, requesting the immediate designation of a naw principal
cashier. Any Treasury check(s) mada out to tha former principal cashier shall
be voided and returned to the Chief, DFM, with a memo regquesting that a
replacement check be iasusd to the new cadhier or altsrnate. Tha thrasa-—
member committee shall prepara the axisting disburesment records as
gubvouchera and submit them with a 8F-1129 (pes Attachment 4) to DFH for
accounting with a memo dascribing the mituation and informing DFM not to have
a replenishment check prapared.

L. Transfer of Funds:
{l) What To Do Befora Traneferring Funds: Before a tranefer may be

made, the principal cashier shall recall all caah advances made to alternatas
and subcashiers, count the cash and subwouchera until hisfher advance is



conpletely accounted for. The cash and subvoucher count mhall be mads in the
prasence of the incoming cashier. The advance to the principal cashier from
OSM approprlations shall be completaly accountad for bafore tha tranafar is
made. If the principal cashier is not available because of an unaxpacted
reeignation, the three parson committaa ghall perform tha abova stapa.

{2) Tranafer of Funda: A trangsfar ahall only ba mada to a principal
or alternate cashier designatad by Traasury. Form 5F-1129 {(aea httachment &)
shall be uped to document the transfer.

{3) Digcrepancies in Rlternate or Subcashier: In a tranefer, any
discrepancies in the accounting for the advanca to an alternata or aubcashiar
shall be recorded on the §F-1129% (oes Attachment 6}.

{4) Counting and Verifving the Pund: During a tranefer, a count of
the full impraet fund (cash, S5FP-116%5 advances, Treapury checks, disbureement
receipta, etc.) shall be performed by both the outgoing and incoming cashiere
in the presence of two additional disinterastad employeas. Any discrapancies
shall be recorded on the 5F-1129% [a@ea Attachmant &). All four individuals
shall eign a receipt of tha count. This racaipt shall ba keapt by tha local
ctfica.

{5) Responeibllity of Outgolng Cashiar: The outgoing cashier shall
prepare and eign the 5F-112% [(see Attachment 6}. The SF-112% ashall have the
status and certification secticone completed. The certification section of the
5F-1129 shall have the following added: *and has bean traneferred to (name of
incoming cashier) ae of this dats.™ Tha incoming cashiar acknowledgas the
receipt of funds by inserting "Excaept aa noted above, I haraby accapt
accountability for this imprast fund of S{amount] [siqnature) of incoming
caghier.” The cutgoing cashier shall endorse all Treasury checka in the fund
ap followes: "Pay to the order of {(name of incoming cashier)" and sign the
checka.

(6] Submimsion of 5F-1129: The incoming cashier shall submit cne
copy of the 5F-1129 {gee Attachment 5} to the Chief, DFM, to document the
tranafer. A request for relmbursement pubmitted with the 5F-1129 documenting
a transfer shall hava thé intoming cashier’'s name usad am the payees cf tha
reimburesment.

(7Y Restoration of Advance to Alternate & Subcashiers: Once a
transfar is completed, the new caphler may reetore the advances to the
alternate andfor subcashier using the Interim Receipt (SF-11565).

g- Cash Management Pollcy Conelderaticns: Unless otherwise directed,
ach cashier ehall be responsible for evaluating the cash management
applications to their own fund. The caesh management conelderatione include,
but are not limited to, minimizing cash on hand, maintaining adeguate
documentation, maintaining safehesping procadures, ansuring apn adequetae fund
khalance, etc.

h. References: I TFM 4-3040.80; Manual of Procedures and Instructiona
for Cashiers, July 1985, Section &, pages 19-21; 330 DM 4-32000, Subchaptar 4.



7. Purchazss and Miscellansous Cash Paypentg:

a. Introduction: Tha cashiaer is responeible for ansuring that purchases
from the imprest fund meat documantation requirenentd. The cashier should
avold the role of auditing approved requiamitions for compliance with
procuramant regulatione. Rather, the caghier phould ineist on adeguate
documantation, remind the approving official of the applicakle regulations,
and encourage & more critical appreoach concerning unusual or ilrregqular impreet
fund disbursements.

b. Cash Limite: Dapartmantal regulaticns restrict imprezt fund
purchasea to $500.00 or lama. However, requests for a permanent excaption to
this regulaktion may be made to Department of the Interior, 0ffice of Financial
Hanagement. These requests ashall be in writing and routed through the Chief,
Divieion of Financial Management to the Asaiatant Director, Finance and
Acoounting. Deocumentation of the Director’s concurrence with the regquest must
be included in the information asent to the offica of Financial Management.

