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Introduction 

Where payment is made via accounts payable module through CIA, the following procedures must be followed ensuring financial compliance with The Highland Council Financial Regulations.


Imprest is another name for Petty cash; a fund used for small items of expenditure which is restored to fixed amount periodically. Imprest users must follow procedures ensuring compliance with the financial regulations.

General Information

There are three types of Imprest accounts: Permanent, Temporary, and Float. These are managed by imprest holders and supported by the Team Leader responsible for supporting imprests on a pan-highland basis. To distinguish between the different types, each Imprest account is assigned a specific nominal code during setup. The nominal codes for each type are:

· 10261 – Permanent
· 10262 – Temporary
· 10263 – Float

These codes are linked to the appropriate balance sheet account which contains details of the establishment/team the imprest is assigned against.

An actual Imprest accounts can only be created by a combination of the following four parties

· Accounting Team – creates a new balance sheet code for the establishment/team that imprest is to be assigned against
· Creditors Team – creates the new creditor number within the financial system, to allow the initial ‘cash’ to be obtained and thereafter to be used for ‘topping up’ the imprest.
· Team Leader (Imprests) – Coordinates the above two activities and processes the original ‘cash’ request within the financial system 
· Budget Holder – who approves the ‘cash’ request

All financial transactions are subject to budget holders approval.
Internal Control 
Highland Council internal control is defined as the whole system of controls, financial or otherwise, established by management, to provide reasonable assurance of: 

· effective and efficient operations 
· reliable financial information and reporting 
· safeguarding assets 
· compliance with laws and regulations 

Internal controls will vary throughout the Council, depending on activity, size, volume of transactions and geographical distribution. However, three types of internal control will apply as a minimum requirement: 

· Separation of Duties 
· Internal Check 
· Management Review 
Separation of duties have been introduced so that individuals cannot influence financial transactions from start to finish and a spot check will be introduced to ensure that this is been complied with and that transactions will be progressed in stages by different people. Where only a small number of employees are available alternative arrangements with appropriate controls must be agreed with the Chief Financial Officer.

Authorising Payments

All payments, including Imprest requests, must be authorised by the budget holder. The budget holder is responsible for ensuring that:

· Sufficient funds are available.
· All transactions comply with the organisation’s financial regulations and all other relevant policies and procedures

Authorisation by the budget holder takes place within CiA at the point of reimbursement.

The budget holder must ensure that the Imprest amount claims match the receipts provided and the cash in hand.

By authorising financial transactions, budget holders are accepting responsibility for the transaction and that they comply within the relevant rules and regulations.

System Process for Reimbursing Imprest payments

· Imprest pad completed allocating each line of spend against the relevant ledger codes and correctly allocating the VAT status.  Cash in hand is counted and recorded on imprest pad.  The allocation of spend plus the cash in hand should equal the value of the original imprest.  Where possible this should be checked by a second person.

· Claim processed via the financial system including the upload of a copy of the imprest pad and all receipts.

· Budget holder(s) approval including all relevant checks.

· Payment request picked up automatically in the next available payment run.  Cheque issued and sent to Imprest Holder for cashing.

· Cash added into the petty cash tin/box and securely locked away once the cheque is cashed.

Control audit- Balanced imprest pad reconciliation, receipts, imprest amount claimed equals that on imprest pad, correct creditor number selected, budget holder approval which includes the normal budget holder responsibilities.

Failed delivery of cheques

If a cheque has not been received at the designated address and requires reissued, the creditors team carry out checks to confirm that the original cheque has not been cashed; place a stop on the original cheque and arrange for a replacement.

Reconciliation

Monthly reconciliation of balance sheet codes against the master imprest file is undertaken by the Team Leader on a pan Highland basis.

Temporary Imprest and Floats should be reconciled and closed once the need for the Float/Temp Imprest has ended.

Floats

Floats are never reimbursed under any circumstances.
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