

















CUSTOMER EDUCATION








TASK:  Provide customer education on Imprest Funds





OBJECTIVE:  Evaluate the contracting officer’s knowledge of Imprest Fundsethics issues.  





SITUATION:  A representative from a tenant Army unit arrives at the contracting office and wants to establish a petty cash fund to make immediate purchases downtown at their location.  They are geographically separated and have no contracting and/or finance support at their offices.





REGULATION REFERENCE(S):  FAR Part 13





PROPS:  Sample Training for Imprest Fund Cashiers














Must be appointed in writing by the On-Scene Commander          


   


- To get an imprest fund account established, the requestor must have orders/letter appointment   


   signed by the Commander and routed through finance.


- Contracting will need to provide training to the customer.


- Contracting will need to give the requestor a letter specifying limitations on using the imprest 


   fund account





This cash fund of a fixed amount is established by an advance of funds to a duly appointed cashier for the purpose of making immediate cash payments of relatively small amounts for authorized supplies and non-personal services.  Imprest funds are no longer standard instruments in DoD.  However, they can be established for contingencies when a wavier has been received.  If imprest funds are appropriate for the contingency, the CCO will provide the customer with more information and procedures for on this method.





�
SAMPLE Training for Imprest Funds Cashiers





I.  DEFINITION


	A.  Imprest Fund


		1.  A cash fund of a fixed amount, established by an advance of funds, from an agency finance disbursing officer to a duly appointed cashier, for disbursement as needed, from time-to-time, in making payment in cash for relatively small purchases.





II.  HOW TO ESTABLISH AN IMPREST FUND


	A.  Request to establish and Imprest Fund


		1.  Requests are to be given to the local AFO.


		2.  Requests shall contain the following information:


			(a)  Full justification, stated in explicit terms, why normal contracting and supply procedures must be bypassed.


			(b)  How denial of an imprest fund would adversely affect the mission accomplishment.


			(c)  Request the approvals of the imprest fund cashiers


				(1)  Provide the name of the primary cashier


				(2)  Provide the name, address and official station of the imprest fund cashier.


				(3)  Identify an alternate cashier


				(4)  Provide the dollar value of estimated purchases by appropriation.


				(5)  Routed through or signed by your commander or OIC


		3.  You must submit a new request every time you change cashiers.





III.  AGENCY RESPONSIBILITIES


	A.  Reviews


		1.  Periodically review and determine if there is a continuing need for the funds or if an increase or decrease is needed.


			(a)  The AFO will conduct these reviews.


				(1)  Annually for funds $2,000.00 and under.


				(2)  Quarterly for funds over $2,000.00.





IV.  CONDITIONS FOR USE


	A.  Small purchases


		1.  Imprest funds may be used when the transaction does not exceed $500.00


			(a)  Repetitive purchases for the same items or splitting purchases among vendors to avoid this dollar ceiling is strictly prohibited.


		2.  The use of imprest funds is considered to be advantageous to the government.


		3.  The use of these funds otherwise complies with any other condition established by agencies.


		4.  The supplies or services are available for delivery within 60 days, whether at the suppliers place of business or destination.


		5.  The purchase does not require detailed specifications or technical inspection.


	B.  Additional uses of Imprest Funds


		1.  Charges for local delivery, parcel post charges (including C.O.D.) when the supplies ordered are to be paid from imprest funds.


		2.  Charges fro line haul or inter�city transportation charges of $75.00 or less for supplies ordered for payment from imprest funds.


		3.  Other uses of imprest funds for expenditures not related to small purchases.


			(a)  Travel advances


			(b)  Travel expenses


			(c) The purchase of postage stamps


			(d)  Transportation tokens or passes





V.  UNAUTHORIZED USES OF IMPREST FUNDS


	A.  Imprest funds shall not be used for:


		1.  Payments of salaries and wages


		2.  Advances other than those authorized in B3 above.


		3.  Cashing of checks or other negotiable instruments.





VI.  PROCEDURES


	A.  Purchases using Imprest Funds


		1.  Each purchase using imprest funds shall be based upon an authorized purchase request.


		2.  Orders to supplies should be placed orally without soliciting competition if prices are considered reasonable.


		3.  Purchases shall be distributed equitably among qualified suppliers.


		4.  Prompt payment discounts shall be solicited.


	B.  Written Orders


		1.  If a written order is considered necessary.


			(a)  Use a Standard Form 1165, Receipt for Cash - Subvoucher


			(b)  When a purchase order is used it shall be indorsed across the front


"Payment to be made from Imprest Funds."


	C.  Other Procedures


		1.  Receipt of Material


			(a)  All material purchased through the imprest fund shall be delivered to a designated receiving activity.


				(1)  The receiver shall examine the material and determine that the quantities and items described on the purchase request and the supplier's sales document are listed satisfactorily.


				(2)  If material is acceptable.


					(a)  The receiver shall stamp the supplier's sales document "Received and Accepted" date and sign the document.


					(b)  The receiver shall pass it to the imprest fund cashier for payment.


				(3)  Forms acceptable as receipts.


					(a)  DD From 1155 (Order for Supplies or Services)


					(b)  SF 1165 (Receipt for Cash Subvoucher)


					(c)  DD From 1348-1 (DoD Single Line Item Receipt)


					(d)  Supplier's sales document


				(4)  If any of the above forms are used the receiver shall stamp the form or sales document "Received and Accepted" date and sign the document.