. Emergancy Cash Neede: For emergency purpoees, one-tilme exceptlons to
the $500.00 limit may only be grantad by a FCOD, Assistant Director - ESC and
WEC, Apgistant Diractor - Administration, or designea. Documentation
subetantiating the approved exception will be submitted to DFM alaong with
othar subvouchers on the $F-1129 for record-keeping.

d. Payments Authorized: Since imprest funds are provided from OSM'm
appropriaticons, they may not ba uesed for payment of any expenaes excapt those
directly related to the accomplishmant of 0SM's official business, unleas
specifically authorized by soma othar Fedaral law, ragulation, or Comptroller
General’s Dacislon. If there is any doubt about a raquasted imprest fund
diebursement, ask for guldance from the Chief, LFM before proceeding.

e. {Conditions for Cash Payment of Typical Purchases:

(1} The cashier har tha regponelhility to ensure that the imprest
fund digbursamanta are properly documented. An approving official’s signature
o the correct form is nacessary for all disbursemente. Rll cashisra shall
reafer to the current GSM Directive PRC-3-3, for information on which OSM
employeas hmve aunthority to approve imprest fund transactionm (ask your RO for
asaiatanca if neaded). The approving cfficial‘e signature shall either be on
a 8F-182, Requept for Training (mee Attachment 1); a 5F-1012, Travel Voucher
{see Attachment 2); a SF-1184, Claim for Relmbursement (see Attachment 7}; an
0SM Application and Account for Advance of Funde {see Attachment 10); an OS5M
Requiaition form {see Attachment 9}; or DI-1 requisition form (eee Attachment
9). The approving official must use one of tha above forme axcept a@ noted
balow. A signature on a vendor receipt or cther miscellanecus document ig not
gufficient. OSM mhall use a two-tler requisitioning proceas., This procees
permites employass to usa a 5F-1164 to document a purchaee of less than $50,
but requiras a standard requiesition form for purchases of 550 or more.

{2) The following conditiona shall ba mat when disburaing monies from
the imprest fund:

buresement Conditions of Payment
Advanca for Purchase - Inte=rim Receipt for Cash; and

- Approved raquisition form wilth
authorized signature 1f advance
ia %80.00 or morajp

- EF=-1164 with avthorized
gignature if advance ie leass
than §50.00.



Traval Advancea

all Purchaeese of
Supplies or Servicee

Reimbursement for
Uniform RAllowance

Repalr of Equipment

Postage Stamps, Parcal
Fost, CoOD Delivery
Charges, PFocatal Charges

Local Shipping or
Delivery

Pubklic Utility Bills

Reimbursemant for Local
Tranaportation Expenaad

Copy of OSM Travel Authorization
{ses Attachment 11); and

G5M Application and Account for
Advanca of Funda with authorizad
gignature;

Maximam deliar limit is $150.00
except in emergancy aituations;
In amergencias, Jjustification
muet ba provided for subvoucher
by FOD or egquivalent.

Approved requlsition form with
aunthorizad signatura if purchase
im 550.00 or mora; or

5P-1164 with authorizad
signature if advance is lees
than %50.00;

Receipt of Purchase.

Copy of Uniform Allowance
Authorizaticon; and

Receipt of Purchamse {including
cancelled checke, credit card
racaipta, credit card billing
statemante}.

Approved regquisition form with
authorized signature if purchaga
ig £50.00 or more; or

5F-1164 with auvthorized
pignature if advance is lesa
than 550.00;

Receipt of Repair.

Recaipt of Purchapesa.

Receipt of Service (maximuam
payment of $5100.00 par
shipment) ;

Must he billed by and paid to
the origin carrier or forwarder
and may not be waived to other
carriers.

Approved requlpltion form with
authorized signature; and
Ooriginal utility bill;

If location of activity is eo
gituated that cash payment is
moat afficient;

550.00 maximm payment;

Long distance telephone bills
mupt ke certified.

5F-1164 with authorized
signature; and

Parking, taxi (1f over $&5), and
toll raceipts (1f over 35}).



