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“ 1. Purpese. This directive provides guidance, in the form of the Imprest

Gashier’'s Manual, to all emplevees of the Office of Surface Mining
Reclamation and Enforcement (0O3M), Invelved with agency imprest funds.

2. Summary. The Imprest Cashier's Manual was developed to provide OSM
field, Adminfstrative Services Divisions, and headquarters offices with
guidance on the administratieon, sxecution, and reporting of lmprest fund
actiwity.

3, Definitions:

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

b. Imprest Cashisr: An officer or emplovee of a Federal departoment.
agency, or corperation, who having been recommended by the head of the
activity, and approved as a cashiar by the applicable Disbursing Officer is
authorized to perform limited rcash disbursing functicns or other cash
operations,

4. Policy/Procedure: Xoue.

5. Beporting Reguirements: This direective does net impese any reporting
requirements other than those required by the Departments of the Treasury
and Interier regulations,

5. Effects op JOther Documents: All other Instructions or guldebooks lssued
by 0SM or any other agency not refaerenced in this direccive shall noto be
used to administer imprest fund activitcy.

7. BRafereqces:

a. Treasury Flscal Requirements Manual, I TFM4-3000 and 4-4000, also
referred to as the TIM;

b, Department of the Interior Manual, 330 DM Additions to the TFM:

¢. Manual of Procedures and Instructlons for Cashiers, Department of
the Treasurvy, Financial Manapement Service, July 1985,

SEM: 03 L




d. Workshop for Cashiers Desk Guide, OPM Training and Asslstance
Division, Management Sclences Training Institute.

8. Effectiwve Date: Upon Issuance.

9. Cemtact: <Chief, Division of Financial Management (DFM), (303} 238-0331,
FTS 776-03131,

10, Key words: Imprest Cashler’s Manual,

11. List of Appendices: Appendix 1, Imprest Cashier's Manual.
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1. Lfeneral,

a. This manual details the Office of Surface Mining Reclamation and
Enforecement’s (05M) policies for the administration, execution, and reporting
of ilaprest fund actiwvity.

b. These guidelines supplement thosze repulations sat forth in the
Department of the Interior's Departmental Manual {DM) and the Treasury
Financial Mamual (TFM}. GSpecifie citations to these regulations are Found at
the end of zach section and in the References section at the end of this
directive. This directive may ot contain all the rules which regulate
imprest fund transactions. dCashiers and administrators should refer to the
Manual of Procedures and Instvuctions for Gashiers of the Department of the
Treasury Financlal Management Service and the official socurces referred ta
above to eobtain all the regulations which govern specific circumstances.

c. This directive iz designed to be used in zomjunction with the Manual
of Procedures and Instructions for Cashiers and accordingly uses that
document's form of organization., This Mamal is intended to be used hy
cashiers and administratoers who want a complete and detailed refersmce
document to aid them in solving routine as well as obscure problems.

d. Definitions: This paragraph containsg definitions of tarms used in
this manual. The definitions are given as Follows:

Imprest Fund: A fized-cash or petty-cash fund in the form of
currency, coins, and Treasury checks charged against a Government
appropriation account and advanced to a duly authorized cashier.
This fund may be of a revelving type, replenished to the lewel of
a fixed amount as spent or used, or of a statiomary nature such
as a change-making fund,

Disbursing Officer: 4n officer or emplovee of a Federal
department, agetey, or corporation designated te disburse money
and render accouncs according ro laws and regulations governing
the disbursement of public monev.

Caghier: An officer or employes of a Federal department, agency,
or corporation, who having been recommended by the head of the
activity, and approved as a cashier by the applicable Disbursing
Officer Is authorized to perform limired cash disbursing
functions or other cash operations.

Class 4 Cashier: One who veceives an advance from an agency
appropriation for an imprest fund; is persomally accountable to
the head of an agency or desipgnee: and has not been autherized o
advance an imprest fund te another cashier, except the alternate.
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Class B Cashiexr: One who receives an advance from an agency
appropriation and is authorized teo advance an Imprest fund te an
alternate and to a subcashier. The Class B cashier 1Is
accountable, in his/her own name to the head of the ageney or
designee for the entire amount of the advance received.

Class D Cashier: One who recsives an advance from an agency
appropriation selely for change-making purpesss. He/she may
advance funds to subcashiers for change-making purposss ounly upon
authorization of tha head of the agency from which he/she
recelved the advance. The Class D cashier is accountabla, in
his/her own name, to the head of the agency or designee for the
entire amount of the adwvance received,

Subcashier: an officer or emplayee of a Federal department,
agency, or corporation, who has been designated in writing by the
head of the activisy o receive an imprest fund frem a Class B or
D cashier; iz under the supervision of the head of the zame local
gffice az the cashier from whom the adwvance 1= reeceived; is
accpuntable te such cashier for funds received; and is scationed
within a reasonable distance to the advancing cashier. The
provisions, with respect to payment limltations and safekeeping
that apply to cashilers shall apply to subcashiers,

slrernate to Cashier: One who has heen dezipgnated in the same
manner as a cashier but who wiil function in such capacity only
during the absence of that cashier, The only exception te
Funetioning in the absence of the cashier Ls If the wolume of
transactions requirtes both principal and alternate to act
similtanecously. The provisions that apply to cashiers will apply
to theilr alternates.

Alternate to 5Subcashier: One who has been designated in the same
manuetr as & subcazhier but who will function in such capacliy
cnly during the asbsences of that subecashier., The only exception
to funetiening in the absence of the rashier iz 1f the valume of
transactions reguires hoth subcashier and alfernate to act
glmultanecusly, The provisions that appiv te subecashiers will
apply to their alternates.

Disbursement: A transfer of money from the cashier to an
emplovee ot vendor. While a payment invalves exchanging money
for a product or service, a disbursement Is any outflow of funds
Erom the imprest fund including sll pavments, teimbursements,
liquidations, and advances to employses, alternate c¢ashiers, and
subcashiers,
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2, Authorfzstion and Designation:

2, Fund Authorization: Requests to establish an Imprest fund may be
made by an official no lower than the following OSM persormel: Field Office
Directors (FOD'=}, Chiefs of Administrative Services Divisions, or the Chief,
Management Services Division. The request shall be in memorandum form. The
necessity for the fund shall be justified, a fund amount requested, and a
cagshlier recommanded by name. The request shall be sent to the Chief, DFM.

The Chief, DFM, is responsible for reviewing and appreving the request, When
an imprest fund is approved, DFM =shall =send a completed copy of the 5F-211,
"Request for Change or Establishment of Imprest Fund" to the office redquesting
the fund.

. Bequest For Cashier: Rsquests to designate or reveks an imprest
cashier may be made by an official no lower than the following OSM persomnel:
Fob'a, Chiefs of Administrative Services Division=, ESC and WSC, or the Chief,
Management Services Division. Unon approwval, DFM shall send two copies of an
acknowledgment memo (see Attachment 12% to the reguesting office confirming
the designatioen of the new cashisr The Chlef, DFM, 1s responsible for
preparing the SF-211 and transmitting the cashier’s designation to Treasury.
For transferring responsibility of the imprest fund from an ourgeing cashier
te an incoming cashier, 5F-1129% is used. (5ee Section 6, "Accountabllity for
Transfer of Cash Between Employees and Subcashler and the Principal Cashier”
for more information on transferring the imprest fund responsibilicy.)

