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I.
GENERAL

In the normal course of operations every governmental entity has many routine transactions that require payment for low priced items which are needed immediately and for which issuance of a special check or processing through the purchasing/payable systems is not cost effective or otherwise feasible.  Therefore, the City of Jacksonville, within Municipal Ordinance Code Section 110.109 City Treasury, has made provisions for the establishment of imprest/petty cash funds.  The policies and procedures set forth below is promulgated by the Director of Administration and Finance for the operation and management of the imprest/petty cash funds so established.

II.
TYPES OF IMPREST/PETTY CASH FUNDS

A.
Change Fund

Change funds are utilized by those departments/divisions involved in revenue collection activities.  If collections occur on a daily basis or are frequent over the course of the year, a permanent change fund will be established.  In those instances where collection activities are less frequent; or where substantial sums are periodically required, however, a temporary change fund may be established which will close out and be returned at the end of a specific activity/event or time period.  The change fund should be adequate but not excessive for the intended purpose.

B.
Imprest Checking Account/Petty Cash Fund

1.
Imprest Checking Account Fund

The imprest checking account fund will be established for a department/division, which shows sufficient justification to maintain a fund of this nature to enhance its operational efficiency and effectiveness in carrying out official City business.  The imprest checking account fund so established is designed to provide a payment capability for transactions conducted outside the normal purchasing/payable system in order to reduce the administrative time and paperwork in processing small field orders and purchase orders.  As a general rule, an imprest checking account will be established when the monthly expenditures from the imprest/petty cash fund are estimated to be approximately $1,000 or more.
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2.
Petty Cash Fund

The petty cash fund will be established when the amount of the imprest checking/petty cash fund requested is nominal.  At the discretion of the Director of Administration & Finance, a petty cash fund will be established for a greater amount upon his written approval.

C.
Special Purpose Imprest Checking Account Fund

Certain departments/divisions have special and unique needs with respect to their operations, which may not be met by the imprest and petty cash fund policies, and procedures set forth herein.  Accordingly, on an exception basis, departures from these rules will be made by establishing a special purpose imprest checking or petty cash fund at the discretion of the Director of Administration and Finance.

III.
ESTABLISHMENT OF AND CHANGES TO IMPREST/PETTY CASH FUNDS

The City Treasurer authorizes City departments/divisions to establish imprest/petty cash funds.

All requests for a change fund or a new imprest/petty cash fund must be submitted to the City Treasurer on Form IPCF REQ.

Any changes in the fund custodian, bank reconciliation duties, authorized imprest/petty cash fund account, or co-check signer, must be submitted on Form IPCF CHG and forwarded to the City Treasurer for his/her review and approval.  The fund custodian and the individual responsible for reconciling the account for proper separation of duties can not be the same person.

Funding of the imprest/petty cash account can only be made after all necessary forms have been processed by the City Treasurer and received by the General Accounting Division.  If approved, the City Treasurer will request a check to be made payable to the fund custodian and will establish a checking account with the City's banking institution.  The City Treasurer will coordinate the filing of the necessary bank signature cards.

A. Imprest Check Account Fund

The imprest checking account fund is established by the issuance of a City check made payable to the fund custodian.  The fund custodian will deposit the check to a separate bank checking account established by the City Treasurer in the name of the fund custodian.  Two check signers are required on the account; the fund custodian and the department head, division chief, or their designee.  The imprest checking account fund is 
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available for those departments/divisions that are not adequately served by the nominal amounts typically established for a petty cash fund.

B.
Petty Cash Fund

The petty cash fund is established by the issuance of a City check made payable to the fund custodian.  This check is cashed and held for disbursements made in accordance with these imprest/petty cash funds rules.

IV.
OPERATION OF IMPREST/PETTY CASH FUNDS

Adequate internal accounting controls are to be maintained over imprest/petty cash funds that will minimize any potential for abuse and/or exposure to loss.  The imprest/petty cash fund is intended to be an adjunct to the City's procurement and payment mechanism; it is not intended to by-pass existing Purchasing and Accounting code policies.  Accordingly, strict compliance with the following operational rules is required.

A.
The authorized amount of the fund should approximately equal one month of expenditures estimated to be paid from the imprest/petty cash fund.

B.
The fund custodian of an imprest checking account fund may maintain on hand petty cash at his own discretion by writing a check against the bank checking account for an amount not to exceed $100.00.

C.
The total dollar amount of the imprest/petty cash fund must only be accounted for either in the form of:  1)  cash in bank, 2)  cash on hand, or 3)  valid paid invoices or receipts which have not been reimbursed.

D.
No imprest/petty cash funds shall be used to cash or negotiate the personal checks or IOUs of any employee or any other person. This is an Ordinance requirement; there are no exceptions.
E.
Imprest/petty cash fund disbursements must be paid either directly to a third party vendor rendering goods or services to the City or to an authorized City employee on a reimbursement basis after presentation of valid receipts.

F.
Advances to employees to make cash purchases should be limited to amounts not to exceed $25.00 made on an emergency basis only.

G.
The imprest/petty cash fund will be reimbursed on an "as needed" basis, but the fund must be reconciled and reimbursed at the end of each month submitting the PETTY 
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CASH/IMPREST FUND REIMBURSEMENT Form to the Accounting Division no later than the 10th day of the following month.