Reimbureement for Out- - OSM Travel Authorization with
cf-Towny Travel Expansss authorized signatura; and
- SPF-1012 - approved for payment
by the propezr travel approving
cfficial. Section 12 of the SF-
1012 muypt aleo contain the

theough the Imprest Fund® which
mast be sjigned by the Aesietant

Director, hdminjetration. SF-
1012 muet alpo ke certified for

payment by a DFM Certifving

Oofficer;

- Reimburgament le Iimited to

5100.00.
Purchase of Money Ordera - Recaipt of Purchage
by Cashiar
Repair of BEgquipment Hot - Approved requisition form with
Cavered by Maintenance suthorized signature; and
Agreement - Receipt cof Repair; and

- Statement of Justification.

Tuition Payment for - 5P-182 [ees Attachment 1);
Training - Payment is authorized when due

pricr to attepndance in casgh

oenly, and 1f §500.90 or lees.
Furchase of Equipment in -  Approvad requiaition form with
the Case of an Emergancy authorizad signature; and

- Btatement of Justification; and

- Receipt of Purchase;

- Fayment id authorizad only whan
purchaging non—-capitalized
equipment.

Emergency Salary - HNot Ruthorized.
Paymente
Award Payments - Not Rhuthorized.

The above table alan aervad ad a chacklist for the documente to be lncluded in
a gubvoucher aubmittad for reimbursament. DPHW SHALL RETURN ANY SUBVOMICHERS
HOT CONFORMING TO THE ABOVE CONDITIONS FOR CORRECTION BEY THE SUBRMITTING
DFFICE.

f. Pereponal Services, Salary and Benefit Paymenta: Payments for personal
gervicas {except for repair of minor equipment), salariaa, or benefite are not
authorized from the imprest fund. If puch a need arises, contact tha Chief,
DFM.

g. Regulationsa: All disbursements from the imprest fund must comply with
the Federal Aoguisition Regulaticons, the Federal Travel Requlations and all
Departmental and OSM ragulaticna. Tha jimprest fund ie not a vehicle for
avoiding or evading the requiramanta of these regulatione.

h. ©Other Purchasss: The iImpregt fund 1s meant to serve the cffice where
it s located. bAhuthorization for purchasas not described abova are the
rapponpibility of the approving official.



"

i. Money Order Faes: Fees charged for the purchase of monay ordera shall
be included ae part of the money order purchase as depcribed above,

j. Exceptions: All requesta for aexception to these policiesa shall be
made to the Chief, DFM.

k. Documentaticn: Ho written purchase order is needed for an imprest
fund purchaes. If a purchase order iseuance is Iln the intereet of the
govarnmant, for example, to recelve a discount, the crder should bhe marked
"Payment to be made in camh.”™ BRll payments chall be documented in the
subvocucher in the followling manner:

{1}y All payments ahall hava an 058M cr Standard Form, described in
paragrapha &.{1) and e.(2) of this section, with an approving official‘m
gignatura am part of the subvoucher;

{2) BAll payments shall have one of the following as part of the
rubryoucher :

{a) Statement by employae describing the purchase, such as taxi,
aubway, or bus fars and the amount; or

{b) For purchasas of less than $15.00:

il] & vendor receipt showing the articles or services
purchaged and their amounts; or

{ii} A SF-1165, completed and signed by the purchasing
employes, datailing the vendor and items or services
purchamed and their amounta; or

{c)] For purchasee of §515.00 or more:

(i} A wandor receipt, plgned by the vendor, showing the
artirlas or sarvices purchased and their amounts; or

{ii) A SF-1165, signed by the vendor, showing tha articles
or sarvices purchaeed and their amounte; or

{iii) If a wvandor receipt and vendor eignature are not
availabla; a SF-1165, completed and signed by the purchasing
employee, detailing tha vandor and fteme or aervices
purchased and their amcunts.

l. BSupporting Documents/Subvouchers: All documents related to advances
and payments out of the imprest fund shall be used as supporting documents for
the subvouchara submittad toe DFH. The account code and obiect-claes of the
purchage shall be written on the vendor receipt. Documente smaller than cne-
half of a § 1/2 X l1l-inch page shall be attached to an 8 1/2 X 1l-inch page

for backing. ALL VENDOR RECEIPTE, INVOICES, AND SUBVOUCEERE SHALL BE NAREED
"PAID" IMMEDIATELY WHEN PAID.

m. Tax Exemption: Paymant of pales tax of less than §10.00 for a eingle
purchase ls permitted but should be avolded, A Government tax exemption
cartificate, SF-10%4 Revised {eee Attachment 1), eshall ha used to obtain an
exemption from state and local salee taxes, if documantation ia refguiraed by
the wvandor. Thi=z form shall be used only for purchaages, not leodging, and
shall ba prepared for each transaction. Tax exemption certificates may be
obtained from tha usual Gansral Services Rdministration sources.exemption from
State and local e@ales taxeds, if documentation is regquired by
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n. FReferences: I TFH 4-3040,3i0 through .20, 4-4030; Manual cof Proceduras
and Inatructiona for Cashiers, July 1985, Section 7, pages 23-25;
330 DM 4-3000, Subchapter 5.