2. Increasing Authorized smount: The 0SM officials described in
paragraph [a] desiring an increasa to their imprest fund halance shall send a
memo justifying the Increasze to the Chief, DFM, for review and approval. A
confirmation meme will be sent to the requesting office upon disposition of
the request for the increase.

d. Reducing the amount or Ligquidating the Fund: The 03M officials
described In paragraph a. desiring a reduction o, of discontimiance of, thein
imprest fund balance shall send a memo justifying che decrease to the Chief,
DFM, for review and approval., A confi{rmaiion memo will be sent to the
reguesting office upon disposition of the justification for reduction.

= geference: I TFM 4-3025.10b; Manual of Procedures and Instiuctions
for Cashiers, July 1985, page 7; 330 DM 4-3000, Subchapresr 2.3,

1-1



3. SBecuring and Disbursing Cash:

a. Introduction: Each cashier tecelves money for the imprest fund as an
advrance of 0SM appropriations. This advance is in the form of one or more
Treasury checks.

b. Requesting Funda: When an imprest fund Is established or the balance
increased, the number and amount of the Treasury checks requested to zet-up
the fund shall he communicated in the sriginal memo sent to the Chief, DFM
{zee Sectlon 2, "Authorization and Dezipgnation”, paragraph a., "Fund
duthorization" and paragraph c., *Increasing Authorized Amount™). The adwance
of OSM appropriations From Treasury may be requested in the form of a sinpgle
check or multiple checks. For more information on requesting checks and
managing the amount of cash on hand., see Section 5, "Replenishments",
paragraph b., "When to Submit Replenishment Vouchers," subparagraph (2).

c. Denominations of Checks: The denemination of checks reguested when
an imprest fund is established or inecresassad is optienal. For more informstion
on requesting checks and managing the amount of cash on hand, see Zection 9,
"Replenishments™, paragraph b., "When to Submit Replanishment Vouchesrs,”
subparagraph (2.

d. Determining Cash BReguirements: Treasury regulations require that the
imprest cashisr digburse the full amount of the fund at least once avery wo
£2) months {turnover). This turaover shall be menitored by DFM and quarterly
reports will be made Lo the POD or equivalent (see pavagraph ., "Cash
Turnewer Reviews"). These quarterly reporis may indicate a need to reduce the
imprest fund balance if the turnover rate is consistently less than the
Z2-month vule desctibed abova.

£. Cash Turnever Beviews: & review of turnover races shall be performed
quarterly by DFM, Beports and Analysis Sectlon. Thisz Section will repert to
the FOD or equivalent i£f the review suggests an increase or decrease I the
fund balance is appropriata. In addirienm, rhe Adminiscracive Rewview regquires
an analvsis of The turnover rates when the Review is performed (see Jectiom
13, "Accountability Reports and Verification of Funds,” paragraph 1.(3),
"Administrative Beviews™).

f. Time Limits on Holding Unused Checks: OSM adopts Treasurvy's pelicy
that no Treasury checks shall be held over 20 days by imprest cashiers. If a
Treasury check {s held over 90 davs, it shall be zeturned to DFM for issunance
of a replacement check.

i Endorsing an Unusaed Check: When a cashier or administrater returns a
Treasury check to DFM as unmsed, the check shall be endorsed "Pay ta the Order
of the 0ffice of Surface Mining Beclamation and Enforcement® and forwarded o
the DFM Collection Officer. The local affice shall prepare an Ahstract of
Remittances as described In FI¥N-4, Collection actlsvifies and attach it te the
unused check, The DFM Collection Officer shalil deposit the check., DFM will
initiate paperwaork ta issue a replacement check te the cashier.



hn. Check Cashing Fees: The problem of check cashing fees and the
ralated problem of finding a bank te cash an initial or reimbursement check is
sometimes a challenge. If the pavment of a fes i1s the only method to cash the
Treasury check, then pay the fee and follow the procedures {n parapgraph 1.,
"Paying Fees." Experience suggests it is valuable to ecultivate a relatiomship
with & local bank or financial institution when cashing c¢hecks, Meeting with
a bank efficer to explain the purpess and nature of the office lmprest fund
and malntaining that personal contact may be all that Is necessary to
establish this essential relationship, The supervisor should accompany the
cashiar to the first meeting with a bank official as thiz team appreach will
appear more impressive to the bank afficials.

1. Paying Fees: LIf payment of these fees 1s unavoidahle, the payment
must be decumented like 21l the other imprast payments as follows:

(1) Prepare an O8M Requisitlen form identifying the fee's purpose and
obtain an approving official’'s signature;

(2) Pay the fee from the proceeds of the check at the time that it is
cashed. Obtaln a signed recseipt from the bank with "Paid" stamped on it;

{3} Prepare a subvoucher to documenrt rhe waypent and submit with the
other subvouchers;

J- Documentation: B3ee paragraph 3.1. abowve for information on
documenting check cashing faes,

k. Deposit Accounts: Deposlt or bank accounts for imprest funds are not
autherized for 0SM offices. If a cashier has persistent difficulties in
cashing reimburszement checks, he/she may have grounds for requesting
establishment of a deposit account. Such an account may only be used for
withdrawing cash and ne check writing privileges shall be granted. 1If a
cashier belisvas he/she needs this serwvice, the request shall be made to the
Chief, DFM, by the 0SM officials designated in paragraph 2.a.

1. authorization for Undertakings of Indemnity: Undertakings of
Indemnity are not autherized for OSM imprest cashiers.

m. Emergency Impreat Needs: As rhe abiliey to receive emetrgency Imprest
furds via TFCS {Treasury Financial Communication System) depends on prior
approval, please contact the Chief, DFM, if vou foresee such a need to receive
emergency funds.

o, References:; 1 TFM 4-3035; HManual of Procedurssz and Instructions for
Cashiers, Julw 1935, pp.9-11.
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_4, Safekeeping Facilities for Cash:

a. Intraduction: Adeguate facilities must bae awvailable for the
safekeeping of ilmprest fund cash. The head of each office where an imprest
fund is located is responsible for providing esach cashier with the required
facilities. These facilities shall be under the exelusive comtral of the
imprest cashlecis).

b. Proportion of Facilities to Fund Size: It is the responsibilicy of
the cashier and the cashier’s supervisor to ensure that the safekeeping
facilitias for rhe imprest fund are adequate and in cempliance with OSM
polisies. If the imprest fund iz in jecpardy due te some unique clrcumstance
of its location, it is their responsibility te fnitlare action to improve
securicy.

c. Small Funds: OSM policy {s that the Ffacilities for securing Imprest
funds cof lessz rhan 52,000 meet these minimum standards;

(ly A steel cabinet with bar and combination loclk under the exclusive
control of che prinecipal, alternate, and subcashiars, Cnly the cashiers
shall know the combination of the lock and only rhe cashiers shall use this
cabinet,

£2) A separate cash box with key or combination leck maintained for
the prinecipal cashier and sach alternate and subcashier.

