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1. Purpose. This directive provides guldance, in the form of the Imprest
Casghier’s Manual, to all employees of the Office of Surface Mining Reclamatiom
and Enforcement (0SM), Involved with ageney Imprest funds.

2. Bummary. The Imprest Cashler's Manual was developed to provide 0S5M field,
Adminlstrative Service Center, and headquarters offices with guldance on the
administration, execution, and reporting of lmprest fund acrivity.

3. Definittona:

a. Imprest Fumd: & fixed-cash or petty—cash fund in the form of
curtency, colns, and Treasury checks chatrged agalnst a Government
appropriation account and advanced to a duly authorized cashler. This fund
may be of a revolving type, replenished teo the level of & fixed amount as
spent or used, ot of a stationary nature such as a change-making fund.

b. TImprest Cashier: An offlicer or employee of a Federal department,
agency, or corporatlon, who having been recommended by the head of the
activity, and approved as a cashier by the applicable Disbursing Officer is
authorized ro perform limited cash digbursing functicne or other cash
operations.

4. Poliey/Procedure: None.

5. BReporting Requirements: This directive dees not impose any teporting
requirements other than those required by the Bepartments of the Treasury and
Interior rvegulations.

6. Effects om Other Documentsa: All other instructions or guldebooks lssued
by 0SM or any other agency not referenced in this directive shall nor be used
to administer Imprest fund =activity.

7. Refarences:

a. Treasury Flscal Requlirements Manmal, 1 TFM 4-3000 and 4-4000; also
referred to as the TFY;

b. Deparrment of the Interior Manual, 330 DM Additions to the TFM;

e. Mapual of Procedures and Imstructlons for Cashiers, Department of the
Treasury, Financial Management Service, July 1985;

d. Workshop for Cashiers Desk Guide, OPM Training and Assistance
Division, Management Scliences Training Instltute.
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1. General .

a, This directive establighes the Dffice of Surface Mining
Reclamation and Enforcement's (0SM) policies for the administratien,
execution, and reporting of Imprest fund aetivity.

h. Theze guidelines supplement those regulatlons set forth in
the Department of the Interior Departmental Manwal (DM} and the
Treasury Financial Manual (TFM). Specific citatiens to theze
regulations are found at the end ef each sectlon and in the
References section at the end of this divectiwve. This directive may
not contain all the rules which regulate imprest fund tramsactions.
Cashiers and administratoras should refer to the Manual of Frocedures
and Instructions for Gashiers of the Department of the Treasury
Financial Management Service and the official sources referred to
above to obtain all the regulations which govern specifie
clraumstances.

c. This directive iz desigmed to be used in conjunetion with
the Manual of Procedures and Instructions for Cashiexs and
accordingly uses that document's form of organizatjon. This Manual
is intended to be used by cashiers and administraters whe want 8
complete and detailed reference document to aid themw in solving
routine and obscure problems.

d. Definiticns: This paragraph comtains definitions of terms
nsed in this manwal. The definitions are given as follows:

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 revolving type, replenished to the
level of a fixed amount as spent or used, oxr of a
stationary mature such as a change-making fund.

Disbursing Officer: 4An officer or empleyee of a
Federal department, agency, or corporation
designated to disburse money and render accounts
according to laws and regulations governing the
dizsbursement of publlc money.

Gashier: an officer or employes ol a lederal
department, agency, ot corporatien, who having been
recommended by the head of the aetivity, and
approved as a cashier by the applicable Disbursing
0fficer ie authorized to perform limired cash
disbursing functions or other cash eperatioms.

1-1
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Class 4 Cashier: One who receives an advance from
an agency appropriation for an imprest :
fund; is persenally accountable to the head of an
agency or designee; and has net been

authorized to advance an imprest fund to another
cashier, except the alternate.

Clazas B Cashier: One who receives an advance from
an agency appropriation and is authorized to advance
an Imprest fund to an alternate and to a subcashietr.
The Class B cashier is accountable, In his/her own
name to the head of the agency or designee for the
entire amount of the advance recelved.

Class D Cashier: One whe teceives an advance from
an agency approprilaticn selely for change-making
purposes. He/she may advance funds to subcashiers
for change-making purposes only upen authorization
of the head of the agency from which he/she received
the advance, The Class D cashier is accountable, In
his/her own name, to the head eof the agency or
designee for the entire amount of the advance
tecelved,

Subeashier: An officer or emplovee of a2 Federal
department, agency, or corpoeration, who has been
deslgnated in writing by the head of the activity to
receive an imprest fund from a Class B or D cashier;
is under the supervizion of the head of the same
local office as the caghier from whom the advance ia
received; is accountable to such cashier for funds
received: and is stationed within a reasonable
distance to the advanciung cashier. The provisions,
with respect to payment limitaticns and safekeeping
that apply to cashiers shall apply to subcashiers.

Alternate to Cashiet: One who has been designated
in the same mauner ag & cashier but wheo will
function in such capacity only during the absence of
that cashier. Where the volume of transactions
requires both prineipal and alternate %o act
simultansously, the prineipal will advance funds om
the basis of a recelpt signed by the alternate. The
provisions that apply to cashiers will apply to
their alternates.
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Altarnate to Subcashier: One who has been
designated in the same manner as & subcashier but
who will functifonm in such capacity only during the
absence of that subrcashler. Where the volums of
transactions requires both subcashiser and alternate
to act simultaneously, the subcashier will adwvance
funds on the basis of a receipt signed by the
alternate. The provisions that apply to subeashiers
will apply to their alternates.

Hsburzement: A ttansfer of money from the caghier
to an employes or vendor. While a payment Invelves
exchanging movey for a product or szervice, a
digbursement is any outflow of funds from the
imprest fund Including all payments, reimbursements,
liquidations, and advances to employees, alternate
cashiers, and subcashiers.
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2, suthorization and Dezirnation:

a. Fund Authorization: Reguests te astablish an imprest fund
may be made by an official no lowet than the following OSM personmel:
Field Office Dirsctors, Chiefs of Adminlstrative Service Centers, or
the Chief, Management Services Division., The regquest shall he in
memorandur form ineluding justificatien for the fund and recommending
a cashier. The request shall be sent to the Chief, Division of
Financial Manapement {(DFM). The Chief, DFM, 1= respongible for
reviewing and approving the request, When an imprest fund Is
approved, DFM shall send a completed copy of the SF-211, "Request for
Change or Establishment of Imprest Fund" te the office requesting the
fund.

b. Request For Cashier: Requests to nominate or revoke an
imprest cashier may be made by an official no lower than the
following OSM personnel: TField Office Directors, Chiefs of
administracive Service Centers, or the Chief, Management Services
Divisicn. Upen approval, DFM shall send twe copies of an
acknowledgitent memo (see attachment 13} to the requesting office
confirming the designation of the new cashier, The Chief, DIM, is
responsible for preparing the £F-211 and transmitting the cashier's
designation to Treasuty. For transferring respongibility of the
imprest fund from an outgeing cashier to an incoming cashier, SF-1129
is used . See Section &, "Accountability for Tramsfer of Cash Between
Employees and Subcashler and the Primary Cashier” for more
information ou transferring the imprest fund responsibility.

