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AB8.826 | nprest Checking Accounts - Overview
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Pur pose

To provide procedures for the establishnent and adm nistration
of inprest checking accounts as authorized by Section 40- 84,

Hawai ‘i Revised Statutes. State rules, regulations and
policies are provided under sections 823 and 824 of the State
of Hawai ‘i Accounting Manual, Volune II. These i nprest

checki ng account procedures establish a nmeans of maki ng pronpt
check paynments of $100.00 or | ess.

Definitions

a. Il nmprest Checki ng Account

An inprest checking account is a departnental checking
account that is established under the inprest system for
t he purpose of naking pronpt check paynents of $100.00 or
| ess, in which nore formal procurenent and paynent actions
of the University and State woul d be uneconom cal or unduly
time consum ng

b. Canpus/Depart nent Head

The top level admnistrator of a college, institute,
school, or other major unit of the University. Included in
this |listing wuld be Deans, Di rectors, Provost s,

Chancel |l ors, and Vi ce-Presidents.

c. ILnprest Check Custodi an

An individual designated in witing by the Canpus/
Depart nent Head and approved by the Director of Financial
Operations to safeguard, disburse and account for an
i nprest checking account; to have control over and
responsibility for an inprest checking account.

d. Alternate | mprest Check Custodi an
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An individual authorized in witing by the Canpus/
Departnent Head and approved by the Director of Financial
Operations to act for an inprest check custodian during
hi s/ her absence.

Approvi ng Authority

I ndi vi dual s designated by the Canpus/Departnment Head to
aut hori ze purchases in support of University prograns. The
cust odi an/ al ternate cannot be an approving authority.

| nprest Check Reconcil er

An individual designated by the Fiscal Oficer or the
Canmpus/ Departnent Head to conduct nonthly reconciliations
of the inprest checking account in providing for review and
control over the inprest checking account process.

Aut hori zed Fund Anmount

An established level of funding that nust always be
mai nt ai ned under the inprest system The initial |evel of
funding is based on projected operational needs for 21
wor ki ng days.

Cancel | ed Check

An inprest check that has been cashed. These checks
(marked with the bank's proof encodi ng stanp) are included
with the nonthly bank statenents and used in the
reconciliation process.

Cut st andi ng_Check

An inprest check that has not been cashed. These checks
will be noted on the check register but will not appear on
the nonthly bank statenment. Follow up action is required
to elimnate | ong-term outstandi ng checks.

Stal e Dat ed Check

An inprest check that is outstanding (uncashed) after 180
days fromthe date of issuance and is therefore no | onger
negoti abl e.

Check Forgery

An i nprest check that has been endorsed in the payee's nane
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by anot her i ndivi dual .

Al tered Checks

An inmprest check which has been altered by the payee (or
endorser). The nane of the payee, the anount, or the date
are the critical sections of the check that may have been
al tered.

St op Paynent

An order to the bank to w thhold cash paynent on an i nprest
check. The stop paynent order is issued if checks have
been | ost, mssing, stale-dated (but not returned), stolen,
or for sonme reason cash paynent is to be wthheld.

Enf aced Check

An inprest check which has been properly altered and
initialed by the custodian to correct or update information
on the check, thereby making it negotiabl e.

CGeneral I nformation

a.

C.

The inprest checking account is a departnental checking
account established under the inprest system whereby the
checki ng account bal ance and the unrei nbursed paynents nade
from the account should always equal to the established

aut hori zed fund anount. A cash advance is required to
provide the initial operating balance for the inprest
checki ng account. | nprest checki ng account paynents are

recorded into the fiscal system at the tinme when
di sbursenents are reported through the processing of
repl eni shnent cl ai ns. Tinely processing of t he
replenishment claimis critical in nmaintaining an adequate
checki ng account balance and in properly recording inprest
checki ng account paynents in the period when incurred.

The recordi ng of inprest checking account paynents into the
fiscal system through the replenishnment process allows
paynent anmounts to be charged to the proper account code
and source/object synbol regardless of the source of the
i nprest checki ng account advance (i.e. Federal, Special,
Revol ving, Trust, Agency paynents charged to any account
code and source/object synbol may be processed on an
i nprest checking account with a General Fund advance).

A vendor code is assigned to each custodian by the
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Di sbursing Ofice (Vendor code format =

X _ _ _ _ _ _ _ _ _ ) and is used to identify all
repl eni shnent transactions in the fiscal system
Therefore, the vendor identified in the fiscal reports for
all inprest checking account disbursenents is the custodian
rather than the actual vendor/payee. This results in sone
restrictions placed on the use of the checking account when
identification of the vendor/payee is critical (e.qg.
1099-M sc reportabl e paynents, W2 m | eage rei nbursenents,
etc.). The vendor code also identifies the custodian as
the payee for all replenishnent checks.