{3] The cabinet shall be locked at all times axcept to transact
official businesgsa. The cabiner shall net be left unlocked mor the cash box
exposed during business hours to convenience the cashier or faclilitate imprest
tranzactions. If the supervizor, 40, or agquivalent approves, the lpprest
cashier mav establish hours when imprest funds are avallable., During thess
hours, the cash box may be kept ocutside the cabinet only if the cashier
remains in close prozimicy to the cash box at all times, without exceptiom.

d. Large Funds: 05M policy Ls that the facilities for securing imprest
funds of 32,000 or more meet these minimom standards:

(1Y A separate relatively non-movable zafe or wvault with combination
lock must he provided. Only the principal, alteinate and subcashiers shall
ltnow the combilnation of the lock and pnly the cashiers shall use this safe or
vault.

{21 A separate cash box with kev or combination lock maintained for
the principal cashier and each alternate and subcashier,

{3} The safe or wault shall he locked at all times except to Cransact
official business. When business is eoncluded, the safe or wault shall be
relocked with the cash box safely inside. The cabinet shall net be left
urilocked nor the cash box exposed during business heurs for the convenience of
the cashier or to faeilitate imprest transactions., If the =superviszor, AQ, or
equivaiant approves, the imprest cashier mavy establish hours when imprest
tunds are available. During these hours the cash box may be kept curside the
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cabinet only if the cashier remains in clese proximity to the cash box at all
time=, without exception,

a. Safeguarding Combinations and Keys: Each cashier shall place the
written combination to thelr safe, cabinet, or cash bex leck(s) and the
duplicate key te thelr own cash box in an envelope, which having heen sealed,
signed across the sesaled envelepe flap, and dated, shall be given te the
supervisor, AD, security officer, or equivalent for safekeeping. HNe safe,
cabinet, or cash box combination shall be kept in writing in a cashler's desk,
file cabinet, or anywhere in an 08SM office except as dascribed ahove,
Attachment 17 - SF 700 - Security Container Information may he photocopied for
use inside the seeurity container and envelepe or a supply of the form may he
ordered, if desired, frem the usual sources of standard forms.

£. Changing the Combinatcion of the Safe: OSM adopts the Interioer policy
requiring a change in safe or cash box combination at least annually, or
whenever a change in cashier occurs, or whemever a combination has been
compromised. A combination has been compromised when anvene othetr than the
cashier has used or could have used the combination to open the cabinet or
gafe.

E. Cash Boxes: HEach cashier shall have his/her own cash box for hissher
exclusive uge. Eaeh cash box shall have only two keys, Ho duplicate of a
cash box key shall be made. If a key iz lost, a new lock shall be installed
or the cash box replaced.

. IInsafe Places for Cash: TImprest fund=s shall not be kept, even
momentarily, anywhere outside the approved cash bex, cabinet, or safe unless
to transact official business or during established hours {Sse paragtaph
d.(3)). Imprest funds shall not be temporarily kept in a desk drawer, file
cabinet, persenal bank account, personal safe deposit box, ate. If an
epargency arises and the usual safekesping is not available, the supervisor,
AD, or equivalent Is responsible for providing adequate facilities for
safeguarding the imprest funds., The Chief, DFM shall be contacted in
emergency situations for concurrence when providing non-standard safebkesping
facilities.

i.  Deposit Accounts: Imprest funds for 08M offices are nat anthorized
te be deposited in deposit or hank accounts. Authorization may be regquested
Ly contacting the Chief, DFM, (see Section 3, "Securing and Disbursing Cash,"
paragraph k., "Depesit Accounts"),

J. Raferences:; I TFM 4-3040.50; Manual of Procedures and Instructions
for Cashiers, July 1985, page 13; 330 DM 4-3000, Subchapter 3.
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5. ERespogsibiiities for Cashier Funds:

a. Introduction: The cashler is financially responsible for the imprest
fund. This responsibility means the cashier always must be able to account
for all the monies of the imprest fund. The cashier is also persomally liable
for any lmprest monies under his/her personal contrel or monies whieh have net
been properly accounted for by him/her. This liability does not mean the
imprest funds are the cashier’s property but rather under his/her care. The
imprest funds are part of the appropriation of 0SM and may only be used for
praparly authorized official business.

b. Liability: An imprest cashier, either the principal or altermate, i=
personally llable for =all the funds which have been placed under his/her
paerasonal contral. However, the cashier mav be relieved frem trhis liabilicy in
certain circumstances. In the event of an explainable loss such as burglary,
if the evidence shows the cashiev used reasonable care, relief may be granted.
In the event of an unexplained loss or shortapge, the cashier may not be
eligible for relief unless he/she can produce evidence te show that there was
no contributing fault or negligence on hisz/herx partc. Thus, in the case of
imprest funds just disappearing, when there is no evidence to explaln the
disappsarance, the cashier is usually cotnsidered responsible and must pay for
the leoss. Relief from liability will not be given IF the cashier 1Is shown to
be negligent or careless. The best way a cashier can prove he/she is not
neglipent 1= to follow_the security and documentaticn procedures exactly. Do
not short-cut or omit any of the procedures and rules giwven in this Direetlws,
the Department Manual, or Treasury Repgulations. The topic of 1iability and
negligence is verxry complex. A thorough reading of the refersnces given below
will be useful In learning wmore about thils lmportant suabject.

T, When You Are Liable: The cashier is liable for the imprest funds
From rthe cime he/she acceapts raspousibilicy for the money advanced until the
time the funds are properly and acceptably accounted For rce an autherized
person.

d. Reporting Losses, Shortages, or Thefts: In the event of a loss or
shortage of imprest funds, the cashier shall deuble-check the existence and
amount of the loss and contact his/her supervisor. The supervisor shall
contact the appropriate official, such as the ad, or equivalent, who shall
raport the shortage by telephons to the Chief, IFM. 1f there ars ummistaksble
signs of 2 robbery of imprest funds, the lcocal police or Federal Protectlive
Service, if awallable, shall be contacted by the superviser, A0, or
equivalent., A written account of the facts of the case should be made as
quickly as possible and forwarded to the Chief, DFM., to follow-up the phone
call. Contacts with the Inspector Genaval's office and, Lf necessary, the
General Accounting 0ffice will be made by the Chief, DFM. The designaced
agency officer to whom veports of irvregularities in the Imprest fund balance
will be made iz the Chief, DFM.

a. What Happens Following Less of Funds: If the loss appears to be the
vesult of an improper action by the cashier, the superviser, AQ, or equivalent
snall impeound and aundit the imprest fund, and assign it to an altexnate or new
cashier. This procedure shall be decided oy the head of the office.
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£. Shortages and Overages: The cashietr is reaponsible for any shortages
in an imprest fund under hisgs/her care, If directed, the cashier shall rastore
the missing cash to the fund. Any overages which cannot be resoclved by the
cashiar shall be deposited to Miscellaneous Becelpt account 1060 "Forfsiture
of Unclaimed Money and Property - 0SM". The cashier shall prepare an Abstract
of Remicttances as described in FIMN 4 - Collection Activities and foxrward the
cash representing the overage to the nearest Collection Officer for deposit.
For as long as the cashier retains the overage, the overage shall be reported
as part of Cash on Hand in the Status of Fund section of the 5F-1129

g. Accounting feor Losses: Losses shall be credited by DFM to Cash Held
Cutside Treasutry Account (41} Prefix, then reported and charged to DEM'=z2
general apprepriation, Onee notifiled by the local office, DFM zhall establish
a Receivables account for the ameunt of the leoss untll Lt is recovered ot anm
administrative settlement of the lozs iz reached.