c. increasing Authorized Amount. The OSM employees
described in paragraph [a] desiring an increase to their imprest fund
balance shall send a memo justifying the increase te the Chief, DFM,
for review and approval. A SF-211 shall be prapared and approved by
the Chief, DFM. The original of the SF-2Z11 shall be sent to Tressury
for information purposes and a copy sent to the requesting office.

d. Reducing the Amount: The OSM employees described in
paragraph [a] desiring a reduction to or discontinuance of thelir
imprest fund balance shall send a memo justifying the decrease to the
Chief, DFM, for review and appreval. A 5F-211 shall be prepared and
approved by the Chief, DFM.  The original of the SF-211 shall be
sent to Treasury for infermation purposes and a copy sent to the
requesting office.

e, Reference: 1 TFM 4-3025.10b; Manual of Frocedures and
Insiructicns for Cashiers, July 1985, page 7 330 DM 4-3000,
Subchapter 2.3,

2-1
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3. Securing snd Pisbutrsing Cash:

d, Introduction: Each cashier receives money for the Imprest
fund as an advance of 08M apprepriations. This advance iz In the
form of one or more Treasury checks.

b. Bequesting Funds: When an Imprest Fund iz established or
the balance increased, the number and amount of the Treasury checks
requested to set-up the fund shall be communicated in the ocriginal
memo sent to the Chlef, Division of Financlal Management (see Section
4, "suthorization and Deaipnation", paragraph a., "Designation" and
paragraph ¢., "Increasing Authorized Amount™}. The advance of OSM
appropriations from Treasury may be requested in the form of a sinple
check or multiple checka. For more informatiom on requesting checks
and managing the amount ef cash on hand, see Section 11,
*Replenishments and Liquidatiens™, paragraph b., "When to Submit
Replenishmene Vouchers," subparagraph (2).

c. Denominatiens of Checks: The denomination of checks
requested when an imprest fund is established or increased 1s an
individual decision. For mote informatiom on requesting checls and
managing the amcunt of cash on hand, see Sectien 11, "Replenishments
and Liquidations", paragraph b., "When to Submit Replenishment
Vouchers,™ subparagraph (2).

d. Determining Cash Requirements: Treasury regulation
require the imprest cashler disburze the full amount of the fund at
least once every 2 months {(turnover). This turnover shall be
monitored by DFM and quatterly reports made to the Field Office
Director or equivalent {see paragraph e., "Gash Turnover Rewviews").
These guarterly reports may indicate a need to teduce the ilmprest
fund balance if the turnover rates consistently wiclate the 2-month
rule described above.

&, Cash Turnower Reviews: A review of tutrnowvwer rates shall
be performed quarterly by the DFM, Reports and Analysis Sectlom.
This Section will report to the Field Office Director or egulvalent
if the review suggests an inereass or decrvease in the fund balance is
apptopriate. In addition, the Administrative Review requires an
analysis of the turnover rates when the Review is performed (see
Section 12, "Aceountability Reports and Verification of Funds,"”
paragraph h{2}, "Adninistrative Reviews"}.

L. Time Limits on Holding Unused Checks: 08M adapts
Treasury's policy that no Treasury checks shall be held over %0 days
by imprest cashiers. If a Treasury check is held owver %0 days, it
shall be treturned to DEM.
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E. Endorsing an Unused Check: When a cashier or
adminlstrator returns a Treasury check te BFM as unused, the check
shall be endorsed "Fay to the Order of the 0ffice of Suxface Mining
Reclamation and Enforeement" and given to the local Collection
Officer to be forwarded to DFM for deposit. The local affice shall
prepate a memo explaining the reason for the checks return and
attached it to the unused check. The DFM Gollection Officer shall
depogit the check,

h. &velding Check Cashing Fees: The problam of check cashing
fees and the related problem of finding a bank te cash an initial or
reimbursement check is & challenge. If the payment of a fee is the
only method te cash the Treasury check, then pay the fee and follaw
the procedure in paragraph 1., "Paying Fees.” Experlence suggests It
is waluable to cultivate a relatiounship with a local bank or
financial iInatitution when cashing checks. Meeting with a bank
officer to explain the purpose and nature of the office imprest fund
and maintalnlng that personal contact may be all that is necessary to
eatablish this essential relationship. Ask the Field Qffice Director
or Administracive Officer to accompany you to your firsc meeting with
a bank official as this team approach will appear motre Impressive to
the bank officials,

i. Paying Fees: Paying fees for cashing checks should be
avoided, A=z menticned above, a little effort to have a hank eash
checks without a fee will probably be rewatded with successa. If
these fees are unavoidable, the payment mu=t be deocumented like all
the other imptest payments as follows:

(1} Prepare an O5M Bequisition form identifyving the
fee's purpose and obtain an approving officlal's signature;

{2) Pay the fee from the proceeds of the cashed check
and obtain a receipt from the bank with "Paid” stamped on 1t (1f the
fee is over $15.00, the receipt must be sipgned or initialed by a bank
emplovee);

£3) Frepare a subvoucher teo document the payment and
submit with the other subvouchers;

i Documentation: Ses paragraph 3.1i. for infermation om
documenting check cashing fees.

L, Neposit Accounts: 4z of 12/31/88, a deposit or bank
account for imprest funds is not permitted with OSM offieces. If a
cashier has persistent difficuleies in cashing reimbursement checks,
he/she may have grounds for establishing a depozit account. Such an
account may only ke used for withdrawing cash and no check writing
privileges shall be granted. If a cashier believes he/she meeds this
service, the request zhall be made te the Chief, DFM, by the

i-2
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Administrative Dfficer (AQ) or equivalent, through the OSM officlals
designated in paragraph 4a.

1. authorization for Undertakings of Indemmity: Undertakings
of indemnity are not authorized for OSM imprest cashiers.

m. Emergency Imprest Needs: Az the ability to receive
emergency imprest funds via TFLS {(Treasury Financlal Communication
System) depends on prior approval, please contact the Chief, DM, if
vout A0 foresees such a need to recelve emergency funds.

1n. References: 1 TFM 4-3035; Manual of Procedures and
Instructions for Gashlers, July 1985, pp.2-11.
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& | Safekeeplns Facllities for sh:

a, Tantroduction: Adequate facilitles must be available for
the safekeeping of Imprest fund cash. The head of each office where
an imprest fund is located is regponsible for providing gach cashler
with the reguired facilities. These facilities shall be undsr the
exclusive control of the lmprest cashiar{za).

. Proportion Facilities to Fund Size: I+ is the
yvesponsibility of the AQ or equivalent and/or the cashier te
determine if rhe safekeeping facilities for the imprest fund are
adeguate gnd in compliance with 0SM policies. If the imprest funds
are in jeopardy due to some unique eircumstance of their lecation, it
ic the respomsibility of the AQ or equivalent and/or the cashier to
initiate action to improve security.

c. gmall Funda: OSM polley is that the facilities for
securing imprest funds of less than $2,000 meet these minlimum
standards:

(1) A ecabinet with bar and combination lock under the
exclusive centrol of the prineipal, alternate, and subcashiers.
Only the cashiers shall knov the combination of the lock and omly the
cashiers gzhall use thie cabinet.