8. Payment of Payrolls:

a. Authorizations: HNo imprest cashiers within 05SM have bean authorized
to dlsburpe salary or payrcoll paymente from the impreat fund. The
supplemental check process may be used for obtalning emargency salary
payments. If an emergency ariges which poses an undue hardehip on an
employes, the local office should contact thair servicing Pereonnel Office for
asegigtance.

h. Evaluating Payrolls: At present there is no need for evaluating
payrcll. Local cashiers shall he informad by DFM of any changea in thie sres.

. Referencep: I TFM 4-31045; HManual of Procadures and Instructlionme for
Caghiers, July 1985, Section B, page 27.



9. Replenjshmepntp:

a. Introduction: The 8F-1129, "Relmburssment Voucher"™ (sae Attachment 4)
im tha form used to replenish the fund. {The most recent GSA Supply Catalog
liats the Raimbursament Voucher as OF=1125%. It is now an Optional Form.
Because referral to the form as "SF-1129" is more common, the use of “5SF-1129"
throughout thie directive has bean retained.) Cash management considerations
recommend repleniehing the imprest fund whan disburaements reach amounts as
cutlined in b.[1l] below.

b. Submipeion of Replenishment Vouchers:

{1} Timing: A reimburseamant voeuchar muat be submitted on
Saptembar 10 of sarh year and at least monthly if any tranpactlona hava
ocourrad during that month. However, a cashier should coneider repleniahing
the impraat fund more often than once a menth. The decision to replenish the
fund should be based on turnover of the fund since submisaion of the last
reimburasment voucher. Replanishing tha fund whan accumulated disbursements
reach 25 to 35 percent of the fund‘se balance normally permite an adequatae
reserve until receipt of the repleniahment check. Limiting eubmiesion of
relmbursement voucherm to a8 certain tima frame (e.g., once a month) may not
allow for emergencies or a sudden demand for imprest cash.

{2} Requesting Checka: When a reimbursement voucher is submitted,
tha cashiar has a choice of requesting replenishment in a single check af tha
total woucher amount or in multiple checks of smaller amounts. If cashad only
ag neaeded, multiple checks have the advantage of reducing tha amount of excesa
cash on hand, which minimizee the liability cof tha camhisr if a losa or theft
should occur. Ancther advantage of malntaining multiple checks is that
loet/stolen chacke arm traceable andfor racoverablae while cash ie not.
Bocordingly, the amcunt of cash on hand should be kept to the neceesary
minimum for efficient administration of the imprest fund. Factors to consider
in determining the number of chacks raquired for afficiant administration are:
aizre of tha imprest fund, expected number of transacticns and when they may
ocrur, and the time frama raquirad to cash a Treasury check.

¢. How to Submit Rapleniahmant Vouchera: Imprest cashiers shall uee a
unigue aumber from their asgsigned block of numbera for both their
reimbursement vouchera and swbvouchera when submitting them for replenishment.
The predetermined numbers for the reimbureement voucher are from a different
block than the predetarminad numiserd uded for subvouchers. Both blocks of
predetermined numbera may be obtained by contacting the A0 or eguivalent in
each office. The SP-1129, is comprised of subvouchers. The voucher, SF-1129,
shall include an adding machine tape of the subvouchers stapled to it. In the
Acoounting Clapsification secticn of the voucher, SF-1129, the cashier shall
provida total amounts of all the subvouchers by account and object-claes.

Each subvocucher documentz2 an individusl transaction with the appropriate OS5M
or Standard Form and the supporting documents. The woucher, S5F-1129, and
subvouchere are submltted to DFM.

d. Completing the 5F-112%: The S5F-1129 shall ba signed by the cashier
and the supervisor, AO, or egquivalent. Only a principal cashiar or an
alternate, both deelgnated by Treasury, may submit a replenishmént voucher and
have a Treasury check lssusd payable to himsalf/hersgalf. Unless the imprest
fund has bean tranaferred to him/her, the alternate cashier shall nct submit a
replenishment woucher to DFM except if the principal cashier is akeent and the
alternate cannot meet the demand for funds with hie/her avallable money.