L, Restoriog Funds: The temporary resteration of lest funds by DFM is
net a judgement as to the responsibility for the loss, and iz not a formal
relief of the cashier's liability for che loss.

i. Clearing a Loss of Funds: When a loss of funds has been discovered,
054 is responsible for clearing the loss in ane of twe ways:

(1} By actien which clears the cashier of 1liability, or

(23 By reguiring the cashier to replace funds. A cashiet's
replacement of lost funds will not prevent a possible investigaticen by the
Inspector General's office;

3. {learance by Administrative action: A cashier may be cleared of
liability for lest funds by either 0SM. the Department of the Interior, or the
General accounting Office, depending on the amount of the loss.

L. (learance by Cashier: [f administtative action does not relieve a
cashier of liability for a less of funds, the cashier shall restore the amount
of the loss from his /her personal funds. The ecashier's payment shall be
forwarded to the IFM Collection QOfficer for deposit.

1. References: I TFM 4-3040.95, Manmal of Proceduorss and Instructions
for Cashiers, July 1985, pages 13-17 and pages 32-33; 230 DM 4-3000,
Subchapter 8; Principles of Fedaral Appropriations Law, First Edition 1382,
pages l0-9 through 10-29%,
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6. Accountability for Transfer of Cash Between Employess, Alternabte Cashisrs,
Subcashiers and the Principal Gaghiex:

a. Introduction: This section contains pollcy related to transaccions
between OSM employees and cashiers, '

b. Accountability for Advance to Employee: An Interim Receipt for Cash
stub an a SF-1185 form {zee Attachment 8) is used to document an advance
{ather than for trawvel). This form shall be completed by the employee and
kept by the cashier until the purchase receipt and change (if any) is
submitted. The Interim Receipt for Cash shall theu be volded and recurned to
the employee az evidence of the return to the cashier of tha purchase receipt
and any change. The SF-1185 {see Attachment 2) should be given to the employee
to serve as a handwritten receipt if a vendor veceipt Is net available.

c. Advance to Alternate: An advance te an alternate cashier shall he
made when the principal cashier anticlpates an abssnce freom his/her job. This
advance should be extended onlv for the duration of the principal cashler’s
absence (short-term advance). If a need arises to have two imprest funds
aperating simultanscusly cu a continuwous basis, the prineipal cashier shall bhe
designated a= a Class B cashier, and a subeashier shall be designated by the
Chief, DFM, by request from the officials designated In seztion 2.a.

{1} Accountability for Advance to Alternate: As with any other
employee, an Interim Receilpt for Cash (3F-1165) shall be used when advancing
monies to an alternmate cashier. 4 notation shail he made on the attached
8F-1165 identifying the advance as being made to anm alternate and describing
the time period and purpose of che advance.

{2} Replenishment Frocedurc/slternate Cashier: The alternate shall
submit all paid wvouchera, and the remaining cash balance to the principal
cashier when he/she returns.

(3} When Prinecipal Cashier is Absent:

{a) Planned Absence: When rhe principal cashier knows in
advance of his/her expectad absence, an advance shall be made te the alternate
of an amoune sufficient fo meet chat office’s demand for imprest funds for the
time of absence. This advance ghall be documented on an Interim Receipt
{8F-1145). The alternate =zhall keep rche raquired disbursement documentatcion
to be submitted with the unused Salance to the principal cashier at his/her
return.

{by Unforaseen absance: In the event of an unforeseen absence
of the principal cashier and an urgent need for Iimprest funds, a commities of
three persons {the alternate cashier, superviseor, A0, ot equlvalent, and a
third emplovee) shall apen the principal cashier's safe (or cabinet) and
transfer the imprest fund to the alternate cashier., The alternats shall
gbtain the envelope contalning the key and/or combinations to the principal
cashier's safe and cash box from the supervisor, A0, or equivalent. Only the
alrernate shall apen the zafe (or cabinet) e avoid compromising the
combination. The cash bex may be cpened by any one of the three; however, the
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key shall be kept by the supervisor, AQ, or equivalent, Tpon epening the safe
and cash box, the committee shzll Immediataly count all the imprest fund and
document the count, The imprest fund shall be transferred to the alternate
using 5F-112% (see paragraph £. "Transfer of Funds" in this section). The
cash box key shall be kept by the zupervisor, AQ, or equivalent For
safekeeping, after it has been used, to prevent duplication. The cash box and
safe combinations shall be changed once the principal cashiar retutns or a new
principal 1is designated. Upon the return of the existing principal cashier or
designacion of & new principal cashier, the imprest fund siizll be transferred
bacl to him/her.

d. Adwance tgo Subcashier: An advance may be made to a subcashier if the
principal cashier is a Class B or D cashier. The advance shall only be usad
for purposes consistent with the prineipal ecashler's duties.

(1) Accountahility for Advance to Subcaghier: Like any orher
emplovees, the subcashier shall sign an Interim Receipt for Cash to account for
the advance.

123 Capability of a Subecashier to Advance Funds: A subecashier may
advance funds to an alternate subcashisr, If one has been designated, using an
Interim Receipt for Cash (SF-1165). The subcashier shall notify the principal
cashier of any advances made by him/her.

(33 Replenishment Procedure/Subcashiar: The subcashier shall aceount
te the prineipal cashier to obtain replenishwmen: at least once a month by
furnishing wvouchers for funds disbursed,

#. RBeslignation of ¥rincipal Cashier:

{1} When a Principal Cashier Resigns: A change of principal cashier
should be anticipated and a request for a designation of a new principal
cashier sent to the Chief, DFM, as early as possible. The transfer of the
imprest fund shall occur when the local office receives notificarion of the
designatien of a new cashier. When a principsl cashier resigns unexpectedly,
the imprest fund shall be transferred to an alterpate cashier. If the
departing cashier does mot cooperate In accounting for the Imprest fund, a
three-person commitiea desecribed in paragraph o.(3)(b}, not including the
alternate cashisr, shall be appeinted to perform these duties. A request to
designate a replacement principal cashier shall be made to the Chief, DFM,
immediately. Any Treasury checks in the imprest fund shall be endorsed, if
possible. by the departing cashier aver to the alternate cashier in the
Eollowing menner: "Pay to the order of (name of aliternate cashier),” and
signed by the outgoing cashier, Treasury checks zhall enly be endorsed ower
to a Treasury deslignated cashier or alternate. If the departing principal
caghier does not etidorse the check{s) ower to the alternate or cash the
checkis) petrscmnally, the check(s) shall be voided and returned to the Chief,
DFM, witch a meme requesting that a replacement check be izsued to the new
cashier or alternate. Subvoucher preparacion dees not require any special
nandling in this sitwation.
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{23 When Alternate Is Unavailabla: When a principal cashier resipns
unexpectedly and an alternate does not exist, a transfer shall not be made to
a subecashier. All Imprest fund cash, including the subeashier's, shall be
counted by a three-person committee, properly documented with SF-1129 (see
attachment %}, and forwarded to DFM for deposit as described in FIN-4,
Collection Activities. The lmprest fund cash shall not be held for any length
of time pending designation of a new cashier. A memo shall be submicted to
the Chief, DFM, requesting the immediate designation of a new prinecipal
cashier. Any Treasury check(s) made out to the former primeipal cashler shall
be wvoided and returned to the Chief, DFM, with a memo requesting that a
replacement check be issued to the new cashier or alternate. The three-
member committes shall prepare the existing disbursement records as
subvouchers and submic them with a 5F-1129 (see aAttachment 4) to DFM for
acepunting with a memo describing the situation and inferming DFM not to have
a replenishment check prepared.