{2 4 separate cash box with key or coibination lock
maintained for the principal cashier and each slternate and
gsubcashier.

(33 The cabinet shall be locked at all times except to
cransact official business. The cabinet sball not be left unlocked
nor the essh box exposed during business hours to comrenience rhe
cashier or fasilitate imprest transactioms. If the local office &0
or equivalent appreves, the imprest cashier may establish hours when
imprest funds are available. During these hours, the cash box may be
kept outside the cabinet only 1f the cashier remains in clase
proximity te the cash box at all times without exception.

d. Larpe Funds: O0SM policy is that the facilities fox
securing imprest funds of 52,000 or more meet rhese minimum
standards:

{1y A zepavate relatively non-movable safe or wvault with
combination lock under rhe exclusive control of the principal,
alternate, and zubgashiers. Only the cashiers shall know the
combilnation of the lock and only the cashiers shall use this safe or
vault.
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{2} A separate cash box with key or combination lock
maintained for the principal cashier and each alternate and
aubcaghier,

(33 The safe or vault shall be locked at all times
sxcept to transact official business, which when concluded the safe
or wvault shall be relocked with the cash box safely inside.

The cabinet shall net be left unlocked nor the cash box exposed
during business hours to convenlence the cashier or facilitate
imprest transactions. If the local office AC or equivalent approves,
the imprest cashier may establish hours when imprest funds are
available. During these hours the cash box may be kept cutside the
cabinet only 1f the cashier remaina in clese proximity to the cash
box at all times without exception. '

8, safeguarding Combinations and Keys: Each cashier shall
place the written combination te their safe, ecabinet, ox cash box
lock(s) and the duplicate key to thelr own cash bex in an emvelope,
which having been sealed, signed across the envelope flap, and dated,
shall be given te the A0, security officer, or equivalent for
safekeeping in their own safe or cablnet with a bar and combination
lock. No safe, cabinet, or cash box combination shall be kept in
writing in a cashier's desk, file ecabinet, or anywhere in an 03M
uffice except as descrlbed above.

f. Changilng the Combination of the Safe: OS3M adopts the
Interior policy requiring a change in safe or cash box combination at
least annually, or whenever a change in cashier cccurs, or whenever a
combination has been compromised. A cambination has been
compromised when anyone other than the cashiers has used er could
have used the combination to open the cabinet or safe,

g. Clash Boxes: Each ecashier shall have his/her own cash box
for his/her exclusive usge., Each cash box shall have only two kews.
Ne duplicate of a cash box key shall be made. If a key 1s lest, a
new lock shall be installed or the cash box replaced,

h. TUnsafe Places for Cash: Imprest funds shall not he kept,
even momentarily, anywhere outside the approved cash bex, cabinet, or
safe unless to transact offlclal business or during established hours
{See paragraph [d}[31). Iomprest funds shall net be temporarily kept
in a desk drawer, file cabinet, personal bauk account, petrsenal aafe
deposit box, etc. If an emergency arises and the usual safekeeping
is not avallsble, the AQ or equivalent is responsible for providing
adequate facilitlesz for safeguarding the imprest funds. The Chief,
DFM shall be contacted In emergency situations for concurrence when
providing extrgeordinary safekeeping facilities.
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i. Depositaries: Imprest funds for OSM offices are not
authorized to bhe deposited in depeosit or bank accounts.
Authorization may be requested by contacting the Chief, DFM, (sze
Section 5, "Securing and Disbursing Cash," paragraph k., "Deposit
Acocounts").

i. References: 1 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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3. Responsikilities for Ca er Funds:

a. Introduction: The cashiesr Is legally vesponsible for the
imprest fund. This responsiblility means the cashier always must be
able to account for all the monies of the Imprest fund. The cashiex
is also personally liable for any Imprest monies under his/her
persenal countrol or monies which have not been properly accounted for
by him/her. This lisbility dees 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 he used for
properly authorized official business.

b. Lizbility: an Imprest cashier, either the prineipal ot
alternate, is personally liable for all the funds which have baen
placed under his/her personal centrol. However, the cashier may be
relieved from this liability in certain circumstances. In the event
of an explainable loss such as burglary, if the evidence shows the
cashier used reasonable care, relief may be granted. In the event of
an unexplained loss or shortage, the cashler may not be eligible fox
relief unless he/she can produce evidence to show that there was no
contributing fault or negligence on his/her part. Thus, in the case
of impreat funds just disappearing, since there ls no evidence to
explain the disappearance, the cashier 1s usually consldered
responsible and must pay for the less., Any relief from liability
will mwt be pivem if the cashier is shown to be negligent or
careless. The best way a cashier can prove he/she is not negligent
is to follow the security and documentation progedures exactly. Do
not short-cut or omit any of the procedures and rules given in this
Manual, the Department, or Treasury regulationa. The topic of
liability and negligence is very complex. A thorough reading of the
references given below will be useful in learning more aheut this
important subject.

e, When You Are Liable: The caszhier is liakle for the
lmprest funds from the time he/she accepts responsiblility for the
morey advanced uncil the time the funds are properly and acceptably
accounted for to an authorized person.

d. Reporting Losses, Shortages, or Thefts: In the event of a
loss or shortage of imprest funds, the cashier shall double-check the
existence and awount of the loss and contact hiss/her supervisor. The
cashier’'s supervisor shall contact the Administrative Offiser (AQ) ar
equivalent who shall make telephone contact with the Chief, Division
of Financial Management. If there are ummistakable signs of a
robbery of imprest funds, the local police or Federal Protective
Servica, if available, shall be centacted by the Administrative
Officer. & written account of the facts of the case should be made
as guickly as pessible and forwarded te the Chief, BFM, to follow-up
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the phone call. Contacts with the Inspector General's office and, if
necessary, the Gemeral Accounting Office will be made through the
Chief, DFM. The deaignated agemcy cfficer te whom reports of
irregulariries in the imprest fund balance will be made is the Chief,
DFiM,

e. What Happens Following Loss of Funds: If the loas appears
£o he the result of an improper action by the cashier, the AD or
equivalent shall impound and audit the imprest fund, and assigned it
to an alternate or new cashier. This procedure shall be decided by
the Field Office Director or equivalent of the offlce where the lo=s
GCCUrs.

f. Shortages and Overages: The cashier is responsible for
any shortages in an impreat fund under his/her care. If directed,
the cashier shall restore the mlssing cash to the fund, Any overages
which canmeot be resolved by the cashier shall be deposited to
Miscellanesous Receipt account 1060 "Forfeiture of Unclaimed Money and
Property - OSM" in the following manner. The cashier shall prepare
a memo to the local Colleection Officer deseribing the overage and
turn over the cash representing the overage. As long az the caghier
holds ontoc the overage, the overage shall be accounted for as part of
Cash on Hand in the Status of Pund sectlom of the 5F-1129

ol Accounting for Losses: Losses shall be crediced by DIM te
Cash Held Qutside Trsasury Account (4l) Prefix, then reposted and
charged to 03M's general appropriation. Once notified by the local
office, DFM shall establizh a Receivables account for the amount of
the loss unmtil eollected or an administrative settlement of the loss
iz reached.

