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Subject: Establishment of Imprest Funds

Section 1. General.

l,&%ﬂ Scope - These legislative rules implement the provi-
sions of section two, article two, chapter tweiﬁe of the Code of
West Virginia, 1931, as amended, wherein the State Treasurer is

regquired to establish and audit inprest funds.

‘ 1.02. Authority - These rules are issued under the authority

Lg/L/(:UCLL of the aforementioned Code section which regquires the State
‘qLdjL-j‘Treasurer to promulgate rules and regulations prescribing the
establishment and maintenance of imprest furds.

“ttG37—~Geneéa;~2u:poseﬁj:EE;:purpose of these rules is to

carry out the legislative intent, as stated in the aforementioned

Code section, so that the State Treasurer may establish, control,
and audit imprest funds.

1.04. Effective Date - These regulations were promulgated on

the 10th day of June, 1983, and were legislatively authorized and

became effective on the 10th day of March, 1984,
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WV Admin. Reg. 12-2 Section 2
Series IV : -

Sectién 2. Definitions

Por purposes of these rules, unless a different meaning is
clearly reguired by the context:

"agency" means and includes any department, bcard, commis-
sion, division, branch cffice or other separate unit of a state
agency, and any officer or employee thereof, who or which collects
moneys due the State;

"Code" means the 1931 Code of west Virginia, as amended;

"Imrrest fund” means a cash change fund in a fixed amount
maintained at the agency. Such fund may also be used for the
purpose of cashing checks for students at state colleges and
universities in West Virginia.

"Treasurer” means the Treasurer of the State of West Vir-
ginia.

Section 3. Establishment of Imprest Furds

Any state agency reguiring the establishment of an imprest
fund shall make application to the state treasurer on the forms
prescribad by him. Such forms shall indicate the name, purpose,
desired balance of, and the person responsible for the imprest
fund as well as the agency name. Upon being satisfied that the
application is complete and that the need for the imprest fund is
valid, the State Treasurer shall notify the agency of the approval
for establishment of the imprest fund. By sending copies of the
approval notice, he shall also notify the state auditor and legis-

lative auditor,
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WV Admin. Reg. 12-2 : Section 4
Series IV

Any college or university with the approval of the treasurer
may provide a check-cashing service at that institution and may
charge fees for such service for each check cashed and for each
check returned for insufficient funds. That institution shall
designate certain employees who are to provide the service and
have charge of such funds.

The fees received for such service shall be maintained
separate from the cash fund and an itemized account of such
receipts shzll be maintained. Aany check determined by the
treasurer or his designee to be uncollectible shall be charged
against the fund. If the amount of cash fund {after charges for
uncollectible checks) exceeds established amount at the conclusion
of any audit, the institution shall deposit such excess to the
account from which the fund was established.

Any shortages due to human error may be corrected by charging
them against the fees received for such service.

Section 4. 1Increasing or Decreasing the Balance

Whenever an agency determines that there is a need to
increase or decresase the balance of an imprest fund, the agency
shall make application to the state treasurer on the forms
prescribed by him. Such forms shall indicate the agency name,
name of the imprest fund, currant authorized balance, requested
balance to be authorized, the reasons therefore, and the amount of
increase or decrease. By sending copies of the approved form, the

treasurer shall notify the state auditor and legislative auditor.
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WV Admin. Reg. 12-2 . ' ] Section 5
Series IV

Section 5. Change of Person Responsible for the Imprest Furd
whenever an agency has a change in personnel responsible for

an impres:t fund, the agency shall notify the treasurer of the

"change on a form prescribed by him. Such form shall indicate the

agency name, name of the imprest fund, the balance of the imprest
fund on the date of the change in personnel, the signatures of the
person being relieved of responsibility and the person assuming
the responsibility, along with the dates said signatures were af-
fixed. By copy of the approved form, the treasurer shall notify
the legislative auditor.
Section 6. Audit and Recordkesping

The Treasurer cor his designee shall annually audit all im-
prest funds. Any overage shall be.éeposited £o the account from
which the fund was established. Any shortages due to human error
may be corrected by replenshing the fund through the procedures
from section 4 to increase the fund to the correct amount. He
shall send a copy of such audits to the legislative auditor. The
Treasurer or his designee shall prepare a list of all imprest
funds showing the location and amount as of fiscal year end,
retaining such list as a permanent record of the Treasurer's
Office until such time as the legislative auditor shall have com-
pleted an audit of the imprest funds of all agencies and institu-

tions involwved.
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