4. Responsibilities

a. General Ofice Responsibilities

1) Each Canpus/Department O fice that admnisters an
i nprest checking account is responsible to ensure
conpliance with all detailed procedures as specified in
applicabl e Adm ni strative Pr ocedur es Manua
instructions, mainly A8.826 to AS8.832.

2) The Disbursing Ofice is responsible for the general
supervision of inprest checking account operations
including providing guidance and support in the
adm ni stration of inprest checking accounts and the
auditing of inprest check replenishnment clainms and
support docunent s. The Disbursing Ofice is
responsi bl e for coordi nati ng action requests
(establishnent, decrease/close, permanent increase,
tenporary increase, change in custodian, change in
alternate) internally W t hin t he Uni versity
organi zation as well as externally with the Departnent
of Accounting and Ceneral Services.

The Director of Financial Operations reviews and
authorizes all action requests and reviews all
incidents of unresolved discrepancies including
suspect ed enbezzl enent situations.

3) The Internal Auditor's Ofice is responsible for the
audi ting of inprest checking account operations. The
Internal Auditor's Ofice conducts field audits of
i nprest checking account operations to nonitor
conpliance with detailed procedures. This office also
monitors corrective action through the requirenent and
revi ew of action response menor anda from
canpus/ departnent wunits. This office acts as the
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4)
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[iaison wth the DAGS (Audit) division which is charged
with general audit responsibilities for all State petty
cash (including inprest checking accounts) operations.

The Treasury and Logistical Operations Ofice is
responsi bl e for coordi nati ng General Fund requests for
tenporary increases to i nprest checking accounts

and change funds for all University wunits during
regi stration periods. Al  General Fund tenporary
i ncrease requests and return of tenporary increases are
to be processed directly to this office during the
Fall, Spring, and Sunmer registration periods. The
Treasury and Logistical Qperations Ofice ensures that
all such tenporary increases are returned to the State
on a timely basis.

vi dual Responsibilities

1)

2)

3)

4)

The custodi an/alternate is responsible for the security
of the checks, ensuring that proper accounting and
recordi ng procedures are naintai ned, and ensuring that
al | disbursenents are properly authorized.

The approving authorities are responsi ble for ensuring
that the requests for inprest checks support only
proper and necessary expenditures of University
prograns within their purview

The reconciler is responsible for conducting nonthly
reviews of inprest checking account records and bank
statenments to ensure proper nai ntenance of the checking
account and the integrity of the inprest system

The Fiscal Oficer is responsible for admnistrative
duties related to the inprest checking account and
therefore nust ensure that:

a) the duties of the custodian/alternate are being
properly executed

b) disbursenents are in accordance with applicable
| aws, State policies and procedures, University
policies and procedures

c) the individual responsible for verification of
satisfactory receipt of goods and services has
certified acceptance
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adequat e funds are available for the di sbursenent
pr oper docunentation is naintained at th

canpus/departnent office and are available fo
revi ew upon request.
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The Canpus/ Departnment head is ultimately responsi bl
for the proper adm nistration of the inprest checking
account and will be held accountabl e.

a.

Basic Policies

1)

2)

The establishnent of an inprest checking accoun
requires prior approval by the D rector of Financia
Qper ati ons.

The maxi mum inprest check disbursenent is set at
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ceiling of $100.00. Hi gher ceilings are authorize

under certain circunstances:

b)

d)

Exception Situation Ceiling

Li brary purchases-Books and peri odi cal s,
filnms, video tapes. $500. 00

Bookst ore purchases- Frei ght - out,

bank service charges, resale itens

(freight-in, purchases fromthe U. S.

Government Printing Ofice and foreign

vendors, and purchases invol ving cash

di scounts). $1, 200. 00

Student rel ated refunds-Tuition and

fees, student housing deposits and

rents, bookstore sales (Restricted to

tenporary increases periodically

i ssued during registration periods) $2, 000. 00

Emergency short-term | oans-Only for

d



3)

4)

5)

6)

tuition and fees (Restricted to two

weeks preceding the actual registration

period to 4 weeks i mMmedi ately foll ow ng

the actual registration period) $500. 00

e) Faculty Housing (Manoa Auxiliary
Servi ces only)-Tenant refunds of
security deposits, rentals,
par ki ng fees. $700. 00

Al'l paynents which are $100.00 or less are to be nade
t hrough petty cash funds or inprest checks, with sone
exceptions (Refer to section 5.c of this procedure
for details). Petty cash funds are to be used for
di sbursenents of $25.00 or |ess, unless circunstances
dictate that inprest checks be used.

Al'l University canmpus/departnent units are expected to
maintain and operate their own inprest checking
accounts or to nmake arrangenents for consolidation with
ot her units.

The i nprest checking account is to be maintai ned under
an inprest system whereby the accountability of the
original anmpbunt is preserved. No other funds or
collections are to be comm ngl ed and deposited into the
i nprest checki ng account.

The Authorized Fund Amount in the inprest checking
account is provided to sustain operations for 21
wor ki ng days. Tinmely replenishnments of inprest
checki ng accounts are required to nmaintain an adequate
checking account balance and to properly record
paynments in the period when incurred.