h, References: I TFM 4-3040.%5; Manual of Procedures and
Instruction for Cashiers, July 19853, pages 15-17; 3230 DM 4-3000,

Subchapter §: Principles of Federal Appropriations Law, First Editlen
1982, pages 10-19 through 10-29.
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&, Accounta ty for Tra gr of Cash Between Emplovees and

Bubcashier snd the Primapy Cashier:
a, Introduction: This section contains policy related to

transactions between OSM employees and cashlers.

k. Accountability for Advance to Employee: An Interim
Recelpt for Cash stub on a 5F-1165 (see attachment 8) is used to
document an advance (other than for travel). 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 Recelpt for
Cazh ghall then be voided and returned to the employee as evidence of
the return to the cashier of the purchase receipt and any change. The
SF-1165 (see attachment 8) should be given to the employee to serve
as a handwritten receipt if a vendor receipt 1s not avallable.

c. Advance to Alternate: An advance to an alternate cashler
shall be made when the primary cashier anticipates am absence from
hiz/her job. This advance should be extended only for the duration
of the primary cashier's absence (short-term advance). If a need
arises te have two Imprest funds cperating simulitaneously, the
principal cashier shall be designated as & Class B cashler, and a
subcashier shall be designated by the Chief, DFM, by reque=t from the
head of the office where the imprest fund is to be located.

d, Accountability for Advance to Alternate: As with any
other etployes, an Interim Receipt for Cash shall be used when
advancing monies to an alternate cashier. A notation shall be made
on an attached SF-1165 identifying the advance as being made to an
alternate and describing the time pericd and purpesc of the advance.

. Peplenishment Procedure: If the advance iz an ongolng
one, the alternate shall submit all paid subvouchers to the primary
cazghier st the end of the each business day and recelwve
replenishment, If the advance is short-tetm, the altermate ghall
submit all paid vouchetrs, and the remalning cash balance teo the
primary cashier when he/she returnz.

i What Happens to Advance Fund When CGashier i1s Absent:

{13} Plarned Abszence: When the prineipal cashiler knows
in advance of his/het expected absence, an advance ghall be
made to the altetrmate of an amount sufficient to meet that office’s
demand for imprest funds for the time of absence, This advance zhall
ba documented on an Interim Receipt. The alternate shall keep the
required disbursement documentation to be submitted with the unuzed
balance to the principal cashier at his/her return.

B-1

£10/897



(2 Unforoeen Absence; In the svent of an unferseen
absance of the principal cashier and an urgent need for Imprest
fundz, a commlttee of three persons (the alternate cashier, A0 or
equivalent, and a third employee) shall open the prinecipal cashier's
safe {or cabinet) and transfer the Imprest fund te the alternate
cashier, The alternate shall cbtain the envelope containing the key
and/or comblnations to the primcipal cashier's safe and cash box from
the 40 or equivalent. Only the alternate shall open the safe (or
cabinet) to avoid compromising the combination. The cash box may be
opened by any ene of the three; however, the key shall be kept by the
AD or equivalent. Upon opening the safe and cash bex, the committee
ghall immediately count all the imprest fund and document the count.
The imprest fund shall be transferred te the alternate using SF-1120
{see "Transfer of Funds" in this section). The cash box key shall be
kept by the AC or equivalent for safekeeping after it has been used
to prevent duplication. TIf applicable, the cash box and safe
combinations shall be changed once the principal cashier returns or a
new principal is designated, Upon the return of the exzisting
principal cashier or designation of a new principal cashier, the
imprest fund shall be transferred back to him/her.

g. Ldvance to Subcashler: An advance may be made to a
gubcashier if the principal cashietr is a Glass B or D cashier, The
advance shall only be used for purposges consistent with the principal
cashler's dutles.

k. Accountability for Advance to Subcashier: Like any other
employee, the subcashier shall sign an Interim Receipt for Gash teo
account for the advance.

i. Gapability of a Subcashier to Advance Funds: A subeashier
may advance funds to an alternate subcashier using an Interim Recelpt
for Cash, The subcashier shall notify the principal cashier of any
advances made by him/her,

i. Eeplenishment Procedure; The subcashier shall secount to
the principal or alternate cashier te obtain replenishment at least
once a month,

k. When a Principal Cashier Resigns: A change of principal
cashisr should be anticipated and a request for a designation of new
principal cashier be sent to the Chief, DFM, in advance. The
transfer of the imprest fund shall occur when the local office
receives notification of the designatien of a new cashier. When a
principal cashier resigns umexpectedly, the imprest fund shall be
transferred to an alternate cashier. If the departing cashier does
not cooperate in accounting for the imprest fund, a three-person
committes described in paragraph (£3(2), neot Including the alternate
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cashier, shall be appointed to perform these dutles. A request to
change the desipnation of the alternate to princlpal shall be made to
the Chief, DFM, immediately. Any Treasury checks in the Imprest fund
shall be endorsed, if poszsible, by the departing cashier over to the
alternate cashier in the followlng mamner: "FPay to the order of (name
of alternate cashier},” and signed by the outgeoing cashier. Treasury
checks shall only be endorsed ever te a Treasury designated cashier
or altermate, If the departing principal cashler does not enderse
the check(s) over to the alternate or cash the check{s) persenally,
the checkis) shall be voided and returned to the Chiesf, DFY, with a
memo reguesting a new check be iszued to the new cashler or
alternate. Subvoucher preparation does not require any special
handling in this situation,

1. When Alternate Is Unavallable: When a principal cashier
regigne unexpectedly and an alternate does not exlst, a transzfer
shall not be made to a2 subcashier. Al}l Imprest fund cash, including
the subcashier's, szhall be counted by a three-person committee,
properly decumented with SF-1129 (see attachmemt 5), and given to the
local collection officer to be forwarded to DFM for deposit. If a
local collection officer is not available, the Field Office Director
ot AQ may take responsibility for returning the funds to DFM. The
imprest fund cash shall not be held f£or any length of time pending
designation of a new cashier. A mems shall be submitted ta the
Chief, DFM, requesting the immediate designation of a new principal
cashier. any Treasury check(s) made out to the former principal
cashier shall he volded and returned te the Chief, DFM, with a menme
requesting a new check be issued to the new cashier or alternate.