H.
Only original invoices and receipts will be paid or reimbursed from imprest/petty cash funds.  The original invoices and receipts must accompany the PETTY CASH/IMPREST FUND REIMBURSEMENT Form at the time it is submitted to the Accounting Division.  XEROX copies are not acceptable.

I.
Unallowable expenditures made from the imprest/petty cash fund will not be reimbursed to the fund custodian.  See Part VI for list of unallowable expenditures.  If an unallowable expenditure is made, it will be the responsibility of the fund custodian to immediately make the reimbursement to the fund.

J.
The Accounting Division will audit Forms PETTY CASH/IMPREST FUND REIMBURSEMENT Form.  Any unallowable expenditures will be reported to the Director of Administration & Finance and Chief of Procurement and Supply.

K.
The City will purchase specific position treasury bonds covering each employee/custodian responsible for the imprest account funds.

L.
The use of an imprest/petty cash fund is a privilege, any misuse will be dealt with accordingly, including full reimbursement, reprimand and/or dismissal.

V.
IMPREST/PETTY CASH FUND CUSTODIAN

Only the Department Head, Division Chief, or their designee shall be the fund custodian of the imprest/petty cash fund.  The fund custodian shall be responsible for the accurate and timely accounting of the fund, and ensure that proper invoices and other documentation of expenditures from the fund is maintained.  Each custodian shall be PERSONALLY RESPONSIBLE for safeguarding the authorized fund amount and for its proper expenditure and accounting.

VI.
UNALLOWABLE EXPENDITURES

A.
Single item purchases in excess of $100.00, total item purchases in excess of $200.00.

B.
Issuance of multiple imprest/petty cash disbursements in a total amount exceeding the $100 and $200 limits to accomplish a single or related need.

C.
Purchases of any office supplies available on the On-Line Ordering System without prior approval of the Procurement and Supply Division.  Notation of such approval must be made on the invoice, including the date and the person who authorized the expenditure.
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D.
Goods or services for which a purchase order exists.

E.
Purchases from any company or firm whose principal owner or stockholder (or direct member of his/her family) is an employee or official of the Consolidated Government and/or its independent agencies.

F.
The following categories of expenses:

1.
Salaries, including casual labor.

2.
Capital outlay

3.
Continuing and professional education and tuition expenses to satisfy "credit" hours requirements.

4.
Utility bills.

5.
Rents, lease purchases, contract payments, and maintenance agreements.

6.
Travel reimbursements for overnight travel expenditures, including hotel, auto mileage, per diem, and sundry expenses.

VII.
IMPREST/PETTY CASH FUND REIMBURSEMENTS

Expenditures made pursuant to the Imprest/Petty Cash Fund rules shall be reimbursed provided the requirements described below are met.

A.
The reimbursements shall be supported by original invoices or receipts:

1.
Keep a copy for your files of all documentation sent to the Accounting Division.

2.
Receipts must include the name of the vendor.  Plain adding machine tapes will not be accepted.

3.
A receipt for payment without an invoice is not adequate backup unless the receipt details the goods or services provided.

4.
Compliance with Purchasing Bulletin No. 6 is required for all subscription expenditures.  A copy of the completed order form will be accepted as proof for reimbursements.
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5.
Reimbursements for travel expenditures (day trips only) or auto mileage must be supported by a complete travel expense statement or auto mileage reimbursement form including all necessary approving signatures.

6.
All purchases for office supplies available on the On-Line Ordering System must be pre-approved by the Procurement and Supply Division.  The invoice or receipt must document that Procurement and Supply has approved the purchase, including a notation of the date, and who authorized the expenditure.

B.
The reimbursements must qualify under the law as a legitimate public purpose.

C.
The expenditure is included within the approved annual budget for the department/division and sufficient budget capacity remains.

D.
The reimbursement request is filed in the manner prescribed in Part VIII below.

VIII.FILING OF FORMS

Submission of the PETTY CASH/IMPREST FUND REIMBURSEMENT Form to the Accounting Division must be made in the following manner:

A.
The Form must be completed each time a reimbursement request is made.  The purpose of this form is to reconcile the imprest/petty cash fund by category (i.e., receipts, cash, etc.).  The total of these categories must equal the total imprest/petty cash fund amount.

B.
Invoices and paid receipts must be summarized by index code and sub-object. The supporting invoices/documentation should be neat and clearly labeled.

C.
The department head or division chief and fund custodian must sign the Form.  All signatures must be original signatures.  No stamped signatures will be accepted.

E.
The Accounting Division will audit the forms as submitted and will prepare a check to the fund custodian.  The City department/division's expenditure accounts will be charged at the time the reimbursement is made.
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IX.
ACCOUNTING RECORDS MAINTAINED BY FUND CUSTODIAN

The fund custodian will maintain a daily imprest/petty cash fund journal itemizing all expenditures made from the fund, whether by check or cash, and all receipts/reimbursements received by the fund showing a running balance after each transaction.  A monthly bank statement (in case of imprest checking account funds) will be received by the fund custodian.  The person responsible for reconciling the bank statement should be provided the bank statement unopened to timely prepare the monthly reconciliation.  The department head or his designee should periodically review such reconciliation to assure the integrity of the fund.  These records must be kept for review and inspection by both the Department of Administration and  Finance and Council Auditors Office.
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