£ Transfetr of Funds:

{1} What To Do Before Transferring Funds: Before a transfer may be
made, the principal cashier shall recall all cash advances made to alternates
and subcashiers, count the cash and subvouchers until his/her advance is
completely accounted for. The cash and subvoucher count shall be made in the
presence of the incoming cashier. The advance to the princlpal cashier from
0SM appropriations shall he completely accounted for before the transfer is
made, If the principal cashier i=s not available because of an unexpected
resignation, the three person committee shall perform the sbove steps.

{2) Transfer of Funds: 4 transfer shall only be made to a principal
or alternate cashier designated by Treasury. TForm SF-1129 (see Attachment &)
shall be used to document the transfer.

{3) Discrepancies in Altermate or Subcashier: In a transfer, any
discrepancies in the acecounting for the advance to an alternate or subcashiszr
shall be recorded onm the 5F-1129 {see Attachment B} .

(4Y Counting and Verifyving the Fund: During a transfer, a count of
the full imprest fund (cash, 3F-1143 advances, Treasury checks, dlsbursement
recaipts, ete) shall be performed Ly hoth the outgoing and incoming cashiers
in the presence of two additional disintsrested employees. Any discerepancies
shall be recorded on the 3F-1129 (Hee Attachment &), A1l four individuals

shall sign a receipt of the count. This tecelpl shall be kept by the local
office,

{5) Responsibility of Outgoing Cashier: The outgeing cashier shall
prepara and sign the SF-1129 (aee Attachwment £). The 5F-1129 shall hawve the
gstatug and certification sections completed, The certification zection of the
5F-1129 shall have the following added: "and has been transferred to (name of
incoming cashier) as of this date." The incoming cashier acknowledges the
recaipt of funds by Inserting "Except as noted abeve, I hereby accept
accountability for this imprest fund of Siamgunt) (signsture) of Incoming
cashier." The cutgolng cashier shall endoerses all Treaswry checks In the fund
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as follows:; "Pay to the order of (name of incoming cashier}" and signed by the
cutgoing cashier.

(6) Submission of SF-1129: The incoming cashier shall submit ome
copy of the SF-1129 (see Attachment &) to the Chisf, DFM, to document the
transfer. A request for relmbursement submitted with the 5F-1129 dosmmenting
a transfer shall have the inceming cashier's name used as the payee of the
reimbursement.

{7) Hestoration of Advance to Alternate & SubCashiers: Once a
transfer is completed, the new cashisr may restore the advances to the
alternate and/or subcashler using the Interim Recelpt (5F-1163).

g. Cash Management Poliey Considerations: Unless otherwise direcrted,
each cashier shall be responsible for evaluating rthe cash management
applications to their own fund. The cash management considerations include,
but are not limited to, minimizing cash on hand, maintaining adequate
documentation, maintaining safekseping procedures, ensuring an adequate fund
balance, steo.

h. Beferances: I TFM 4-3040.30: Marnual of Progedures and Imstructicns
for Cashiers, July 1985, Section 6, pages 19-21; 330 DM 4-3000, Subchaprter 4.



7. Purc e scellanepus Cash Pavments:

£l Intraduction: The cashier 1s respensible for ensuring that purchases
from the imprest fund meet documentation reguirements. The cashier should
avold the role of auditing approved requisitions for compliance with
procurement regulatioms. Rather, the cashier should insist on adequate
documentation, remind the approving official of the applicable regulatioms,
and encourape a more critical appreach concerning unusual or irregular imprest
fund disbursements.

b. Cash Limita: Departmental regulations restriet imprest fund
purchases te 3500.00 or less, However, requeats for a permament exception to
this vegulatlon may be made to Department of the Interior, O0ffice of Financilal
Management. These requests shall be in writing and routed through the Chief,
Division of Financial Management to the Assiatant Director, Finance and
Accounting. Documentation of the Direetor's concurrence with the request must
e included in the information sent to the Dffice of Financial Management.

c. Emergency Caszh Meeds: For emergency purposes, one-time exceptilons to
the 5500.00 limit may only be granted by a FOD, Asasistant Directet - ESC and
WS, assistant Direcior - Administration, or designee. Documentatien
substantiating the approved exception will he submitted to DFM along with
other subvouchers on the 5F-1129 for vecord-keeping.

d. Pavments Authorized: Sinece imprest funds are provided from OSM's
appropriations, they mav not be used for payment of any expenses except those
directly related to the accomplishment of 03M's official business, unless
specifically suthorized by some other Federal law, tregulation, or Comptrollex
General's Decisien. f thers is any doubt about a raquested imprest fund
disbursement, ask for gulidance frem rhe Chief, DFM before proceeding.

¢. Gonditionms for Cash Payment of Typlcal Purchases:

{11 The cashier na= the responsibilicy o engure that the Inprest
Fund disbursements are properly documented. An approving official’s sipgnature
on the cotrect form iIs necessary For all disbursements. All cashiets shall
rafar to the currant OSM Directive PRC-3-3, for information om which 0SM
emplovees have authoerity to approve Imprest Fund transactions {(ask your al for
asslstance £Ff needed), The approving offieial's signature shall elther be on
a 5F-182, Request for Training {szee Attachment 1); a SF-1012, Trawvel Voucher
{see Atrtachment 2); a 3F-11l64, Claim for Reimburzement (see Attachment 7}; an
08M Application and Account for Advance of Funds (see Attachment 10}; an OSM
Requisition form {see Attachment 12%: or DI-1 reguisition form {ses Attachment
9%. The approving official mus: use one of the atove forms except as noted
below. A& signature on a vendor receipt ot othet miscellansous document is not
sufficient. O0SM =zhall use a two-tier requisitioning process. This process
permits emploveas to use a SF-1164 ta document a purchase of less than $50,
but requires a standard raquisition form for purchases of $30 or more,

=
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{2y The fellowing conditions shall be met when dlsbursing monies from the

Imprest fund:
Tvwpe o ursem

Adwvance for Purchase

Travel aAdvance

41l Purchases of
Supplies or Serwvices

Reimbursement for
Uniform Allowance

Repair of Equipment

itions of Payment

Interim Receipt for Cash; and
Approved requisition form with
authorized #ignature if adwvance
is §50.00 or mors:

5F-1164 with authorized
signature 1f advance 1s less
than §$50.00.

Copy of 0OSM Trawel Authorizatien
(see Attachment 11): and

05M Application and Acecunt for
Advance of Funds with authovized
signature;

Mazimum doliar limit i=s $15G.00
exeept In emergency situatious;
In emergencies, justification
must be provided Ffor subvoucher
by FOB or equivalent.

spproved requisition form with
autherized signature 1f purchase
iz 550.00 or more; or

8F-1164 with authorized
stgnature 1f advance 1s less
“han 350_.00:

Zecelpt of Purchsase.

Copy af Uniform Ailowance
Sdutherization; and

Receipt of Purchase {including
cancelled checks, credit card
recelipts, credit card billing
sStatements) .

approved requisition feorm with
authorized signature 1f purchase
is 5530.00 or more; or

SF-1164 with suthorized
signature if advance is less
than S50.680;

Receipt of Repair.



