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SUBJECT

Change Funds (from Imprest Funds)

PURPOSE

To specify procedures and conditions under which a change fund may be established and maintained.

AUTHORITATIVE REFERENCE

K.S.A. 75-3078 

GENERAL INFORMATION

In the case of each change fund authorized for a state educational institution under the supervision and control of the State Board of Regents, a maximum not to exceed $40,000 may be approved.  Change funds for other agencies are limited to a maximum not to exceed $5,000.

Moneys in any change fund authorized under K.S.A. 75-3078 shall be used exclusively for the making of change in receiving amounts due the state.  Change funds are not to be used for employee check cashing, loan purposes or for petty cash fund uses as provided for in Policy Manual 10,752, Petty Cash Fund Procedures.

The Department of Administration may authorize a reconciling entry not to exceed $100 in any reconciliation statement for a change fund and, in cases of extraordinary losses resulting from robbery, burglary or other disappearances, from an appropriate agency fund. However such reimbursements shall not exceed a total amount of $2,000 in any fiscal year. Any reconciling entry for an overage or shortage must be described in detail, including the date the error was discovered.
If the agency wishes to establish a change fund, but has no imprest fund, the agency must first establish an imprest fund.  See PM 10,802, Imprest Funds.

Change funds should be counted daily unless an alternate agency change fund verification policy has been approved by the Department of Administration, Office of the Chief Financial Officer and indicated on the DA-74 Change Fund Application/Maintenance on file with that office.
PROCEDURES

Responsibility
Action Step






Establishment of Change Fund

	
	
	

	Agency
	1.
	To establish the fund, first review the agency imprest fund source to determine that sufficient funds have been approved by the Department of Administration.  A change fund can be no greater than its imprest fund source.

	
	
	

	
	2.
	If sufficient imprest funds exist, complete the DA-74.

	
	
	

	
	3.
	Appoint a custodian, alternate custodian, and supervising employees to administer the change fund. When a change in appointee occurs, complete a new DA-74 and submit it to the Department of Administration, Office of the Chief Financial Officer, Audit Services Team.

	
	
	

	
	4.
	Send a printed or scanned copy of the completed DA-74 to the Audit Services Team.  Also submit an updated DA-154 Imprest Fund Maintenance form reflecting the amount of the requested change fund.

	
	
	

	Audit Services 

Team
	5.
	Review the DA-74 and the DA-154 and return an electronic copy of the approved or disapproved DA-74 and DA-154 to the agency.

	
	
	

	
	6.
	Maintain an approved copy of the DA-74 and DA-154 forms as a permanent record of outstanding change funds held by the agency and as a source against which to verify payments to replenish shortages reported by agencies.

	
	
	

	Agency
	7.
	Upon receipt of the approved DA-74, prepare a check from the imprest fund for the approved amount, payable to “Custodian of Change Fund No. _____”.

	
	
	

	
	8.
	The custodian should cash the check and secure the change fund in the method described on the approved DA-74.

	
	
	

	
	
	Maintenance of Change Fund

	
	
	

	Agency
	1.
	Count the change fund at least once daily or per alternate agency change fund verification policy approved by the Department of Administration.

	
	
	

	
	2.
	Record the results of such count on the DA-76 Record of Cash “Long” or “Short”.

	
	
	

	
	3.
	Prepare the DA-75 Reconciliation of Change Fund when:

	
	
	a. Any shortage approaches $100; or

	
	
	b. Weekly for excess of funds; or

	
	
	c. As of June 30 of each year, regardless of “long” or “short” condition. This reconciliation should be maintained at the agency and available for the Audit Services Team review upon request.

	
	
	

	
	4.
	Using standard SMART procedures, process payment for the amount of the shortage, payable to “Custodian of Change Fund No.____” and charge to an appropriate agency fund.

	
	
	

	
	5.
	Using standard SMART procedures, process deposit to appropriate agency fund for amount in excess of fund authorization.

	
	
	

	
	
	Change to Authorized Amount of Fund

	
	
	

	Agency
	1.
	For requests to increase the authorized amount, first review the agency imprest fund to determine that sufficient funds have been approved by the Department of Administration.  A change fund can be no greater than its imprest fund source.

	
	
	

	
	2.
	To change the authorized amount of the fund, complete the DA-74, indicating the amount of the change requested.  

	
	
	

	
	3. 
	Send a printed or scanned copy of the completed DA-74 to the Audit Services Team. Also submit an updated DA-154 reflecting the adjusted amount of the change fund.


	
	
	

	Audit Services 

Team
	4.
	Review the DA-74 and DA-154.  Verify the agency imprest fund has sufficient funds available if request is for increase of change fund.

	
	
	

	
	5.
	Return an electronic copy of the approved or disapproved DA-74 and DA-154 to the agency.

	
	
	

	
	6.
	Maintain approved copy of the DA-74 and DA-154 as a record of outstanding change funds and as a source against which to verify payments to replenish shortages reported by agencies.

	
	
	

	Agency
	7.
	If an increase to the fund was requested, upon receipt of the approved DA-74, prepare a check from the imprest fund for the approved amount, payable to the “Custodian of Change Fund No. _____.”

	
	
	

	
	8.
	The custodian should cash the check and secure the change fund in the method described on the approved DA-74.

	
	
	

	
	9.
	If a decrease to the fund was requested, upon receipt of the approved DA-74, deposit the amount of the change fund reduction in the imprest fund from which the change fund originated.

	
	
	

	
	
	Closing of Change Fund

	
	
	

	Agency
	1.
	Complete a new DA-74 with all the applicable information in the top portion of the form.  Select the “Close fund” box and record the amount of $0.00 as the new authorized amount of the fund.  Be sure to complete the “Closing of Change Fund” section at the bottom of the form.  Also submit an updated DA-154 reflecting the requested $0.00 amount of the change fund to be closed.

	
	
	

	
	2.
	Complete a DA-75 Reconciliation of all cash and checks on hand which will support the deposit.  Select the “Final Reconciliation” box when closing the change fund.

	
	
	

	
	3.
	Convert all checks on hand to cash.  Using standard SMART procedures, process deposit to the imprest fund from which the change fund originated.

	
	
	

	
	4.
	Send a scanned copy of the DA-74, DA-75, DA-154 and a copy of the agency deposit document to the Audit Services Team.

	
	
	

	Audit Services

Team
	5.
	Audit Services will initial the DA-74, record the fund closing and send a scanned, initialed electronic copy back to the agency.

	
	
	


USEFUL LINKS

DA - 74  Change Fund Maintenance
DA – 75  Reconciliation of Change Fund
DA – 76  Change Fund Record of ‘Long’ or ‘Short’
CONTACT SOURCES

Questions regarding change funds should be directed to:

Department of Administration


Office of the Chief Financial Officer

Audit Services Team

