BO-120-10-00


SUBJECT:  IMPREST OR PETTY CASH [AUTHORITIES]

A state agency [State agencies] requiring imprest or petty cash funds or changes to existing imprest or petty cash authorities shall obtain approval, in writing, from [should submit written requests detailing the necessity for such funds to] the Division of Material and Procurement Services. [Purchases for consideration.  Based on the information provided, the Division of Purchases has authority to approve/disapprove the funds as to amount, items to be purchased, custodians, etc.]  (See [Division of Purchases’] Section I of this Manual for instructions.)

[Agencies’ requests for changes to existing imprest or petty cash authorities should also be submitted in writing to the Division of Purchases].

[Once approved and established, imprest or petty cash funds are to be operated pursuant to the following procedures and related DOA Business Forms Instructions.]

Establishing the Fund [Imprest Cash Authority, DOA-46]
The Imprest Cash Authority shall be [(DOA-46) is] completed by the Division of Material and Procurement Services [Purchases] and submitted to the Division of Statewide Accounting Services [Accounts] for a record of approved expenditures from the Imprest Cash Fund.  The Secretary of the [Commissioner of] Personnel Cabinet shall approve [approves] the authority if there are salaries or wages to be paid from the fund.  An agency shall [Agencies] initiate the Authority by a written request to the Division of Material and Procurement Services [Purchases].

[Expenditures not listed on the Authority will not be approved for reimbursement.

DOA-47 is the continuation sheet for Imprest Cash Authority expenditures.]

The Division of Statewide Accounting Services shall generate a Payment Voucher to provide funds to the agency to establish the account.

[Imprest Cash Advance Voucher, DOA-13

The Imprest Cash Advance Voucher is completed by the Division of Accounts and used to generate a check to establish an Imprest Cash Fund or to increase the amount of the original fund.

One part for – submitted to Pre-Audit – forwarded to Data Coordination to record transaction – filed.]

Reimbursing the Fund [Imprest Cash – Summary of Disbursement/Request for Reimbursements, DOA-16]

A Payment Voucher shall be [The Imprest cash – Summary of Disbursements/Request for Reimbursement is] completed by the agency [agencies and submitted to the Division of Accounts to request a reimbursement] to replenish the Imprest Cash Fund.  Detail account numbers and individual amounts to be charged shall be coded on the transaction [are listed on the face of this document].

[DOA-17 is a continuation sheet to be used when additional space is required to list account numbers and amounts for reimbursement.

The account numbers charged and the amounts expended must be listed in ascending fund sequence with a sub-total recorded at the end of each fund.

Copies are distributed as indicated below:


White – Submitted to the Division of Accounts – retained in files.


Canary – Retained in agency’s pending file.

Imprest Cash – Continuation sheet, DOA-17

The Imprest Cash Continuation Sheet is used when additional space is required to list account numbers and amounts for reimbursement.

The account numbers charged and the amounts expended must be listed in ascending fund sequence with a sub-total recorded at the end of each fund.

The two-part form is distributed as follows:

White – Submitted to the Division of Accounts as an attachment to the White Copy of DOA-16 – retained in files.


Canary – Retained in Agency’s pending file.

Agency Imprest Cash Voucher, DOA-18

The Agency Imprest Cash Voucher is completed by the agency and attached to each imprest cash check sent to a vendor.  A copy of each voucher is attached to the Imprest Cash – Summary of Disbursements/Request for Reimbursements (DOA-16) as backup documentation.  Summary information regarding the transaction between the agency and the vendor is provided on the voucher.  All receipts that apply to a unique voucher must be attached to the DOA-18.

The completed form is distributed as indicated below:


White – Sent to Vendor with payment.


Canary – Retained in Agency Files.

Pink – Submitted as supporting document with DOA-16 to the Division of Accounts – retained in files.

Detailed information for completing these Imprest related documents may be found in the STARS Financial Business Forms and Instructions dated July 1, 1985 and the Division of Purchases Manual.

For those agencies electing to use approved software packages from the Department of Information Systems, the check stub (used in lieu of the DOA-18) must be signed to show receipt of goods.]

A state agency that has been authorized to operate imprest funds shall reconcile the related bank account statements to agency imprest cash records each month.  Backup documentation supporting expenditures from the imprest bank account shall be retained by the agency according to BO-12-21-00 and the addenda to BO-120-13-00.

(KRS 45.306 and 45.420)
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