&. Agancy Certilification: Raimburasmant vouchsre submitted by field
offices are reviewsd and certified with other wouchere by the Certifying
Officer at DFM.



f. BReferences: I TFM 4-4040; Manual of Procedures and Instructione for
Cashieras, July 1%85, Secticn 9, pages 25-30.



10. Accountability Reports and Werification of Fupde:

g&. Introduction: In additicon to reimbursement vouchers, cashiere shall
gubmit Accountability Reporte to DFM and be pubject to unannounced
varifications of imprest fund balances.

b. Dafinitisn: For OSM purposes, an accountability report shall Le a
8F-1129 {eae Attachment 5} completed ae directed in paragraph e. below and
signed by the cashier.

¢. When to Submit Accountability Raporta: An Accountakility Report using
a SF-1129 phall be pubmitted to DFM am followat

{1} ©On tha last workday of each month (minimum reguirement};

{2} Whanevaer the authorized balance of the imprest fund changes,
whather by incraasa, by reduction, or by ligquidation;

{3} %Whenever there is a change of caehisrsa. The 5F-1129 shall be
aigned by both the cutgoing and incoming cashiers {sae Attachment 6).

d. Using the Reimbursement Vouchar as an Accountability Report: A SF-
1129 prepared ap a Reimbyrsement Voucher ehould not be used 3z an
poocountabllity Report. The Accountability Report (see Attachment 5) containg
different informatlcn than the Reimbursement VYoucher (oee Rttachment 4) in the
Aecounting Clamaification aection of the deocument. Should the Cashier preapare
4 Reimbursement Voucher on the last workday of the month, a signed photocopy
of tha Beimbursement Voucher, with the additicn of the slements discuased in
paragraph &. of this sectlion, would ke acceptable ap an Accountability Report.
The SP-1129 used as an Accountakility Report shall be slearly marked
"Accountability Report" at the top of the document.

@. Submitting Report Porms: An Accountability Report shall contain the
following elements:

{ly HNotations showlng the number of reimbursement vouchera gubmitted
during that month and their total deollar value in tha Rocounting
Clasgification section of the document;

{2} A fully completed "status of fupd" saction showing all items
which comprise the fund halance including unpaid reimbursament vouchere,
vnecheduled subvouchers, interim raceipta for cash, rash on hand, locesee,
shortagep, overages, advances to altarnakes, eto.p and

{1] <Clase B cashiars shall raport the amount of funds advanced to
subcashiers by name and amount on the 3F-1129 or an attachment.

f. Subcashiera: Subcashiers shall gubmit subvouchere at least monthly to
the principal cashier. An Accountability Report shall be filed with the
principal zashier at least monthly by the subcashier. The eukcashier shall
usa the same format and requirementa for these reports that the principal
cashier uvees in his/her reportsa.

g. Clapa DI Caphiere: Clags D cashiars shall submit to the Chief, DFH, a
Divigicn of Disbureement Form 1652, "Statement of Advance Funds for Change-
Making Purposes™ {eee Attachment 18) at the following situationa:

{1y Annually, on the anniversary date of the original advanca;
{2) wWhenever there is a change in the amount cof tha advanca;

{3) wWhenever there is a change in cashiers.

10-1



Claga D cashiaera should contact the Chief, DFM to cbtain this form.

h. WVerification of Subcashiera: Subcashisra are subject o the same
verificatien procees as the principal cashiere {ses paragraph i.,
"Yerification of Punds™ of this mection).

i. Warification of Funda: All cashiera are dubject to the same
varification and mudit procedures, quartarly audita and administrative
reviewn.

{1} Daily Reconciliaticn: Each cashler shall reconcile hie/her
account daily and furnish hisfher puperior with a daily written report (aee
Attachment 15) on the status of the fund, indicating any shortages or
overages, Thepa dajily reconciliations shall be retained on file by the
supervisor for subsequent review by O0SM administrativa parsonnsl. Attachment
16 is a full-smized Daily Reccncilimtion form and is suitable for copying.

