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202.1  PURPOSE  
The purpose of this chapter is to outline policy for handling cash transactions (imprest funds), including use of cash and vendor payments, for small purchases when a vendor does not accept government Purchase Card (P-card).
202.2  DEFINITIONS

A.  Imprest Fund:  Cash in the form of currency or coin.  

B.  Field Purchasing Authorities:  Contracting officers, purchasing agents, or supervisors (as outlined in 
the Bonneville Purchasing Instructions).
202.3  POLICY  
Imprest fund purchases, when used properly, can expedite delivery of urgently needed supplies.  Government Visa (CITIBANK) is the preferred method of payment. 

202.4  APPOINTMENT OF CASHIERS

A.  Appointments of cashiers are approved by the Manager, Disbursement Operations, on the Request 
for Change or Establishment of an Imprest Fund (see Accounts Payable staff for this form).  

B.  Cashiering and purchasing functions may not be performed by the same person unless there is no 
practical alternative because of the limited number of available and qualified employees at the field 
location.  Advance written approval must be obtained from the Manager, Disbursement Operations.
202.5  RESPONSIBILITIES

A.  Disbursement Operations

1.
Provides training and technical assistance for cash operating procedures.

2.
Develops operating procedures for payments and reimbursements for cash transactions. 

3.
Informs BPA cashiers of any changes affecting their operations.


4.
Exercises functional supervision over cashier payments by submittal of Claim for Reimbursement 

for Expenditures on Official Business (BPA f 2230.06e).

5.
Recommends to Manager, Treasury, amount and location of cash funds, as needed.

6.
Makes internal and external reports as needed.
B.
The Manager, Supply Chain Policy and Governance, who is also BPA’s Head of Contracting 
Activities, establishes BPA purchase policies in coordination with the Manager, Disbursement 
Operations.
C.
Cashiers

1.  Are personally accountable for funds entrusted to their care.
2. Make payments for authorized purchases consistent with the BPA Cashiers Procedures Manual.
D.
Field managers with employees holding imprest funds audit imprest funds once a year.

202.6
LIMITATIONS FOR IMPREST FUND PURCHASES


1.
Dollar limitation is generally $500.  Under certain circumstances, approval to make cash payments 

up to $1,000 may be given.


a.
All exceptions must be authorized by the Manager, Disbursement Operations. 


b.
The name of the person granting the approval, the name of the person obtaining the approval, 

and the date of approval must be shown on the imprest voucher.

2.
No advance payments or payments for services (except for urgent equipment repairs) may be 


made with cash.

3.
The U.S. Treasury no longer supports imprest funds and BPA is administering these funds on its 

own authority.
202.7
PURCHASE PROCEDURES FOR CASH:  Refer to BPA Cashiers Procedures Manual. 

202.8
REFERENCES

A.
Department of the Treasury Manual of Procedures and Instructions for Cashiers; 

Dept. of Treasury Cashiers Manual.pdf
B.
BPA Cashiers Procedures Manual; BPA Cashiers Manual.doc
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