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TITLE 112
LEGISLATIVE RULE

STATE TREASURER'’S OFFICE

SERIES 3
ESTABLISHMENT OF IMPREST FUNDS

§112-3-1. General.

1.1 Scope. -- This legislative rule implements the
provisions of W. Va. Code §12-2-2, which requires the West
Virginia State Treasurer to establish and audit imprest funds.
The purpose of this rule is to carry out the legislative intent
so that the Treasurer may establish, control and audit imprest
funds.

1.2, Authority. -- W. Va. Code §12-2-2.

1.3. Filing Date. -- May—6—31998,

1.4. Effective Date. -- May—7/—31998.
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§112-3-2. Definitions.

For purposes of this rule, unless a different meaning is
clearly required by the context:

2.1. "Agency" means and includes any department, board,
commission, division, branch office or other separate unit of a
state agemeygovernment, which includes state colleges and

universities, and any efficer or ecmpleyee—thereofof its officers

or employees, who or which collects moneys due the state;

2.2. "Imprest Fund" means a cash change fund in a fixed amount
maintained at an agency. The fund may &ise be used for the
purpose of providing automated teller machine (ATM) services at
any agency or for cashing checks for students at state colleges

and universities in West Virginia; and




2.3. "Treasurer" means the West Virginia State Treasurer or
his or her designee from the Treasurer’s office.

§112-3-3. Establishment Of Imprest Funds.
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3.1. Any state agency that desires an imprest fund shall apply
to the Treasurer for the establishment of the imprest fund. The
application shall be made on forms prescribed by the Treasurer’s
office. The agency shall include on the forms the name of the
state agency, the name and purpose of the imprest fund, the
desired balance of the imprest fund, the physical location of
the imprest fund and the name of the person responsible for the
imprest fund. The Treasurer shall determine whether the
application is complete and whether the need for the imprest
fund is valid and notify the agency of his or her decision.

3.2. Any state college or university may get—approval—frem
apply to the Treasurer +eo—ebtain for the establishment of an
imprest fund with for the purpose of providing check-cashing
services at that institution. and—they If the Treasurer grants
the request for an imprest fund, the state college or university
may charge fees for the service for each check cashed and for
each check returned for insufficient funds. Each institution
shall designate certain employees whe—a¥e to provide the service
and have charge of the imprest funds. Any check determined by
the Treasurer’s Office to be uncollectible shall be charged

against the check-cashing imprest fund.

3.3. Any agency may apply to the Treasurer for the
establishment of an imprest fund for the purpose of providing
automated teller machine (ATM) services at any state agency
location. If the Treasurer grants the request for an imprest
fund, the agency may charge fees for the ATM services. Each




agency shall designate certain employees to provide the service
and have charge of the imprest fund.

3-33.4. The agency shall deposit the fees received for &he
check- cashlng or automated teller machine (ATM) services shall
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be—ma&ﬁ%aiﬁed generated from all fees. Any—eheek—determined—by

or haa ~ har + ISR TSP i IS U P I S Pk B
YL \A\,u_l.\_.jxx\..\, co— oo unc o1t C—5Sa -
n

hS grrels If the amount of cash in the
imprest fund (after charges for uncollectible checks) exceeds
the amount approved by the Treasurer at the conclusion of any

audit, then that—dinstitutien the agency shall deposit the excess
to the account from Wthh the 1mprest fund was established.
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3.5. If, at any time, an agency discovers a shortage in a
check-cashing or ATM imprest fund that is attributed to human
error, it may correct the shortage by charging the shortage
against fees received for the services. If the agency suspects
or discovers a shortage in an imprest fund due to theft, the
agency shall notify the Treasurer immediately.

§112-3-4. Increasing Or Decreasing The Balance.

Whenever an agency determines that there is a need to increase
or decrease the balance of an imprest fund, the agency shall
make—apptieation apply to the Treasurer for a change in the
balance of the imprest fund. The agency shall apply for the
change on the forms prescribed by him—er her the Treasurer’s
office. The agency shall state on the forms shall indieate the
agency name, the name and number of the imprest fund, the
current authorized Dbalance, the requested balance to be
authorized, the reasons for the increase or decrease, and the

amount of increase or decrease. The—Treasurer —shall notify—the

§112-3-5. Change Of Person Responsible For The Imprest Fund.

Whenever an agency has a change in personnel responsible for
an imprest fund, the agency shall notify the Treasurer of the

change on a form prescribed by the Treasurer’'s office him—or
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The Treasurer or his or her designee shall audit all

6.1.
imprest funds annually.

If the audit reveals an overage in an
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imprest fund, the agency shall deposit the ove
account from which the fund was established.
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approved balance. The Treasurer may decrease the approved
amount of an imprest fund at any time. The Treasurer shall
forward a copy of each annual audit to the Legislative Auditor.
In the event the Treasurer’s office determines that any shortage
in the imprest fund is due to suspected theft, the Treasurer’s
office shall notify the Legislative Auditor of the theft and
assist in any subsequent investigation or audit.

6.2 The Treasurer, or his or her designee, shall prepare a
list of all approved imprest funds. The list shall state the
names of the funds, and the location and the amount of each
imprest fund as of the end of each fiscal year. The Treasurer
shall retain the list of imprest funds as a permanent record of
the Treasurer’s office until the Legislative Auditor completes
an _audit of the imprest funds of all state agencies.