{2} OQuartarly Auditsa: The quarterly unannounced audits
{verifications) of the impreat fund shall be performed by two employses
appointed by the FOD or equivalent. These emplcocyeee shall be independent of
the imprest cashier‘s supervision. The audit shall invoclve countirng all cash
on hand, uncaghed Treasury checks, interim receiptr for cash [3F-1165),
unscheduled subvouchers, and unpaid reimbursement vouchers. The sum of these
counte must equal the amcunt of cash advanced to the caphier. The raport (aee
Attachment 12) documenting the audit shall ke prepared in duplicate and both
copies signed by the employess parforming the audit. One copy shall be
submitted to the FOD or equivalent, then to ba forwarded to tha chiaf, DFM.
The othaz copy shall be kept in tha imprest fund’a recorda for future review.
The reportd of tha audit shall ba submitted to tha chiaf, DFM by the last day
of the month following the end of the quarter {January 31, April 30, July 31,
and October 31). Attachment 13 ia a full-aized Quarterly Unannounced Audit
Report and is suitable for copying.

{3 Rdminilptrative Reviews: Unanncunced adminlstrative reviews shall
ba performed apnually for imprest funde of 55,000.00 or lese and semiannually
for impreat funds in excess of $5,000.030., The review shall follow &
predetermined format {2ee Attachment 14) estaklished by DFM. Copies of tha
raviaw format may be cbtained from the Chief, Reports and Analysis Section,
DFM. The review 2hall ke performed by two employees, appointed by tha FOD or
equivalent, who are independent of the inprest cashier's eupervieion. BAnnual
Administrative Reviewe eghall be submitted to the Chief, DFM on December 31 of
each year. Semiannual Adminisgtrative Reviaws ahall ba submittéed to the chief,
DF¥ on June 30 and Decembaer 31 of each year. Tha Chiaf, DFM, will certify the
reviews wara parformed and the certification will be forwarded to the Office
of Financial Management, Office of the Assistant Secretary, by January 31 of
the succeading year. Attachment 14 ie & full-sized Imprest Fund
Administrative Review and is suitable for copying.

j- Hiseping Funde: Any lose or theft discleceed by a verification shall be
reported irmediately (See Section 5, "Redponaibilitiad for Cashier Funde-,
paragraph 4. *Reporting Losees, Shortages, or Thefta").

k. Reports of Irregularities: Aoy irregularities disclosed by a
verification or raview shall be reportad immadiately (3&e Section 5
"Responeibilitiae for Cashiar Funds," paragraph 4. "Raporting Losaes,
Ehortagea, or Theftar).

l. References: I TFM 4-3040.90, 3040.95a; Manual cof Procedures and
Inatructionsa for Cashiersms, July 1985, Section 10, pages 31-33.
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11. peferances.

a. Treapury Financial Manual, I TFM 4-3000 and 4-4000, formerly referred
to as the Treasury Fiacal Regquirements Manual;

b. Department of the Intericr Manual, 330 DM Additiona to the Treasury
Fipnancial Manual (TFM);

€. Manual of Procedurea and Instructione for Cashiers, Departmant of the
Treaspury, Filnancial Management Servica, July 198&;

d. ERecommanded Reading: Workshop for Cashiers Desk Guide, OFH Training

and Assistance Diviaion, Management Sciences Training Institute.
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12. Attachments.

1. SF-182Z, Requesat, Authorization, Agraement and Certification of
Training;

2. SF-1012, Travel Voucher;

3. SFP~10%4, U.S5. Tax Exempticn Certificate, example;

4. SF-1129, Relmbursement Voucher, sxample;

5. SP-1129, Accountability Report, example;

G. 5PF-1129, Tranafer of Imprest Fund Between Cashiers, example;

7. 5F-1164, Claim for Reimbursement for Expendituree on Official
Business, example;

8. 5¥-1165, Receipt of Caah-Subvouchar, exampla)
9. DI-1, Remuisition form;
10. O8M Application and Account for Advance of Funda form, example;
11. DEM Traval Authorization form;
1Z2. 08M Certification Memo;
13. 054 Quarterly Unannounced Impraest Fund Audit Raport [full-size);
14. 0SM Impreat Fund Administrative Review [(full-size);
1. 0SM Daily Reconciliation Worksheet, example;
1s. 0S5 Daily Reccnciliation Worksheet {full-size);
17. SF-700, Security Container Information {full-size].
18. SF-1652, Statement of Advance of Funds for Change-making Purposes
Of the abova attachments, only aight forms have been completed and may be usad
ag examples. The remalning formd arae in ganeral uee in most OSM officea. If

you have any gueatione regarding the uasa of these forma, contact a Procuraemsnt
Qfficer, Travel, or Training Coordinator in your office or Support Canter.