The three-member committee zhall prepare the existing disbursement
records as subvoucheraz and submit them with & SF-1129 {see attachment
4) to DFM for accounting with a memo describing the situvation and
informing DFM not to have a replenishment check prepared.

m. What Te Do Before Transferring Funds: Before a transfer
may be made, the prinecipal cashier shall recall all cash advances
made to alternates and subeashiersz, count the cash and subveuchers
until his/her advance ls completely accounted for. The cash and
subvoucher count shall be made in the presence of the incoming
cashietr. The advance to the principal cashier from 05M
apptopriations shall be completely aceounted for before the transfer
iz made., If the principal cashier is not available hecause of an
unexpected resignation, the thiee perszon commpittee shall perform the
above azteps

T Transfer of Funds: A transfer shall only be made to &

principal or altermate cashier desipnated by Treasury. Form $F-112%
{see attachment 6) shall Le used to document the transfer.
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a, Discrepancies in Alternate or Subeashier: In a2 transfer,
any discrepancies in the accounting for the advance te an alternate
or subcashier shall be recorded on the 5F-1129 {see attachment 6).

p. Counting and Verifying the Fund: During a transfer, a
count of the full imprest fund {ecash, 5F-1163 advances, Treasury
checks, dizburzement recelpts, ete) shall be performed by both the
outgoing and incoming cashlers in the presence of two additional
disinterested enpleyees, Any discrepancies shall be recerded on the
8F-1129 (see attachment &£). All four individuals shall z2ign a
treceipt of the count. This receipt shall be kept by the lecal
office.

q. Regponsibility of Outpoing Cashler: The outgeing cashier
shall prepare and sign the SF-1129 {see attachment &}. The SF-1129
shall have the status and certification sections completed. The
certification section of the 8F-1129 shall have the following added:
vand has been transferred to (name of Incoming cashier) as of thia
date." The incoming cashier acknowledges the recelpt of funds by
ingerting "Bxcept as noted above, I hereby accept accountability for
this imprest fund of $famount} {signature) of Incoming cashier.”
The outgoing cashier shall endorse all Treasury checks in the fund as
follows: "Pay to the order of (name of incoming ecashier)” and signed
by the outpoing cashier.

t. Submitting SF-1129: The incoming cashier shall submit one
copy of the 8F-1129 (see attachment 6} to the Chief, DFM, to document
the transfer. A request for reimbursement submitted with the SF-1129
decumenting a transfer shall have the incoming cashier's name used as
the payee of the reimbursement.

E. Form 5F-1166: The 5F-1166 is used exclusively by DFM.

. Restoration of Advance to Alternate & SubCashiers: Once a
transfer is completed, the new cashier shall testere the advances tao
the alternate and/or subcashier uging the Interim Recelpt.

u, Cash Management Policy Considerations; Unless otherwise
directed, each cashier shall be responsible for evaluating the cash
management applications te their own fund. The cash management
considerations include, but are not limited to, minimizing cash on
hand, maintaining adequate documentation, maintaining safekeeping
proceduras, ensuring an adegquate fund balance, etc.

v, Referances: I TFM 4-3040.80; Manual of Procedures and
Instructions for Cashiers, July 1985, Section 6, pages 19-21; 330 oM
4-3000, Subchapter 4.
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7. chases and Misce necus Cash Pa T

a. Introduction: The cashier is responsible for requiring
that purchaszes from the imprest fund meet certain decumentation
standarda. The cashier should avold the role of auditing approved
requisitions for compliance with proecurement regulations. Rather,
the cashler should insist on adeguate documentation, remind the
approving official of the applicable regulations, and encourage a
more critlical approach concerning unusual or irregular imprest fund
dishursements,

b. ¢Cash Limits: Departmental regulations restrlct imprest
fund purchases to $500.00 or less. Requests for a permanent
exceptlon to this regulation may be made to Depatrtment of the
Interier, Office of Finaneial Management. These requests shall be
directed to the Assistant Director, Budget and Administratiom.

o, Imergency GCash Needsz: For emergemcy purposes, one-time
exceptions to the 5500.00 limit may only be granted by a Field Office
Director, Assistant Director - EFD and WFQ, Assistant Directow -
Budget and Administration, or designes. Documentation substantiating
the approved exception will he submitted to DFM along with other
subvouchers on the 5F-1129 for recordkeeping.

d. Tvpes of Authorized Paymsnts: In general, an authorized
payment is a payment direetly related to the agency's official
business. Transactions for the benefit of 0SM employees and
management are permitted only if these payments are directly related
to the individual's eofficial duties.

[ Conditions for Cash Payment of Typical Purchases:

f1%  The cashier has the primary responaibility teo ensure
the imprest fund disbursements ate properly documented. An approving
official's signature on the correct form is necessary for all
dizbursements. 411 cashiers shall refer to the current OSM Directiwve
PRG-3-3, for information on which OSM employees have autheoxity to
approve lmprest fund transacticns (ask your AQ for assistance if
needed). The approving official's signature shall sither be on a 3F-
1012, Trawel Voucher {see attachment 2); a 5F-1164, Claim for
Reimbursement (see attachment 7); an OSM Application and Account for
Advance of Funds {see attachment 10Y; an O05M Requisition form (see
attachment 12); or BI-1 requisition form (zee attachment 9). The
approving official must use one of the above forms except as neted
below. A signature om a vendor receipt or other miscellanecus
document is not satisfactory. ©O5M shall use a two-tier
requisitioning process. This process permits employees to use a 8F-
1164 wo document a purchase of less than $50, but requires a standard
requisition form for purchases of £50 or more.
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{2} The fellowing conditions gzhall be met when
digbursing monies from the imprest fund:

Type of
Disbursement

Advance for Purchaze

Travel Advance

411 Furchases of Supplies
ot Services

BReimbursement for
Uniform Allowance

Bepair of Egquipment

Postage Stawps, Parcel
Post, COD Delivery Charges,
Postal Charges

Conditions
of Payment

Interim Receipt for Cash; and
Approved pequisition form with
autherized signature 1f advance s
£50 or more!

5F-1184 with authorized signature
if advance is less than 550;

Copy of 0SM Travel Authorizatlom
{esee attachment 11): and

0SM Application amd Account for
Advance of Fundsz with authorized
signature;

Maximm dellar limit is $150.00
except in emergemcy situations;
In emergencles, justification must
be provided for subwoucher by
Field (ffice Director or
equivalent:

spproved requisition form with
authorized signature if purchase
iz 8530 or more; or

5F-1164 with aunthorized signature
if advance is leas than $350;
Recelpt of Purchase;

Gopy of Unifore Allowance
tuthprization; and

Becaipt of Purchase{ Including
cancelled checks, credit card
teceipts, credit card billing
atatements);

Approved requisition form with
authorized slignature if purchase
is &30 or more; or

5F-1164 with authorized sipnature
if advance is less than 550,
Receipt of Repalr;
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Local Shipping or Dellvery

Fublic Utility Eilla

Eeimbursemant for Local
Tranzpertation Expenses

Reimbursement for Qut-of-
Town Travel Expenses

Purchase of Honey Orders
By Cashier

Repair of Equipment Not
Covered by Maintenance
Agrecment

Tuition Payment for
Training

Purchase of Equipment in
the Case of an Emergency

Beceipt of service (maximum
payment of $100.00 per shipment};
Mus=t be billed by and paid to the
origin carrier;