Canpus/ Depart nent Docunent ati on Requi renents

Canpus/ Departnent units are responsi bl e for maintaining
docunentation for |nprest Checking Accounts including:

a) Approved Request for |Inprest Checking Account
forme and approved Change in Inprest Check

Cust odi an/ Al ter nate fornms (Est abl i shnment,
decrease, close, increase, change in custodian/
alternate).

b) Bank Reconciliations and supporting docunents.

c) Checking account nmaintenance docunments (stop
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paynment orders, void checks, outstanding check
menos, etc.).

d) D sbursenent and Repl eni shnent docunents.

i) | mprest Checking Account d ains/Summary of
Repl eni shnment fornms (FM S-9).
i) File copies of inprest checks.
i) Aut hori zation forms for I npr est check
di sbur senent s.
V) Item zed i nvoi ces/receipts or ot her
supporting docunments (refund slips, [|oan

aut hori zation, proof of paynent etc.).

V) Certification of satisfactory receipt of
goods and servi ces.

Vi) | mprest Check Register.

e) O her supporting docunent ati on as deened
appropriate (UH Treasury deposit slips, |ogs,
menor anda, wor ksheets, etc.).

These docunents are to be maintained in office files
and nmade avail able for review upon request. Copies are
to be nmaintained when originals are required to be
submtted to other offices (e.g. FMS-9, Item zed
receipts, etc.).

7) Canpus/departnment units nust ensure the accuracy and
propriety of inprest checking account disbursenents
because they are direct paynents initiated at the
canpus/ departnental |evel. Canmpus/ department units
must carefully guard against duplicate paynents,
erroneous paynents, restricted disbursenents, etc.
Docunentation, such as worksheets, calculations,
aut hori zi ng nmenoranda, receipts, for nore conplicated
paynments (e.g. tuition refunds, housing refunds, etc.)
must be maintained in office files to support the
accuracy of these paynents.

b. Security/Ilnternal Controls

1) The inprest checks (unissued checks and i ssued checks
awai ting pick-up or delivery) and replenishnent or



2)

3)

4)
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advance checks not yet cashed nust be kept in a
| ocation not readily susceptible to theft. (A safeis
preferred but a locked file cabinet is mnimlly
accept abl e). Only the custodian or (in his/her
absence) the alternate should have access to the checks
since they are the only ones authorized to issue
i nprest checks.

For purposes of internal control and safeguarding of
funds, the duties of the inprest check custodian/
alternate and the approving authority shall be strictly
segr egat ed. (1.e. The approving authority may not
i ssue inprest checks, and custodians/ alternates may
not aut horize purchases and paynents.)

Nei ther the Fiscal Oficer nor the Canpus/ Depart ment
Head may be the custodian or the alternate. Wher e
staff limtations make this separation of duties
i npossi bl e, arrangenents should be nade w th another
Uni versity organi zation to provide for it. Designating
a Fiscal Oficer as a custodian will be considered as
a last resort neasure, and allowed only if the Fiscal
O ficer does not authorize purchases and paynents.

Bank reconciliations of inprest checking accounts nust
be performed by an individual other than the custodian
or the alternate. The Fiscal Oficer and the
Canmpus/ Departnent Head are to ensure conpliance with
this rule in the designation of the reconciler. (The
Fiscal Oficer may be the designated reconciler in
those offices where staffing does not allow for the
separation of duties.) (Refer to A8.831 -
Reconciliation of the Inprest Checking Account.)

Restrictions

| nprest check disbursenents nust be admnistered in
accordance with all applicable laws, State policies and
procedures, University policies and procedures. | mpr est
checki ng accounts are subject to specific restrictions and
are not to be used for any of the foll ow ng purposes:

1)

2)
3)

Pi eceneal disbursenents (the splitting of a purchase or
a bill) to circunvent the $100.00 linmtation.

Travel advances.

Qut-of -state travel expenditures. This includes car



4)

5)
6)

7)

8)
9)
10)

11)
12)

13)

14)

15)
16)

17)
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rental s, passport fees, per diem conference fees, and
other travel incidentals.

Intra-state travel expenditures, if a travel advance
was processed.

M | eage rei nbursenents.

Loans, except for short-term student | oans.

Purchase of itens in violation of A8.225, "Limtations
in Purchasing”", "ltenms Not to be Purchased and
Unaut hori zed Purchases".

Servi ces on a Fee basis.

Personal Services (Mist process through Payroll).

Stipends (Student and Post-doctorate) and Proctor
Servi ces.

Schol arshi ps, Gants, Fellowships, Traineeships.
Honor ari a.

Purchase of surplus equipnent (fixed assets that are
under inventory).

Qut -service Training paynments (includes training fees,
per diem car rental, parking fees, etc.).

Rel ocati on al | owance rei mbursenents.
Wor ker' s Conpensation C ai mBenefit paynents.

Paynments on contracts and agreenents.