Attachment 1
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Travel Voucher

Artachmant 2

Form SF-1012
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Attachment 2

Foxrm SF-1012

Traval Voucher
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U.S. Tax Exemption Certlficata

: Attachment 3

Form SF-1094
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Attachment &

Baimbursemant Voucher Form 3F-1129
Example
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Attachment 3

Accountabllity Report Form 5¥-1129

Example
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Attachment &

Transfer of Impreat Fund Betwesn Cashierz Torm SF-1129
Example
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Attachment 7

Claim for Beimbursament for Form SF-1léé
Expendituxas on Officifal Business
Example
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Attachment 7

flaim for Reimbursement for Form SF-11&4
Expenditures on Official Business

Exampla
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Actachment B

Racaipt for Cash - Subvoucher Form SF-11465
Incerim Receipt for Cash
Example
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Requisition Form
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Attachment 10

Application and Account for Advance of Funds 05M Form
Example
UNITED STATES o .
DEPARTMENT OF THE INTERIOR AT E  TRANEAGHON NO. EC
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113m [} |
Sachil ey e ¥l o Traepa Cruty it
123+45-670% Bppgaucrat Barry By Amarican Samoa
An Advance af Funds b1 Hersby Bequertad wil #nd Giher s | Baiwnce Cue LS. From
10 Be Incurred Under Authonzation No. '95 108 Dated g chin Fravious Advance ....... 5~
Itinarary: From American Samoa Y5 Hash., D.C. Amaunt Harain Applied .
[ § 150.00
Typa of Travak [E Temporary Doty C Permarant Chenge of Steion 15¢. 00
TDT‘L ran ::ttm.“

Typa of Advance: © Check B Casn

Mall Check To:

Cash Payment of $ L5000
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Artachment 11

Traval Authorizacion Form 05M Form
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Actachment 12
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PEPARTMENT OF THE INTERIOR Attachment 13 {full size)
OFFICE CF SURFACE MINING O5M Form

Revized 10/B%5

QUARTERLY UNANNOUNCED IMPREST FUND AUDIT REPORT

for tha guartar ended

Hame of Cashiar Date
office Classa of Fund
1. Total of Funds Advanced 5

2, Items to Account For:

a. {Cash on Hand 8
b. Uncashed Treasury Reimbur=sement
Checke con Hand ([(List on Revarsaa) ]
. Interim Becelpte for Cagh - S5F-1165
(Ligt on Reverme) s
d. Unpaid Reimbursement s
Youcher Dated
a. Unscheduled Subvouchers 3
3. Total Amount Accounted For 5

4. Diffarance Between Lina 1 and 3
(Explain on Reverse) 5

We, the undersigned, certify that the cash astated above has been wverified by
actual caeh count and that all the above iltems, unless ctherwise noted under
differences, have been found to ke Lln agreement with the appropriate
accounting records,

({Bignature) (Title)

{Signature) (Title)

Canh and accountable documentg in Item 2 akbove have heen returned to me.

{Carhler'=s Signature)

Page ¥ of 2



Attachment 13 {(full sBize}
0EM Form
Revised 10/89

QUARTERLY UNANMOUNCED IMPREST FUND ARUDIT REPORT

Further Breakdown:

2. Uncashed Traasury Reimbursament Chacks on Hand:
Check Humbeyr Amount Check Mumberp Amount
2o, Interim Receipts for Cagh:
Name Amount Purpopgs
4. Differences:
INSTRUCTIONS

The Departmental Manual, Part 330-DM 4-3000, 6.3, raquires that upanmounced
verification of cash balances in imprest funds be made at least guartarly and
that a record ba kept of the verification. Thie verification of cash halances
ghall ke performed by two respongible employeass appointed by the head of the
aoffice where the imprest fund is leocated. The cashiar, or employass under
hisfher supervision, shall not parform the cash varification.

The two employess making the verification will count the cash on hand
{including the uncashed Treasury checks} to which will be added the amounts of
interim receipts for cash, unpaid reimburasement wvouchars, and unscheduled
subvouchers.

The report should ba signed by beth perscns making tha verifiecation. The
casghier also aigne tha raport after all cash and documente are returned. The
original of this report ehall be retained in the local files, and a copy shall
ba forwarded to the Divigion of Financial Management in Denver.