Approved raquisitlen form with
authorized signature; and
Original utilicy bill;

If lacation of activity 1s =0
situated that cash payment iz most
efficient;

550 maximum payment;

Long discance telephons bills must
be certified;

SF-1164 with authorized signature;
and

Paxking, taxi (if over $253), and
toll receipts (if over $5);

0SHM Travel Aunthorization with
authorized signature; and

8F-1012 with authotized slgnature;
Reimbursement ls limited toe

160, 00;

approved reguisition form with
authorized signature; and
FReceipt of Repalr; and
Statement of Justification;

SF-182 (see asttachment 1);
Payment is authorlzed when due

prior to attendance, in cash only,
and if 5500 or less;

Approved requisition form with
autherized signaturc, and
Statement of Justification, and
Receipt of Purchase;

Payment is authorized only when
purchasing non-capitalized
equipment;
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Award Payments - Not Authorized;

The ahove table also serves as a checkllist for the documents to be
included Iin a subvoucher submltted for reimbursement. DFM SHALL
RETURN ANY SOBVOUCHERS NOT CONFORMING TO THE ARBOVE CONDITIONZ FOR
GOREECTION BY THE SUBMITTING OFFICE.

f. Peraonal Services, Salary and Benefit Payments: Payments
for personal services (except for repalr of minor egulpment),
salaries, ox benefits are net authorized from the imprest fund. If
such a need occurs, contact the Chief, DFM.

g. Begulations: All disbursements from the imprest fund must
comply with the Federal Acquisition and Travel Repulations and all
Departmental and OSM regulations. The Imprest fund is mot a vehicle
for aveiding or evading the asbove-referenced regulations.

h. Other Purchases: The imprest fund is meant to serve the
office where it Is lecated. Authorization for purchasez not
described above are the responsibility of the approving officlal,

i. Money Order Fees: MHoney order fees shall be accounted as
part of the money order purchase described above.
i- Exceptiona: All requests for an exceptlon to these
policles zhall be made to the Chief, DFM.

Iz. Documantation: Mo written purchase order Is needed for an
imprest fund purchase. If a purchase order issuance iz in the
interezt of the govermment, for exzample, to receive a discount, the
order should be marked "Payment to be made in cash." All payments
shall be documented in the subwvoucher in following manmer:

(13 411 payments shall have an 0SM or Standard Form,
described in paragraph [e], with an approving offieial's signature as

part of the subvoucher;

(2] A11 payments shall have one of the following as part
of the subvoucher:

{4} If the purchase iz less than $15.00:

£i} & vendor receipt showing the articles or
gervices purchaszed and thelr amounts; or

{(iiy & SF-116%5, completed and signed by the

purchasing employee, detailing the vendoxr and items or services
purchased and thelr amounts, on
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(B3 If the purchase is 515,00 or more:

{1) A vendor recelpt, signed by the vendor,
showing the articles or services purchased and their amounts; or

{(ii) A SF-1165, signed by the vendor, showing
the articles or services purchased and their amounts: or

{iii) If a vendor receipt and vendot
signature are not available; a SF-1165, completed and sipgned by the
putchasing employee, detalling the vendor and ltsms or services
purchased and their amounts; or

(C}  Statement of employee describing the purchase,
such as taxl, subway, or bus fare and the amount:

1. Supporting Decuments/Subvouchers; All documents related
to advances and payments out of the imprest fund shall be used as
supporting documents for the subvouchers submitted to the Division of
Finaneial Hanspement. The account code and object-class of the
putchase shall be written om the vendor recelpt., Documents smaller
than one-half of 2 8 1/2 X 1l-inch page shall be attached to an 8§ 1/2
& ll-inch page for backing. ALL VENDOR RECEIPTS, INVOICES, AND
SUEVOUCEERSZ SHALL BE MABEED "PFATD" IMMEDIATELY WHEN PAID.

. Tax Exemption: Payment of sales tax of less than $10.00
for a single purchase is permitted but should be avoided, A
Government tax exempticn certificate, SF-10%4 Revised (see attachment
3}, shall be used to obtain an exemption from State and local sales
taxes, 1f documentation is required by the vendor. This form shall
be used only for purchases, net ledging, and shall be prepared for
each transaction. Tax exemption certificates may be obtained from
the usual General Services Adminlstration sources,

n. References: T TFH 4-3040.10 through .20, 4-4030; Manual

of Procedures and Instructions for Cashiers, July 1985, Section 7,
pages 23-25; 230 DM 4-3000, Subchapter 5.
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g. Payment of Payrolls:

A, Avthorizations: No imprest cashiers within 0SM have been
authorized to disburse salary or payroll payments from the imprest
fund. The supplemental check process may be used fer obraining
emergency salary payments. However, if am enrergency arlseas which
poses an undue hardship on an emplovee, the local office should
contact their Servicing Personnel Office for assistance.

h. Evaluaring Payrolls: At present there is no need for
evaluating payroll. Local cashiers shall be informed by DFM of any
changes in this area.

e, References: I TFM 4-3045: Manual of Procedures and
Instructions for Cashiars, July 1985, Section 3, page 27.
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g, Replenishments angd Liguidations:

a. Introduction: The 5F-112%, "Rejmbursement Vouchet™({see
attachmaent 4) iz the form used to repleniszh the fund. The decizion
when to replenish the imprest fund iz completely individual. Cash
management considerations recommend replenishing the Imprest fund
when disbursements reach & certain amount. The following sectlon
describes this approach further.

b, Whers to Submit Replenishment Vouchers:

{13 Timing: A reimbursement voucher must be submitted
on September 30 of each year and at lsast once a month if any
transactions have occurred during that month. A cashier should
conzider replenishing the imprest fund more often than onee a month.
The decision to replenish the fund should be baszed on how much has
heen paid out of the fund since the last reimbursement veucher was
sent, Experience has shown that replenishing the fund when
accumuwlated disbursements reach between 23 percent - 35 percent of
the fund's balance permits an adegquate reserve for the time the
replenishing check takes to arrive. Waiting a certain time peried to
submit & reimburszement wvoucher is easler but does not allow for
emerpencies ur a sudden demand for imprest cash. This suggastion
should be tempered by each cashier's own experience and the demands
of the pffice he/she works in.