					(a)  Charges for local delivery, parcel post (including C.O.D. postal charges) and line haul or intercity transportation charges shall be included with the receipt document.


						(1)  C.O.D. charges for supplies ordered for payment shall be included with the receipt document.


				(5)  When delivery cannot be obtained at destination on a C.O.D. basis.


					(a)  You may make advance arrangements for materials to be picked up or even if advances arrangement cannot be made.


						(1)  The cashier may then make a cash advance to an authorized individual to pick up and pay for the material.


						(2)  Necessary certification of receipt and acceptance of material hall be on one of the documents just covered.


			(6)  Advance of funds.


				(a)  If the cashier authorizes an advance of funds he/she shall obtain the individual's signature an "Interm receipt for cash" using the receipt for cash portion of the SF 1165, or an equivalent receipt form.


				(b)  After purchase the individual will return any unused cash to the imprest fund cashier with the necessary certification of receipt, acceptance and cash payment.


				(c)  The imprest fund cashier will "avoid" the interim receipt for cash.


				(d)  Cash advanced would be accounted for daily but may be advanced longer if the circumstances are unusual.


			(7)  Certification of cash payment


				(a)  The original receipt document or a copy tendered as the original will be stamped with the following certification.


					(1)  Statement the cash payment was received in full.


					(2)  Amount paid


					(3)  Date of payment


					(4)  Signature of supplier of his agent receiving the cash payment


					(5)  Changes in the amount paid shall be initialed by the individual receiving the cash payment.





VII.  RESPONSIBILITIES OF IMPREST FUND CASHIER.


	A.  Pending Receipt of Material


		1.  The cashier shall keep a file of purchase request documents covering imprest fund purchases.


		2.  Settlement of an advance


			(a)  Prior of payment or acceptance of the document tendered the cashier shall-


				(1)  Verify the certification of receipt


				(2)  Verify the supplier's billed price or the price paid.


			(b)  If the person receiving the fund does not obtain the supplier's receipt for cash payment of $15.00 of less


				(1)  The imprest fund cashier shall complete the cash receipt document


				(2)  Have the person receiving the fund sign this document.


	B.  The Imprest Fund Cashier is fully responsible for the custody of and payments made from the fund.


		1.  Questions regarding the property of a transaction, before purchase is made, should be directed/resolved with the responsible contracting official.


	C.  C.O.D.


		1.  Obtain receipt on SF 1165


		2.  Remove the C.O.D. label from the parcel and affix to the receipt document to support the reimbursement voucher.


		3.  Cashiers may accept a signed C.O.D. receipt to support the subvoucher if the carrier refused to sign a government form.


		4.  C.O.D.'s received from a common carrier or post office -- the certification or cash payment on a list of packages provided by the carrier or post office.  Receipt will be supported by copies of the sales document.


		5.  Pay the supplier of agent.


	D.  Completion of the Settlement Transaction


		1.  Number each subvoucher consecutively.


		2.  Place this number on the original of the paid receipt documents.


		3.  These subvouchers will support the cashier's claim for reimbursement of his imprest fund.


		4.  The imprest fund cashier will not request duplicate receipt document, nor retain such documents if provided.


		5.  When total charges are paid without deduction for discounts or correction of minor billing errors,


			(a)  Action will be taken to obtain a refund from the supplier.


	E.  Payments.


		1.  C.O.D. shipments received or picked up from a common carrier or post office.


			(a)  The certification of cash payment may be accomplished on a list of packages provided by the post office of carrier.


			(b)  Receipt will be supported by copies of the applicable sales documents.


		2.  Periodic Payments


			(a)  If administratively convenient and agreeable to the supplier.


				(1)  You may make periodic payments from the imprest fund to the supplier for supplies delivered on a repetitive basis.


					(a)  Provided that--the accumulated amount of the deliveries for the specified period does not exceed $500.00 or the amount of the imprest fund, whichever is lesser.


		3.  Failure to ship C.O.D.


			(a)  If material is ordered C.O.D. and the contractor fails to ship C.O.D.


				(1) Use SF 1034 (Public Voucher for Purchases and Services Other than Personal) to make payment.


				(2)  The receiver shall prepare the necessary certification of receipt and forward the receipted document through the imprest fund cashier for attachment of the supporting documents.


	F.  Reimbursement of Imprest Funds


		1.  Reimbursement shall be made by use of SF 1129 (Reimbursement voucher).


			(a)  Supported by cashier's subvouchers.


		2.  The Imprest Fund Cashier


			(a)  Shall prepare and submit the SF1129 in triplicate to the disbursing officer as frequently as necessary but not less often than monthly 


			(b)  One copy shall be retained by the Imprest Fund Cashier pending receipt of the paid copy and reimbursement checks from finance.


		3.  Suppliers Refunding Cash


			(a)  Prior to the submission of the SF1129 covering such payment,


				(1)  The cashier shall accept the refund


				(2)  Return the money to the Imprest Fund


				(3)  Enter the amount of the refund on the original of the supplier's receipt.


	G.  Accounting


		1.  Record keeping shall be a simple as possible


			(a)  A file of supplier's receipt for amounts paid and not yet vouchered for reimbursement.


			(b)  Copies of paid reimbursement vouchers.





