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PURPOSE

This policy directive requires that the Departnent of
Agricul ture agencies elimnate agency inprest funds except
where waivers are approved. This directive provides waiver
request and approval policy. This directive applies to
bot h donestic and international inprest funds.

SPECI AL | NSTRUCTI ONS/ CANCELLATI ON

This regul ation revises Departnental Regul ati on 2250- 001,
“Inmprest Fund Authorities and Requirenents,” dated January
10, 1986.

REFERENCES

a Fi nanci al Managenent Service, |nprest Fund Policy
Directive

b 31 CFR 208, Managenent of Federal Agency Di sbursenents

C Manual of Procedures and Instructions for Cashiers
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d Debt Coll ection I nprovenent Act of 1996
e 31 CFR 202, Depositaries and Financial Agents of the
Gover nnent

BACKGROUND

Treasury required agencies to elimnate agency i nprest
funds because they were | abor intensive, required
relatively nore internal controls than non-cash paynent
mechani snms, and the governnment did not earn interest on
money held in these accounts.

Treasury’s Inprest Fund Policy Directive was issued based
on the recommendati ons of the National Performance Review,
Report on the Elimnation of Inprest Funds in the Federal
Governnent through the Use of Electronic Commerce, January
1996 (Report), as well as the requirenments of the Debt

Col l ection I nprovenent Act of 1996, and the inplenenting
regul ation at 31 CFR 208, Managenent of Federal Agency

Di sbursenments, Final Rule (Treasury El ectronic Funds
Transfer Rule).

ABBREVI ATI ONS

CFO - Chi ef Financial Oficer of USDA Agency

DCl A - Debt Coll ection Inprovenent Act of 1996

EFT - el ectronic funds transfer

FI - financial institution

FMS - Fi nanci al Managenent Service, US Depart nent
of the Treasury

OCFO - Ofice of the Chief Financial Oficer

PCVS - Purchase Card Managenent System

Treasury - US Departnent of the Treasury

USDA - US Departnent of Agriculture

DEFI NI TI ONS

a El ectronic Fund Transfer: Any transfer of funds,

other than a transaction originated by cash, check, or
simlar paper instrunent, that is initiated through an
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el ectronic termnal, tel ephone, conputer, or magnetic
tape, for the purpose of ordering, instructing, or
authorizing a financial institution to debit or credit
an account. The termincludes but is not limted to,
aut omat ed cl eari nghouse transfers, fedwire transfers,
and transfers made at automated teller nmachi nes and
poi nt-of -sale term nal s.

b | nprest Fund: Fi xed-cash or petty cash, which
includes all field party advances or change nmaking
funds, mai ntained by USDA agencies in the form of
currency, coin, or depository account bal ance
representing advanced funds held outside of Treasury.
The Approving Oficial nmay designate three types of
| mprest Fund Cashiers. Cass A Cashiers are
aut hori zed to make di sbursenents but nay not advance
funds to anot her cashier, except to an alternate
cashier. Cass B Cashiers are authorized to nmake
di sbursenents and may al so advance funds to an
alternate cashier or sub cashier. Cass D Cashiers
are designated solely for change meki ng purposes.

c Third-Party Drafts: Check-like instrunments drawn on
and paid by an outside contractor (draft conpany) or
FI. The FI or draft conpany supplies the Federal
agency with drafts to be issued agai nst an agency’s
account by the FI

d Conveni ence Checks: | ssued to authorized cardhol ders.
Conveni ence checks are witten against a purchase card
account and reconciled in PCVS. Pur suant to DCl A,

conveni ence checks are not considered el ectronic
transacti ons. Conveni ence checks may not be used
unl ess a wai ver has been received fromthe Departnent.

PQLI CY

This policy directive requires that USDA agencies elimnate
agency inprest funds except for waived paynents descri bed
bel ow. Agencies may establish, maintain, and operate an
inmprest fund only if they neet the waiver criteria
described in the FM5 Inprest Fund Policy Directive at

wwmwv. f ms. treas. gov/inprest, and 31 CFR 208. An agency’s
primary paynment nechani snms shoul d be el ectronic funds
transfer, as required by 31 CFR 208 and the DCIA In
addition, inprest funds may be approved for change nmaking
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pur poses when justified and no other source is available
for change making. The maxi mum i nprest fund transaction
[imt is $500 unl ess acconpanied by a witten waiver from
t he Agency Head.

Purchase cards, conveni ence checks, and third party drafts
shall not be used to establish, maintain, or replenish

i mprest funds. Purchase cards, conveni ence checks, and
third party drafts shall not be used to obtain cash for

i nprest funds directly, through enpl oyees, or through third
parties.

USDA agencies that justify and receive approval for waivers
nmust i nplenment an internal agency process and rel ated
procedures for establishing, maintaining, and operating

i mprest funds. The process and procedures nmust be in
conpliance with Departnental policy, the FMS Policy
Directive on Inprest Funds, and the FVMS Manual of
Procedures and Instructions for Cashiers. The internal
agency inprest fund process nust have agency headquarters’
oversight to ensure uniformty and consi stency of inprest
fund requests, operation, and reporting.

