Appendi x 1

U S. Departnent of Housing
| mprest Fund Practices and Urban Devel opnent
Revi ew Checkl i st

LOCATI ON COF | MPREST FUND

This checklist is to be used during the unannounced revi ews of the way
| mprest Funds are being used by the HUD work force. Conpletion of the
steps listed should provide the reviewer with know edge of the way the
| mprest Fund is being adm ni stered.

Each user of this checklist shall becone fanmiliar with this Handbook
and the Treasury Departnent's Manual of Procedures and Instructions for
Cashiers (MPI Q).

Shoul d the answer to any of the following inquiries be "NO', a
corrective action needs to be taken. A brief explanation as to why a
step is not applicable in a particular situation should be inserted
on the checklist or attachment hereto.

YES NO

a. Have the current Inprest fund Cashier and
alternate been designated in witing as required?

b. Are separate cash boxes or safe drawers provided
for alternate cashiers?

c. Has the Director, OFA/RAD or his designee nade
unannounced audits and verifications of the fund
on an annual basis?

d. Are safekeeping facilities comensurate with the
requirenents set forth in Treasury's MPIC?

e. Is the amobunt of the Inprest Fund commrensurate
with criteria established by HUD?

f. Is the lock or conbination changed at | east
annual | y or whenever a change in cashiers occurs?

g. |Is the conbination to safe known only by the
principal and alternate cashier?

h. Is access (conbination or key) to the safe
filed in a sealed envel ope with an
appropriate official physically outside
the office of the Inprest Fund Cashier?

i. Are Inprest Fund vouchers nunbered begi nni ng
with nunber 1 for each fiscal year?
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YES NO

j- Are inprest fund vouchers and supporting
docunents properly cancel ed so that they
cannot be used agai n?

k. Does an exam nation of sub-vouchers (those
on hand as well as those submitted to
accounting for reinbursenent) indicate that
fund usage is within the limtations inposed
at the tinme transactions were entered into
for the followi ng type transactions:

(1) Reinbursenment for Local Travel ?
(2) Travel Advances?

(3) Travel Voucher?

(4) Small Purchases?

(5) Transportation charges?

(6) Emergency sal ary paynents?

| . Does the total of sub-vouchers and receipts
pl us cash and uncashed rei nbursenment checks
on hand equal the anount of the fund?

m Do the duties of the Inprest Fund Cashier
exclude conflicting ones such as those of a
Collection Oficer, Certifying Oficer, or
enpl oyee responsi ble for keeping officia

accounting records?

n. If shortages or | osses have occurred, were they
reported as required by HUD policy?

o. If this Inmprest Fund naintains a depository
demand wit hdrawal account, is it naintained
as required by |-TFM 4-3040. 607

p. Have | ocal |y devel oped procedures been
docunent ed, approval, and nade avail abl e
to cashiers?

NAME OF REVI EVER AND TI TLE DATE OF REVI EW
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