Postapge Scamps, Parcel
Fost, COD Deliwvery
Chargpes, Postal Charges

local Shipping or
Delivery

Public UTreility Bills

Reimbursement for Local
Iransportation Expenses

Reimbursement for Out-
of-Town Travel Expenses

Purchase of Money Jrders
by Cashler

Bepair of Equipment Hat
Cowversd by Haintenance
Apreanant

Receipt of Purchase.

Receipt of Service {(maximum
payment of $100.00 per
shipment);

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

Approved requisition form with
authorized signature; and
Original urilicy bill;

If lecation of activity is =o
situated that cash payment is
mest efficient:

550,00 maximum payment:

Long distance telephone bills
must be certified.

5F-1lla4 with autherized
slgnature; and

Parking, tazi (if over 3253}, and
toll receipts (if over 353},

0S8 Travel Authorizatien with
atutherized signature; and
5F-10172 - approved for payment
by the proper travel approving
official. Secticn 17 of the SF-
1012 must alse contain the

statement "Approved for Pavment
through the Imprest Fund” which

must be signed by rhe Assistant
Directer, Adminjsecraticon, SF-
1012 mast alse be certified for
nayment by a 0FM Cercifying
CESicer:

Bzimbursament is limited to
3100 .00,

Receipo of Purchase

approved requisition form with
auchorized signature; and
Receipt of Repalr; and
Statement of Justification.



Tuition Pavment for - SF-182 {see Attachment 1}:

Training - Payment 1g authorized when due
prior to attendance in cash
only, and if $500.00 or less.

Purchase of Equipment in - Approved requisitien form with
the Case of an Emergency authorized signature; and
- Statement of Justification; and
- Receipt of Purchase;
- Payment is authorized enly when
purchasing non-capitalized

equipment.
Emetrgency Salary - Naot suthorized.
Payments
Award Payvments - Hot Authorized.

The above table also serves as a checklist fotr the documents te be ifngluded in
a subwvoucher submitted for relmbutrsement. DFM SHALL RETURN ANY SUBVOUCHERS
HOT CONFORMING TO THE ABOVE SONDITIONS FOR CORRECTION BY THE SUBMITTING
OFFICE.

f. Personal 3ervices, Salary and Zenafit Payments: Payments for perscnal
zarvices (except for repair of minor equipment), salaries, or benefita are not
authorized from the imprest fund, If such a need arizes, centact the Chief,
DFM.

g. Regulations: All disbursements from the imprest fumd must comply with
the Federal scquisition and Travel Regulations and all Departmental and O5M
regulations. The Imprest fumd 1ls mot a vehicle for aveiding or evading the
requirements of the abowve-referenced regulations.

h. Other Purchasgas: The impres:t fund is meant to serve the office where
it is located. Authorization for purchases ner deseribed above are the
responsibilicy of the approving official.

i. Money Ovder Fees: Fees charged far the purchase of money orders shall
be Included as part of the money order purchase as described abowve.

j. Exceptioms: A&ll requests for exception to these policies shall be
made to the Chief, DFM.

k. Documentation: Yo writtan purchase order is needed for an imprestc
fund putrchase. If a purchase order issuance is in the interest of the
government, for example, to receive a discount, rhe arder should be marked
"Pavment to be made in eash." All payments shall be documented in the
subvoucher in the following manner:

(1y All payments shall have an 05M or Standard Form, deseribed in
paragraphs e.(1) and e.(2} of this sectien, with an approvlng offictal’s
slgnature as parrt of rhe subvouchar:



(2% All payments shall have one of the following as part ef the
subwvoucher

{a) Statement by employee describing the purchase, such as faxi,
subway, or bus fare and the amount; or

) TFor purchazes of leszsz than $15.00:

1) A wendor receipt showing the articles or services
purchased and their amounts; or

{iiy A 5F-1165, completed and signed by the purchasing
emploves, detailing the vendor and Items or services
purchased and their amounts; or

{e} For purchases of 513.00 or more:

(i} A wvendor receipt, signed by the vendpr, showing the
articles or services purchased and their amounts; or

{1iy A S5F-11&65, =signed by the wendor, showing the articles
ot services purchased and their amounts; ar

{iii}) If a vendor receipt and vendor signature are not
available; a SF-1165, completed and signed by the purchasing
enployes, detailing the vendor and items or services
purchazed and their amounis.

1. Supperting Documents/Subvouchers: All decuments related to adwvances
and payments cut of the imprest fund shall he used as supporting documents for
the subvouchers submitted to DFM. The account coda and object-class of the
puarchase shall be written on the wvendor receipt, Documents smaller than sne-
nalf of a 8 1/2 ¥ 11-inch page shall be attached o an § 172 X 1l-inch page
for backing. ALL VENDOR RECEIPTSE, INVOICES, AND SUBVOUCHERS SHALL BE MARKED
"PAID" TMMEDIATELY WHEN PATID,

m. Tax Exemptiocn: Payment of sales tax of less than $10.00 for a =ingle
purchase is permitted but should be aveided. 4 Govermtent tax exenmption
cercificate, SF-1094 Reowvigsed (see Attachment 3, shall be used to obtain an
sxemption from State and lacal =zales taxes, 1f documentation is required by
the wendor. This form shall be used onlwy for purchases, net lodging, and
shall be prepared for each transactien, Tax cxemption cortificates may be
obtained from the wsual General Services Administration sources.

n. References: I TFM 4-3040.10 chrough .20, 4-4030; Manual of Procedures
and Instructions for Cashisrs, July 1985, Section 7, pages 23-25;
330 DM 4-3000, Subchapter 3.



8. Payment of Pavrolls:

a. Authorizations: HNo imprest cashiers within O5M have been authorized

to disburse salary or payroll payments from the imprest fund. The
supplemental check process may be used for cbtaining emergency salary
payments. If an emergency arises which poses an undus hardship on an
employee, the local office should contact thelr servicing Persommel Office for

assistance.

b. Evaluating Payrolls: At presant there is no need for evaluating
payroll., Local cashiers shall be informed by DFM of any changes in this area.

. References; I TFM 4-3043: Manual of Procedures =nd Instructions for
Caghiers, July 1985, Section %, page 27.
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%, Beplenishments:

a. Introduction: The 3F-1129, "Reimbursement Voucher" (see Attachment 4)
iz the form used to replenish the fund. (The most recent GSA Supply Catalog
lists the Reimbursement Voucher as OF-112%. It is now an Optional Foum,
Because referral te the form as "SF-1129" is more common, the use of "SF-
1129" throughout this directive has been retained.) Cash management
congiderations recommend replenishing the imprest fund when disbursements
reach amounts as outlined in b.{1) below.

b, Submission of Heplenishment Vouchers:

{1y Timing: A reimbursemsnt woucher must be submitted on
September 30 of each vear and at least monthly if any transactioms have
accurved during that month. However, a cashier should comszider replenishing
the imprest fund more often than once a month. The decision to replenish the
fund should be based on turnowver of the fund since submission of the last
reimbursement voucher. Replenishing the tund when accumulated disbursements
reach 25 to 35 percant of the fund's balance normally permits an adequate
reserve until receipt of the replenishment check. Limiting submission of
taimbureement wouchers o a certain time frame {e.g., once a month}) may not
allow for emergencies or a sudden demsnd for imprest cash.

f23 Requesting Checks: When a reimbursement voucher is submitred,
the cashier has a choice of requesting replenishment in a single check of the
total wvoucher amount or in multiple checks of smaller amounts. Tf cashed only
as needed, multiple checks have the advantage of reducing the amount of excess
cash on hand, which minimizes the liability of the cashier Iif a loss or thefr
sheuld eccur, Another advantage of maintaining multiple checks i1s that
laost/stolan checks are ctraceahle and/or recoversble while ecash is not.
Accordingly, the amount of cash on hand should be kept to the necessary
minimum for efficient administvation of the imprast fund. Factoers to consider
in determining the tumber of checks required for efficient administration are:
size of the imprest fund, expected nusber of transactions and when they may
aceur, and the time frame required to cash a Trzasury checl.