Fage 2 of 2



DEFARTMENT OF THE INTERIOR hAttachment 14 {full size)
OFFICE OF SURFACE MINIHG OS8M Form
RECLAMATION AND EHFCRCEMENT Emviped 10789

IVE REVIEW

for the year ended

Dffice Locatlon:

Imprest Pund Lewvel: Principal Cashier:

Raview Performed By: _ _
Signature Title Date/Time
Slgnature Title Data/Time

The Departmental Manual 330-DM 4-3000, 7.2 requires that unannounced
administrative reviews of imprest funds be performed at least semiannuslly for
thoee funds exceeding 55,000 and at leaet annually for those funda of $5,000
and under.

Oone copy of the review and the response will be retained ino the office file
and & duplicate of each will be forwarded to the bureau or office head.

Y
CHECKLIST E H COMMENTS
g

1. Are impre=t fund cash payments limited to
5500 for any one trandaction under normal
conditions?

2. Has any splitting of payments ccourred
to circumvent these cash payment limita-
tiong?

Jd. Are casgh payments to an employee to make
a purchase confirmed within 5 days from
the date of the advance? Is the advance
receipt noted indicating the reason and
and expected transaction completlen date
when an advance is not confirmed in &
days?

4. BAre there any cash advances outstanding
for mora than 30 daya?

5. Are separate cash boxes or pafe drawsere
provided for alternate and aubcaghlers?

&. Do personnel octher than the fund custo- | |
dian have access to the funds? | |

7. Are asfekeasping facilities maintained
commanaurate with tha amount of caeh
advanced in acpord with 330-DM 4-3000,
3.2 and 3.37

Page 1 of 3

Attachsment 14 (full size}
054 Form

Reviged 10789



Imprast Fund Ahdminjistrative

T

Attachment 14 (full sizm)
O2M Form

Reviased 10/8%

= t 1 numd

CHECEKLIST

el ]

N COMHMENTS

8. Ia tha aafe or lock combination changad
annually, whenever there is a change of
cashiers, when it has been necessary to
effect accese to the funde in the case of
unforeasen absence of a cashier, or when
the combinaticn hag besn compromised?
Explain exceptionsa.

9. Does the imprest fund cashier require ade-

quata idantificatjicon of smployaas bBafore
dighuraing funds for travel or octher pur-
poges if the employee is not personally

known to the cashier? Are imprest wouchers

geigned by the recipient of the cash dis-
buraedy

10.Ara unannounced verifications of cash bal-

ances in tha impresat funds mada on a gquar-—

terly bagis in apcordance with 330-DIM
4-3000, 6&.37

11.1Ie the imprest fund cash reconciled daily
by the cashier?

12.Are paymente from imprest funds approved
by a reaponeible official? Whe ia the
official?

13.I5 there evidence and adeguate documenta-—
tion in appreoval, amount, and account to
be charged for each transaction?

l4.Are impreat fund vouchers:

a. Prepared with aach payment?

b. Supportad with appropriate documenta-
tion?

c. Typewritten or in ink?

d. Fully dascriptiva of the item paid for?|

15.Are checks for raimbursament of the imprest
fund made out to the order of the custodian

of the imprest fund?

16.D00 only parsons anthorized to dieburse caeh

from the imprest fund have access to the
cash?

17.Have the impreat fund cashiera, aubcaghlers
and alternates been properly deaignated in
accordance with Section 2 of the Cashier's

Manual?

18.01d you verify interim recelpt amocunte in
tha imprest fund file with the holders?

Page 2 of 3



Imprest Fund Adminjstratjve Review — Continued

CHECELIZT

0 e

N COMMENTS

19.0id you verify paymanta not supported by
invoices with vendors on a test hasis?

20.01id vou verify the validity and necassity
of travel advances with tha holders on a
test basis?

21.Do cashlere, eubcashiera, and alternates
perform other duties that conflict with
their caehier responsibllities?

22.fere the findings and recommandatione con-
tainagd in tha last ARdministrative Review
report dated impl amantaed?

23.I5 the amount of the fund above or below
cagh reguirements? Review of 5F-112%9s on
file and determine actual monthly turnover
of funds for the past year:

January % July s
February Augugt
March Saptambar
April October
Hay Novenrber
June December

Monthly Average §

Is the turnover rate of the fund commen-
surate with the criteria prescribed in
330-DM 43000, 2.17

24 .poes the cashier have avallakhle a copy of
tha Treasury Manual cf Procadures and
Ingtructions for Cashiers, and part 330
of the DM Addition to the THEM?

Page 3 of 3
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