The OCFO approval of inmprest fund waivers is based on the
subm ssion of an agency’s (a) request (b) justification,
(c) certification, and (d) sem -annual i nformational
reporting. The absence of any of the four itens wll

j eopardi ze the approval of a waiver. Al inprest fund
wai vers approved by OCFO are for one year and nust be re-
justified annually.

a Request for Waivers: USDA agency CFGs nust submt

i mprest fund wai ver requests to OCFO. | nprest funds

may only be used when:

(1) A paynment by EFT is waived in accordance with the
provi sions of 31 CFR 208, Managenent of Feder al
Agency Di sbursenents. Section 208.4 states that
EFT is not required where an individual
determnes, in his or her sole discretion, that
paynment by EFT woul d i npose a hardship due to
physi cal or nental disability or a geographic,
| anguage, or literacy barrier, or would inpose a
fi nanci al hardshi p; and
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(2) Paynments involve national security interests,
mlitary operations, or national disasters;

(3) Paynents are nade in furtherance of a | aw
enf orcenent action;

(4) The anobunt is |less than $25;

(5) The political, financial, or comrunications
infrastructure of a foreign country does not
support paynment by a non-cash nechani sm or

(6) Paynents are nade in energencies, or in mssion
critical circunstances, that are of such an
unusual and conpelling urgency that the
Gover nnment woul d ot herw se be seriously injured,
unl ess paynment is nade by cash.

Justification of Inprest Funds: Annual inprest fund

wai ver justifications nust be conpleted by the agency

CFO. The justifications nmust be by individual fund

and include the foll ow ng:

(1) Inprest Fund location and if applicable reference
nunber .

(2) OCFO prior year approved bal ance.

(3) Requested new fiscal year bal ance.

(4) Nunber of Sub-Cashiers and anmount of each.

(5) Types of paynments made fromthe fund.

(6) Specific Treasury waiver(s) and reasons
justifying the inprest fund.

Certification of Inprest Funds: Agency CFGs nust
certify at the end of each fiscal year whether their
agency inprest funds are nanaged and operated in
accordance with the Departnent of the Treasury and
USDA regul ations. The certification nust address and
i nclude the departnental certification standards and
requirenents in the appendi x of this Departnental
Regul ation. The certification may be all enconpassing
if all inprest funds are in conpliance. |If there are
i nprest funds not in conpliance, the certification
should identify and item ze the funds not in
conpl i ance, the reason(s) for nonconpliance, and
estimated conpli ance date.
(1) Certification of full reconciliation of fund

bal ances.
(2) The conpletion of cash verifications and audits.
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(3)

The revocation of agency cashiers that no | onger
have the authority to di sburse funds.

| nformati onal Report: Agencies with inprest funds

must submt sem -annual informational reports for each
fiscal year to the OCFO. The first six-nmonth report
is due on April 30 and the second six-nonth report is
due Cctober 30. The report should include the

f ol | owi ng:

(1) The nunber of agency inprest funds.

(2) Total bal ance outstandi ng.

(3) Total nunber and dollar amount of transactions

during the six nonths.

8 RESPONSI BI LI TI ES

a

OCFQO

Responsi bl e for the foll ow ng:

(1)
(2)

(3)

Revi ew and anal ysis of requests, justifications,
certifications, and reports.

Approval of waivers in accordance with the FM5

| mprest Fund Policy Directive, 31 CFR 208, and
USDA' s Inprest Fund Directive (Departnental
Regul ati on No. 2250-001).

Departmental policy oversight and nonitoring.

Agenci es: Responsible for the foll ow ng:

(1)

(2)

(3)

(4)

(5)

Requesting wai vers in accordance with the FMS

| mprest Fund Policy Directive, 31 CFR 208, and
USDA' s I nprest Fund Directive (Departnental
Regul ati on No. 2250-001).

Preparing annual certification and justifications
for inmprest funds that have waivers. (Due to OCFO
by Cctober 30).

Ensuring personnel are in full conpliance with
all applicable Treasury and Departnental inprest
fund regul ati ons.

| mpl emrenting an i nternal agency process and

rel ated procedures for establishing, maintaining,
and operating inprest funds with oversight from
agency headquarters.

Preparing sem -annual informational reports for
funds that have waivers. (Due to OCFO by April 30
and Cctober 30).

6
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9 | NQUI RI ES

Inquiries should be directed to the Credit, Travel and Accounting Policy Division, Office of Chief Financial
Officer, 202-720-1167
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APPENDI X A
| MPREST FUND CERTI FI CATI ON

1 CERTI! FI CATI ON STANDARDS

The CFO of each agency operating inprest funds is
responsi ble for ensuring the integrity of the agency’s
i nprest funds. The CFO nmust nanage and operate inprest
funds in accordance wth Treasury and Depart nent al
regul ati ons.

2 CERTI FI CATI ON REQUI REMENTS

The CFO of each agency operating inprest funds shal
provide witten certification to the OCFO addressing the
foll ow ng requirenents:

a | mprest fund cashiers have an updated listing of the
signatures of all officials authorized to approve
rei nbursenent clains. The listing is updated whenever
there is a change in authorizing official and
signatures on clains are verified against these
listings prior to issuing funds to clai mants.

b I nternal controls have been established to ensure an
ongoi ng nonitoring process of inprest fund operations.
| nprest fund cash verifications, audits, and
reconciliations have been perfornmed, discrepancy
reports submtted to the OCFO, and necessary
corrective actions have been taken.

c Fund bal ances are not excessive and the appropriate
agency official has ascertained this by periodic
reviews of the fund s activities.

d Reasons have been identified and steps taken to
rectify the causes of any discrepancies disclosed by
Departmental or external review of agency inprest
funds. A report of actions taken has been provided to
t he OCFO.

Al
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Al'l agency cashiers that no | onger have the authority
to di sburse funds are revoked i medi ately.

The establishnment, operation, and physical security of
i mprest funds conplies with Treasury and USDA policies
on saf eguardi ng of cash funds.

Docunent control is effective. Cashiers are required
to nunber sequentially each voucher prior to issuing
cash and mai ntain a master voucher nunber register to
ensure that cashiers are aware of the |ast voucher
nunber issued.

Clainms in excess of $500 are di sapproved unl ess
acconpanied by a witten waiver fromthe Agency Head.

A2
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