. How to 3ubmit Replenishment Vouchers: Imprest cashisrs shall use a
unique number from their assigned black of numbers for horh their
reimbursement vouchetrs apd subvouchers when submitting them for replenishment.
The predetermined numbers for the reimbursement voucher are from a different
block than the predetarmined numbers used Eor subvouchers. Both blocks of
predetermined mumbers may be obrained by contacting the A0 or equivalent in
cach office. The 5F-112%, is comprised of subwouchers. The woucher, 35F-
1129, shall include an adding machine tape of the subvouchers stapled to ir.
In the Accounting Classifiecation sectien ¢f the woucher, SF-1129, the cashier
shall provide total ameunts of all the subvouchers by account and object-
glass. Fach subvoucher documents an individual transactiom with the
appropriate 03SM or Standard Form and the supporting decuments. The woucher,
§F-1129, and subveuchers ars submitted o DEM,

d. Complating the 5F-1129: The 3F-1129 shall be signed by the cashier
and the supervisor, -A0, or egquivalent. Odnlvy a principal cashier or an
altarnate, both designated by Treasury, may submit a replenishment voucher and
have a Treasury check Issued payable feo himsalf/herself. TUnless the Imprest
fund has been transFerred ro himsher, the alternate cashier shall not submit a
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replenighment voucher to DFM except 1f the principal cashier is absent and the
alternate cannot meet the demand for funds with his/her available money.

2. agency Certification: Reimbursement vouchers submitted by fleld
affices are reviewed and certified with other vouchers by the Certifying
Officer at DFM.

f. Referencez: I TFM 4-4040: Mapual! of Procedures and Imatructions for
Cashiers, July 1983, Section 9, pages 29-30.
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10. Accountabilitv Beports and Verification of Funds:

a. Introduction: Im addition to relwbursement vouchers, cashlers shall
submit Accountability Reports te DFM and be subject te unamnounced
verificariona of imprest fund balances.

b. Definition: For 0OSM purpeses, an accountability report shall he a
SF-1129 {=zee Attachment 5) aigned by the cashier.

2. When to Submit Acecountability Reports: An Accountability Report using
a 8F-1129 ghall be submitted to DFM as follows:

ily On the last worlkdavy of each month {minimum requirement);

(2% Whenever the authorized halance of the imprest fund changes,
whether by increase, by veduction, or by liguidation;

{3y Whenever there is a change of cashiers. The 5F-1129 shall be
signed by both the outgoing and incoming cashiers (see aAttachment &).

d. Using the Reimbursement Voucher as an Acceuntability Report: SF-
1129 prepared as a Reimbursement Voucher should not he used a= an
sccountability Repert. The Accountability Report {see Attachment 3) contains
different informaticn than the Reimbutsement Voucher {see Attachment 4] iIn the
Accounting Classification section of the document. Should the Cashier prepare
a Reimbursement Woucher on the lasi workdsay af the month, a signed photocopy
of the Reimbursement Voucher, with the additien of the elements discussed in
paragraph e. of this section, would be acceptable as an Accountability Repeorrt.
The 3F-1129 used as an Accountability Repert shall be cleosrly marked
"Accountabillity Report" at the top of the decument,

&. Submitting Report Forms: An Accountabilisy Beport shall coentaln the
following elements;

{1} HNotations showing the number of reimbursement vouchers submitted
during that month and their total dollar walue in the Accounting
Classification sectlion of the document:

(2y A fully completed "status of fund" sectien shewing all items
which comprise the fund balance including unpaid reimbursement vouchers,
unscheduled subwouchers, interim receipts for cash, cash on hand, losses,
shortages, overages, advances te zlternates, etc.; and

{3y Glass B cashiers shall report the amount of funds advanced to
subcashiers by name and amount on the SF-1129 or an attachment,

f. Subeashiers: Subcashiers shall submit subvouchers at leazt monthly o
the principal cashier, An accountabilisy Report shall be filed with the
prineipal cashier at least monthly by the subcashier, The subeashiar shall
use the same format and requirements for thess reports that the prineipal
cashier uses in his/her reports.
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E. GClass D Cashiers: Classz It cashiers shall submit te the Chief, DFM, a
Division of Disbursement Form 1652, "Statement of Advance Funds for Change-
Making Purposes" at the following situaticns:

{1} Ammually, on the anniversary date of the origimal adwance;
{2} Whenever there is a change in the amount of the advance;
{3} Whenever there is a change in cashiars.

“lass D cashiers should contact the Chief, DFM to cbtain thia form,

h. WVerification of Subcashiers: BSubcashiers are subject to the same
werification process as the principal cashlers (=ee paragraph i.,
"Jarificacion of Funds - Spot Checlis” of this =saction].

i, Verification of Funds - Spet Checks: All cashiers are subject to ths
game verification and audit procedures, guarterly audlits and administrative
reviews,

{1} Daily Reconciliatlion: Each cashier zhall reconeile his/her
account daily and furnish his/her sunerior with a daily written report (see
Attachment 13) on the status of the fund, indicating any shortages or
overages. These dalily reconciliariens shall be retained on file by the
supeivisor for subseguent review by O5M administrative persennel. Attachment
16 {5 a full-=ized Daily BReconeciliation form and iz suitable for copying.

{2} dQuarterly Audits: The quarterly unannounced audits
{verifications) of the Imprest fund shall be performed by two employess
appelnted by The FOD or eguivalent. These emplevees shall be independent of
the imprest cashier's supervision. The audit shall iovolve counting all cash
on hand, uncashed Treasury checks, interim receipts for cash (35F-1165),
unscheduled subvouchets, and unpaid reimbursement wouchers., The sum of these
counts must equal the amount of cash advanced te the cashier., The report (see
Attachment 13} desumenting the audit =shall be prepared in duplicate and both
copies signed by the employees performing the audit. One copy shall be
submitted to the FOD or eguivalent, then to be forwarded to the Chief, DFM.
The other copv shall be kept In the imprest fund's recards for future review.
The reports of the audit ghall he submitted to the 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 is5 a full-sized Quarterly Unannounced audit
Report and is suitable for copying.