{23 Bequesting Checks: When a reimbursement voucher is
submitted, the cashier has a choice of receiving the treplenishment in
a single check of a large amount or multiple checks of smaller
ampunts, A gingle check may be easler te account for, but multiple
cheeks have the advantage of reducing the amount of cash on hand.
With multiple checks of smaller amounts, a cashier only has to cash
one check at a time to meet demand and he/she aveids having a lot of
extra cash in the cash box, Minimizing cash on hand is an lmpertant
step in protecting the cashier's liability If a loss or theft occcurs.
If a Treasury check is stolen, the cheek may be traced or a stop-
payment order glven. If cagh iz atelen, it is gone forever, While
it is important to minimize the amount of cash on hand, the fund must
be able to meat the needs of the office it servesz., The amount of
cash on hand should be based on the size of the Imprest fund, the
expacted nunber of transacilons, when these transactions may occur,
the dollar amount of these transactions, and the time needed to cash
a Treasury check.

c. How to Submit Eeplenishment Vouchers: Imprest
cashiers shall use prodetermined DFM voucher numbers for beth their
vouchers, 5F-112%, and asubvouchers when submitting them for
replenishment. The predetermined ruuhbers for the vouchers are from a
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different block than the predetermined numberz uszed for subvouchers,
These predetermined numbers may be obtained by contacting the
ddministrative O0fficer (A0) or equivalent In sach office. The 5F-
1129, is compriszed of subvouchers. The wvoucher, 5F-1129, shall
include an adding machine tape of the zubvouchers stapled te it. In
the Accounting Classlfication section of the voucher, 5F-1129, the
cashier shall provide total amounts of all the subvouchers by account
and object-class. Each subvoucher decuments an individual
transaction with the appropriate OSM ot Standard Form and the
supporting documents. The wvoucher, SF-1129, and subvouchers are
aubmitted to the Diviszion of Financial Management {(DFM;.

d. Filling Cut SF-1129: The 5F-1129 shall be signed by the
cashler and the AD or equivalent. Only a principal cashier or au
alternate, both designated by Treasury, may submit a replenishment
voucher and have a Treasury check iszsued paysble to hlmself/herself.
Unless the Imprest fund has been transferred to him/her, the
alternate cashier shall net submit a replenishment woucher te DFM
except if the principal cashier is absent and the alternate canmmot
mest the demand for funds with his/her available money.

e. Apency Certifiecation: Relmbursement vouchers submitted by
field offices are reviewed and certified with other wvouchers by the
Certifying Officer at DFM.

f. Ligquidations: A liguidation of a patt of or all of the
imprest fund balance shall be approved with a SF-211. The AQ or
equivalent of the local office should contact the Chief, Division of
Financlal Management if liquidating the imprest fund Is desired.

g. References: T TEFM 4-4040; Mam:al of Procedures and
Instructions For Cashiers, July 1%E5, Sectien 9, pages 25-30.
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10, Accountability Repotrts apd Verification of Funds:

a. Tntroduction: In addition to reimbursement wveuchers,
cachiers shall submit Accountghility Raports to DFM and be subject to
unantiounced verifications of Imprest fund balances.

b. Definition: For OSM purposes, an accountebillity report
shall be a S3F-112% {(see attachment 5) signed by the cashier;

. When to Submit Accountabllity Reports: An Accountabllity
Report using a §F-1129 shall be submitted to DFM as follows:

{1y ©On the last workday of each momth (minimum
requlirement); or :

{23 Whenever the authorized balance of the imprest fund
changes, eicher by increase or by liquidation; or

{3) Whenever there is a change of cashiers. The 3F-112%2
shall be signed by both the cutgoling and Incoming cashiers;

d. Using the Reimbursement Voucher as an Aceountabilicy
Report: & 35F-1129 prepared as a Relmbursement Voucher shall not ke
used as an Accountabllity Report., The Accountability Report (see
attachment 5) contains different infermation than the Belmbutrsement
Voucher in the Accounting Classification section of the document.
The 5F-1122 used as an Accountability Report shall be clearly marked
"hccountabllity Report" at the top of the deocument;

e, Submitting Report Forms: An Accountability Report shall
contaln the following elementa:

(1) Notations thowing the number of reimbursement
vouchers submitted during that month and their tetal dellar value in
the Accounting Classificaicion section of the decument; and

(2] A fully completed "status of fund" section showing
all ltems which comprize the fund balance including unpaid
reimbursement vouchers, unscheduled subwveunchers, Interim receipts for
cash, cash on hand, losses, shortages, overages, advances to
alternates, etc.; Al

£33 Class B cashiers shall report the amount of funds
advancad to subcashiers by name and amount on the 5F-1120 or an
attachment.
f. Subcashier: Subcashiers shall submit subvouchers at least
monthly to the principal cashier. An Accountability Report shall be
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filed with the principal cashier at least monthly by the subcashier.
The subeashier shall use the same format and reguirements for these
reports that the prinecipal cashisr uses In his/her reports.

g. Glass D Cashiets: Class D cashiers shall submit to the
Chief, DFM, a Division of Disbursement form 1652, "Statement of
Advance Funds for Change-Making Purposes® at the following
gituations:

(1) srmually, on the aoniverszary date of the original
advance,

(€27 Whenever there is a change in the amount of the
advance;

{3} Whenever there l= a change in cashiets:
Classe D cashiers should contact the Chief, DFM to obtain this form.

h. Verification of Subcashietrs: Subcashiers are subject to
the same verification process as the prineipal cashiers (see
paragraph b, "Verification of Funds - Spot Checks" of this sectlem).

i, Verification of Funds - Spot Checks: All cashiers are
gubject to the same verification and andit procedures, quarterly
audits and administrative reviews,

{13 Daily Beconciliation: Each cashier shall reconcile
his/her accomnt daily and furnish hiasher superior with a daily
written report {see attachment 16) on the status of the fund,
indicating any shortages ot overages. These daily reconciliations
shall be retalned on file by the supervisor for subsequent review by
OSM administrative persomnael. A full-sized Daily Reconeillatiem
Worksheet, suitable for copying, is on attachment 17.

{2 Quarterly Audits: The quarterly unammounced audics
(verifications) of the imprest fund shall be performed by two
responsible employees appointed by the Field Office Director or
equivalent. These emplovees ghall be independent of the imprest
cashier's supetvision. The audit shall iovelve counting all cash on
hand, uncashed Treasury checks, interim receipts for cash (8F-1185},
unscheduled subvouchats, and unpaid reimbursement wvouchers, The sum
of these counts must equal the amount of cash advanced to the
cashier. The repotrt {see attachment 14) documenting the audit shall
be prepared in duplicate and both cepies signed by the employees
performing the audit., One copy shall be submitied to the Field
0ffice Director or equivalent, then to be forwarded to the Chief,
DFM. The other copy shall be kept in the imprest fund's records for
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future raview, The reports of tha audit shall be submitted to the
Chief, DFM by the last day of the month following the end of the
quarter (January 31, April 30, July 31, and Oetober 31). A full-
sized Quarterly Unannounced Imprest Fund Audit Report, suitable for
copying, is on attachment 14.

3} Adminletrative Reviews: Tnannounced adminisztrative
reviews shall he performed annually for lmprest funds of $5,000.00 or
less and semianmually for imprest funds in excess of §5,000.00. The
review shall follow a predetermined format (see attachment 15)
established by the DFM. Copies of the review format may be obtained
from the Chief, Reports and Analysis Sectlon, Divizion of Financlal
Management, The review shall be performed by two employees,
appointed by the Field Office Director or equivalent, whe are
independent of the imprest cashier's supetvision. Anrmual
Administrative reviews shall be submitted to the Chief, DFM on
December 31 of each year. Semiannual Administrative Reviews shall be
submitted to the Chief, DFM on June 30 and December 31 of each year.
The Chief, DFM, will certlfy the reviews were performed and the
cercification will be forwarded to the Office of Financlal
Management, Office of the Azsistant Secretary, by January 31 of the
succeeding year, A full-zized Imprest Fund Administrative Review,
suitable for copying, iIs on attachment 15,

1. Mizsing Funda: Any loss ot theft disclosed by a
wverification shall be reported immediately (See Section 7,
"Responsibilities of Cashier Funds"™).

k. Reports of Irxregularities; Any irrepularities disclosed
by a verification or review shall be reported immediately {See
section 7 "Responsibilities for Cashler Funds™, paragraph
d."Reporting Losses, Shortages, or Thefts").

