262 FW 2

Exhibit 2
Page 1 of 6
FWS Form 3-2080 (8/92)
(Pagel)
COVER SHEET
SUBJECT: | MPREST FUND ADM NI STRATI VE REVI EW
BUREAU/ OFFI CE AND LOCATI ON:
AMOUNT:
REVI EW PERFORMED BY:
Si gnature Title Date and Time

Si ghat ure Title Date and Ti ne



262 FW 2
Exhibit 2
Page 2 of 6
FWS Form 3-2080 (8/92)
(Page 2)

| nprest Fund Administrative Review

“lnstructi ons”

330 Departnmental Manual (DM 4-3000-7.1 requires that unannounced adm nistrative
reviews of inprest funds be perforned at | east sem annually for those funds
exceedi ng $5,000 and at least annually for those funds of $5,000 and under

One copy of the review and the response will be retained to the office file and
a duplicate of each will be forwarded to the bureau or office head.
Checkl i st Y N Comrent s

E @)

S

1. Are inprest fund cash paynents linmted to
$500 for any one transaction under nornma
conditions and under energency conditions
request subnitted for a one tine exception
for a single transaction which exceeds $500?

2.Has any splitting of payments occurred to
circunvent these cash paynent linmitations?

3. Are cash advances to an enpl oyee to nmake a
purchase acconplished within 24 hours or at a
mexi mum no | onger than 5 days fromthe date
of the advance? Is the advance recei pt noted
i ndi cating the reason and expected
transaction conpletion date when an advance
is no confirmed in 5 days?

4. Are there any cash advances outstanding for
nore than 30 days?

5.1s responsibility for each fund vested in one
person?

6. Are separate cash boxes or safe drawers
provided for alternate and subcashiers?

7.Does the inprest fund cashier have a copy of
the Treasury Departnent's ' Manual of
Procedures and Instructions for Cashiers' on
hand?

8. Are safekeeping facilities maintained
commensurate with the ambunt of cash advanced
in accord with 330 DM 4-3000 3. 37

9.1s the inprest fund advance linmted to the
smal | est ampunt to coincide with the
aut hori zed purpose of the fund in accord with
330 DM 4-3000 3.17
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10. Is the safe or |ock combinati on changed
annual Il y, whenever there is a change of
cashiers, when it has been necessary to
effect access to the funds in the case of
unf oreseen absence of a cashier, or when the
conmbi nati on has been conprom sed?

Date of |ast change:

11. Are the safe and cash box | ocked when the
cashier is perform ng other duties?

12. Are the safekeeping facilities shared with
noncashier activity? If yes, explain.

13. Does the cashier understand the
responsibilities for managi ng the inprest
fund? (For exanple, the cashier's persona
responsibility in case of theft or |oss of
funds.)

14. In the event of a loss, shortage, or theft
of funds, does the cashier and supervisor
understand the reporting requirenents which
nmust be foll owed?

15. Is the office area assigned to the cashier
adequately protected from access to
unaut hori zed persons and the general public?
If no, describe in detail.

16. Are inprest fund subvouchers numbered and
required for each disbursenent?

17. Are inprest fund subvouchers and supporting
docunents properly canceled to prevent being
used agai n?

18. Does the inprest fund cashier require
adequate identification of enployees before
di sbursing funds for travel or other purposes
if the enployee is not personally known to
the cashier? Are inprest vouchers signed by
the recipient of the cash disbursed?

19. Are unannounced verifications of cash
bal ances in the inprest funds nade on a
sem annual or annual basis?

20. Are inprest fund advances recorded in the
general | edger when received from Treasury?
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21. Are paynents frominprest funds approved by
a responsible official? Who is the official?

22. |s there evidence and adequate docunentation
in the inprest fund to show t he date,
pur pose, approval, anmount, and account to be
charged for each transaction?

23. Are the checks for the inprest fund nmade out
to the cashier only?

24. Are the accounting records available to the
i nprest fund cashier?

25. Are the inprest fund subvouchers:

Prepared for each payment?

Supported with appropriate docunentation?
Typewritten or in ink?

Fully descriptive of the itempaid for?

OO0 TYD

26. Do only persons authorized to disburse cash
fromthe i nprest fund have access to the cash?

27. Have the inprest fund cashiers, subcashiers
and alternates been properly designated in
accord with Section 2 of the Cashier's
Manual ?

28. Has daily cash reconciliation performed by
the cashier been examined to determine if any
| oss or shortage has occurred, and if so, was
it reported in accord with paragraph 0505 of
the Cashier's Manual ?

29. Did you verify interimreceipt anmounts in
the inprest fund file with the hol ders?

30. Did you verify paynents not supported by
i nvoices with vendors on a test basis?

31. Did you verify the validity and necessity of
travel advances with the hol ders on a test
basi s?

32. Have Accountability Reports (SF-1129) been
properly prepared and submitted to the
Fi nance Center?

33. Do cashiers, subcashiers, and alternates
performother duties that conflict with their
cashier responsibilities?
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34. Were the findings and reconmendati ons
contained in the last Adnministrative Review
i npl enent ed?

Report dated

35. Is the amount of the fund above or
cash requirenents? Review SF-1129's on file
and determ ne actual nonthly turnover of
funds for the past year.

Janvary $__ July
February __ August
March Sept enber
Apr| r Cct ober
my Novenber
June Decenber

Mont hly Average $

Is the turnover rate of the fund comensurate
with the criteria prescribed in 330 DM 4-3000?

36. What is thin average tine required to cycle
a repl eni shment voucher? Nunber of days

NAME OF CASHI ER

CASH RECONCI LI ATl ON

CLASS OF FUND

CASH ON HAND: CO NS
Bl LLS

UNCASHED TREASURY CHECK( S)
I NTERI M RECEI PTS FOR CASH
REPLENI SHVENT VOUCHERS TO

FI NANCE CENTER ( DATE)
UNPAI D SUBVOUCHER

TOTAL FUND ( ACTUAL)
TOTAL FUND AUTHORI ZED
CASH OVER

AREA

AMOUNT OF ADVANCE

I CERTIFY THAT THE FOREGO NG REPORT OF MY ACCOUNTABILITY IS CORRECT.

(CASHI ER- S SI GNATURE AND DATE)
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WE THE UNDERSI GNED, CERTI FY THAT THE CASH STATED ABOVE HAS BEEN VERI FI ED BY
ACTUAL COUNT AND THAT ALL THE ABOVE | TEMS, UNLESS OTHERW SE NOTED, HAVE BEEN

FOUND TO BE | N AGREEMENT W TH THE APPROPRI ATE ACCOUNTI NG RECORDS AT THI S TI ME

AND DATE.
SI GNATURE DATE AND TI ME TI TLE
SI GNATURE DATE AND TI ME TI TLE

COVMENTS AND/ OR RECOMMVENDATI ONS ON DEFI CIENCIES NOTED I N TH S REVI EW