(3} aAdministrative Reviews: Unannecunced administtrative reviews shall
be performed annually for imprest funds of 55,000.00 or less and semiannually
for imprest funds in ewcess of 33,000,00, The review shall follow a
predecermined formatr (sees Attachment 14) established by OFM. Copies of the
veview format mavy be cbtained from rhe Chizf, Reportsz and Analvysiz Section,
DFM. The review shall be performed by twe employeesz, appointed by the FOD or
gquivalent, who are independent of the imprest cashier’s supervision. Annual
sdministrative Reviews shall be submitted o the Chief, DFM on December 31 of
each vear, Semlanmual sdministrative Bewvisws shall be submitted to the Chief,
DFY on June 30 and December 31 of sach year. The Chief, DFM, will certify tha
reviews were performed and rhe cevtification will be forwarded to the Office
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of Financial Manapement, Office of the Assistant Secretary, by January 31 of
the succeeding year. Attachment L& 1z a full-sized Imprest Fund
administrative Review and is suitable for copying.

j. Missing Funds: Any less or theft disclesed by a verificacion shall be
reported immediately {See Section 5, "Responsibilities for dashier Fumdsa",
paragraph e. "Reporting Losses, Shortages, or Thefts").

k. Reports of Irrapularities: Any irrepularitles disclosed by a
verification ot review szhall be reported immedlately (See Section 5
"Responsibilities for Cashier Punds," paragraph 4. "Reporting Losses,
Shortages, or Thefts").

1. Referenmces: I TFM 4-3040.9G, 3040.95a; Manual of Procedures and
Instructions for Cashlers, July 1985, Sectian 18, pages 31-33.
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11. Beferences,

a, Treasury Financial Manual, T TFM &4-3000 and 4-4000, formerly referred
to as the Treasury Fiscal Requirements Manual;

b. Department of the Interior Mamual, 330 DM Additions to the Treasury
Flnancial Manusl (TFM};

¢, Manual of Procedures and Instructions for Cashiers, Department of the
Treasury, Financial Management Service, July 1985;

d. Recommended Reading: Workshop for Caghiexs Desk Guide, OPM Training

and Assistance Diviaion, Mapagement Seiences Training Institute.
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12, attachments.

1. 3F-182, Request, Authorization, Agreement and Certification of
Training;

2. Sr-1012, Travel Voucher;

3, 5F-1094, U.5. Tax Exemption Certificate, example;

& . 5F-1129, Reimbursement Voucher, example;
5. 3F-1129, Aceountability Report, example;
E. 8F-1129, Tramsfer of Imprest Fund Between Cashiers, example:

|

5F-1154, Claim for Reimbursement for Expenditures on Qfficlal
Business, example;

5. 5F-1163, Receipt of Cash-Bubvoucher, example;

a9, DI-1, Beguisition form;

14, 08M applicarion and Account for Advance of Funds form, example;
11. 08 Travel auchorization form,;

12, 054 Certification Memo,

13, GSM Quarterly Unaonounced Imprest Fund Audit Report (full-zize);

L4, 0SH Imprest Fund Administrative Rewiew (full-zizal;
13, 0SM Dajilv Reconciliation Worksheet, azample.

16. 08M Daily Reconciliation Worksheet (full-size);

17. 5F-700, Becurity Sontainer [nformation (full-size).

Of the abeve attachmenta, only eight forms hawve been completed and may be used
a5 examples. The remaining forms are in general use in meost OSM offices, If
Oyou have amy questions reparding the use of these forms, contact a
Procurement Gfficer, Trawvel, or Tralning Coordinater in yveur office or Supper:s
Canter.

12-1



Attachment 1

Request, Authorization, Form 5F-182
Agreement and Gertification of Training
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Attachment 2

Traval Vouchaer Form SF-1012
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Attachment 2
Form SF-1012

Travel Voacher
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U.5. Tax Exemptilon Cartificate

Arttachment 2

Form SF-1094

Example
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Reimburssament Vouchar
Example

Attachment 4

Form EF-1129
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Attachment 5

Accountability Report Form SF-1129
Example
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Transfer of Imprest Fund Batween Cashlers

Example

Attachment %

Form SF-1129
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Attachmant 7

glaim for Reimbursement for Form SF-1164
Expenditures on Official Businsas
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Attachment 7

Claim for Reimbursement for Form SF-1164
Expenditures on Official Businesas
Example
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Ragquisition Form

Attachment §

Form DI-1
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Attachmene 10

dpolicatrion and Account for Advance of Funds 05M Form
Example
LNITED STATES - -
DEPARTMENT OF THE INTERIOR B AANSACTION NO. BT
Offlca ot Surfaca Mining (4,0 41 ;| . |-"'-J
APPLICATION AND ACCOUNT FON AQVANCE OF FUKDS
Lk 31) T
| Meind CalbialTry ML M ol T + Dty Sraoegn
123-45-6 139 Byggaucrat Bazry B, | 4merican Samoa
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_3,%&2 _é%ﬁ-"—_ Received (Dale) f:S'f’P?
Wity ) . .

{Dmlw |,3l|;|nl.t‘|.lrl ot ABpRIring ufrfh:ul;

1Slgneiune ol Fayssy

(Tite of Agpicningg QFNGIA
U1 N ] IR vl Ry AR M (T
org. P - Ti Tr socount Sk AU AMDUNT

|||I """ '“I:;::':&:_.‘Jll|I|'-|I||i'lll'-lll
MSTRIBUTION — 3EE REVERBE




Attachment 11

Trawvel Authorizatlon Form 05 Form
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DEPARTMENT OF THE INTERIGR ) Attachment 13 (full size) *
OFFICE OF SURFACE MINING 0SM Form .
Revised l0/89

QUARTERLY UNANNOUNMCED IMPEEST FUND AUDIT REPORT

for the guarter endad

Mame of Cashier Date
Cffice Class of Fund
1. Total of Fundas advancead 8

2., Isems to Account For:

4. ash on Hand g

b. TUncashed Treasury Reimbursement
Cheecks on Hand {Lisr an Beverse) 5

¢. Interim Receipts for Cash - SF-1165

{List on Rewerse) 3

d. Unpaid Reimbursement ;
Voucher Dated -’

£. Unscheduled Subveouchers B

3. Toital amount Accounted Forx s

4. Difference Between Line 1 and 3
(Explain on Reverse) 5

We, cthe undersigned, certify that the cash stated above has been verified bWy
actunal eash count and that all the above items, unless atherwisze noted under
differences, have heen found te he in agreement with rhe appropriate
accouncing recotds. :

(Signatute) (Ticle)

{(Eignature) (Title)

Gash and accountable documents in Item 2 abowe have been returned to me.

(Caghier's Signature}
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Attachment 13 (full size)
O5M Form
Revised 10/E9

QUARTERLY UNANNOUNCED IMPREST FUND AUDIT REFORT

Further Breakdown:

Zh. Uncashed Treasury Reimbursement Checks on Hand:
Cheol Numbet AmMeUTEt Check Number AMOUNE
Ze. Interim Receipts for Cash:
Hams Amount Furpose
4, Differsnces;
INSTRUCTIGHS

The Departmental Manual, Part 334-DM 4-3000, 6.3, reguires that unannounced
verification of cash balances in imprest funds be made at least guarterly and
that a Tecord be kept of the verification. This verification of ¢ash balances
shall be performed by two responsible employees appeinted by the head of the
office where the Iimprest fund iz lecated. The cashier, or empleyees under
his/her supervision, chall neot perform the cash verification.

The two employees making the verification will count the eash on hand
{including the uncashed Treasury checks) to which will be added the amounts of
interim receipts for cash, unpaid reimbursement -wouchers, and unscheduled
subvouchers.

The raport should be signed by both persons making the verification, The
cashier also sigms the report after sll cash and documents are returned. The
original of this repert shall he retained in the local files, and a copy shall
be forwarded to the Division of Finanecial Management in Denver.

Page 2 of 2