1, Restoring Funds: The tempotary restoration of lest funds
by the DFM is not a judgement as to the responsibilicy for the loss,
and is nmot a fotmal relief of the cashier's liability for the less.

m, Clearing a Loss of Funds: When a loss of funds has been
discovered, 08SM 1s responsible for clearing the loss in one of two

ways i

{1y By action which clears the cashier of liabiliry (see
Section 7,"Reaponsibilities for Cashler Funds");

{2} By requiring the cashier to replace funds. A

cashietr's replacement of lost funds will not prevent a possible
investigation by the Inspector General's office;

10-3
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n. Cleatance by Adminisgtrative action: A cashier may be
eleared of liabliliry for lost funds by elther 0OSM, the Department of
the Interior, or the General Accounting Office, depending cm the
amount of the loss {=see Section 7, "Respensibilities for Cashier
Funds"};

o. Clearance by Cashier; If administrative action deoes not
relieve a cashler of liabilicy for a less of funds, the cashier shall
restore the amount of the leas from his/her parsonal funds. The
cashietr’'s payment zhall be given to the local Gellection officer and
deposited by DFM using SF-215, "Deposit Ticket."

p. References: I TFM 4-3040.90, 3040.95s; Mamual of

Procedures and Instructions for Cashiers, July 1985, Section 10,
pages 31-33,
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11. BReferspces,

a. Treasury Financial Manuel, 1 TFM 4-2000 and 4-4000,
formerly referred to as the Treasury Fiscal Requirements Manual;

b. Department of the Interior Manual, 330 DM Additions to the
Treasury Financlal Manual (TFM);

c. Manual of Procedures and Imstructions for Cashlers,
Department of the Treasury, Financial Management Serviee, July 1%85;

d. Recommended Reading: Worksheop For Gashiers Desk Guide,
OPM Training and Assistance Division, Management Sclences Trainlng
Institute.
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12. Attac

1.

10,

11,

1z,

13.

14.

15.

1é.

17.

ts.

§F-182, Reqguest, Authorizatien, Apgreement and Certification of
Training;

8F-1012, Travel Voucher;
SF-1024, U.5. Tax Exemption Certificate, example;
SF-1129, Reimbursement Voucher, exzample;

SF-1129, Accountability Report, example;

" 8F-1129, Transfer of Imprest Fund Between Cashiers, example;

8F-1164, €laim for Relmburssment Ffor Expenditures om Offieial
Business, example;

5F-1165, Receipt of Cash-Subwveucher, example;

DI-1, Regquizition farm;

0SM Application and Account for Advance of Funds form, example;
OSM Travel Autherization form;

0SM Requiszition form;

OSM Certification Memo;

O8M Quarterly Unannounced Imprest Fund Audit Report (full-slze);
OSM Impreat Fund Administrative Review {(full-size);

05M Dally Reconciliation Worksheet, exanple;

05M Daily Reconciliation Worksheet (full-si=ze}),

Of the above attachments, only eight forms have heen completed and may be used

a5 eXamples.

The remaining forms are In general use in wost OSM offices. 1If

vou have any guestions regarding the use of these forms, contact a Procurement
officer, Trawvel or Training Ceordinator.
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Begquest, Authorizaticn,
Agresment and fertificaticn of Training

Attachment 1

Form SF-182
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Attachment 2

Travel Voucher Form SF-1012
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Attachment 2
Form SF-1012

Travel Voucher
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U.8. Tax Exemption Certificate

Attachment 3

Form SF-1094
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Artachment 4

Relmbursement Voucher Form SF-1129
Example
|_ fundard Foem 1329 REIMBURSEMENT YOUCHER Yoncher 2a. 17,01
[ LEEN B 1Y
ATTa HP DT MO Schedule Mo, . . . L.
FAID BY

US, . Deparhmenc of the ‘-'nl:eri;:-r. aLfire of Surfn-:c Hining

Payet's nama Ioa Caghiec,,

Mailing addeess __DSHEE, Federal Trilding. 1436 Main 8E. -

awoost

Far payments mads oo aryunt of offisisl bomnas w par wttmatwd Tuksmaahern nutbsE ..
b JTLG - Ingtualr, for tha period .. OCF...- 1984, te Tak.L
wed |mirmad dudn h B oot et e e

ITATUA OF FUHER

Thin VoMET. oo dveeds
Unpiid Ralmbursesant oucher aned. 5 i

Unmehadaled Sulreuchare
Intarum Rac|pis for Cash.__
CasbhonHand -
rmeasled, Troamce Chieni.
_Xoeaahed Teamubp.-Chsck ..

------- e L

THIt

oal | 2,500 100 Adnindatrative Cificar
[i .;.gmr r_rm (A At rarmenin olmimad AdrEn o ot end
"? paymant feg sol im mﬂﬂl!.mldlh:ﬂﬂ!ﬂl!ﬂl
T u_fm.l’wu“]’wﬂ M urar ria
/ﬂ""/‘?""'@ % . ! Phtiannt ta satheriy mepad ta ma, £ aertify that ehia nechdr
A L e £ et PN gl v
Tl Iopeesr Caphiar f
1
: relmborsernt chels dekred L | R— o
Hussbar of i i Arhorasd Geridying tifir.
I o amounta of — 3. 00 0

Acoount M. Jhigob- Clawn Amaunt
1RLIE0000 2530 4 300,00
Laadaalon 2800 S0, 00
LEA&E1000 2400 . ac
Travs1l Adwvances "EI" oo

Trawvel Vaulhers

Prid Ty Cheak (0} Nao{m)
Euld by enah, § wrgmemees BR

I

Paysa

W 4,5, EIYERDMENT == 1MTIhG QFFITE: ' 319« Ep 647 7C61 5




Accountabllicy Report

Attachment 5

Form SF-112%

Example
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Attachment 6

Transfer of Imprest Fund Between Cashiers Form SF-1122

Example
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Attachment 7

Clalm for Reimbursement for - Form SF-1164
Expenditures on 0fficlal Business
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Attachment 7

Claim for Beimbursement for Form SF-1164
Expenditures on Dfficial Business
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Attachment B

INTERM RECEWT FOR CASH
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Beceipt for Gash - Subvoucher Form EF-11b5
Interim Receipt for Cash
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Fequisition Form

Attachment

Form DI-1
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Attachment 10

Application And Account For Advatice Of Funds  08M Form
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Attachment 11

Travel Authorization Form {584 Form
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