N.C. Department of Commerce

Imprest Cash Agreement
                  Date:            
          Custodian:                             
Division/Agency:           
Imprest Cash Account Restrictions

1. All expenditures from Imprest Cash Funds must meet requirements or restrictions of the account and must be made for the stated purpose of the account.

2. No personal funds or other funds are to be mixed with Imprest Cash.

3. No personal IOUs are to go into the Imprest Cash account.

4. Access to Imprest Cash must be limited to a minimum number of persons.

5. The State Auditors of NC will have access to the account for audit purposes.

6. The purchase of personal convenience items may not be made with State funds.  Listed below are items normally considered as personal convenience items.  

· DESK SETS (DECORATIVE)

· COFFEE MAKERS

· RADIOS, TV’s, ETC. (EDUCATIONAL USE EXCEPTED)

· FANS

· HEATERS

· DESK LAMPS

· DESK CLOCKS

· FRAMING OF PERSONAL PICTURES
If you have questions concerning any item not listed, contact the Purchasing section.

7. At all times, cash on hand plus receipts must equal the total authorized amount.

8. All expenditures are to be substantiated by paid invoices or receipts.

9. Imprest Cash Funds must always be kept in a locked, secure location; cash should not be removed other than to make a purchase.  Imprest Cash Funds must not be kept in unlocked desk drawers.

10. The cash custodian should regularly count the fund to ensure that the funds are intact.  The date and composition of each count should be recorded and maintained in a place separate from the fund.  Counts should occur weekly at a minimum.
11. If a material shortage in the Imprest Cash Fund is discovered, Fiscal Management must be immediately notified.

12. If the cash custodian plans to leave the employment of the Dept. of Commerce or to be absent for an extended period, the Imprest Cash Fund must be counted by the employee’s supervisor.  Procedures must be then followed to change the cash custodian.

13. Each time the Imprest Cash Funds are utilized to reimburse costs incurred at the division/agency, an IMPREST CASH REIMBURSEMENT form (ICR) should be completed

Instructions to replenish Imprest Cash by Fiscal Management:

A.  A Cash Disbursement Code Sheet must be completed by the custodian
B.  Attach the ICR forms and paid invoices/receipts
C.  Submit to the division director or his/her designee for approval and forward to Fiscal Management for the   payment process.

14. No single purchase may be made in excess of $50 in accordance with Commerce Fiscal guidelines.

Statement of Imprest Cash Agreement

I, ________________________acknowledge receipt of the Department of Commerce check #______________in the amount of $_________________ to be used for the establishment of an Imprest cash fund under my custodianship. I agree to adhere to the N.C. Department of Commerce Imprest cash account procedures and restrictions. Upon the event of my termination of employment with the N.C. Department of Commerce, or the stated termination date of the account, I agree to make a final settlement of my account with Fiscal Management.

Signed:________________________________

              (Custodian of Imprest Cash Account)

Date:__________________________________

Revised 12/27/2004


