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Creation 

 To establish an imprest fund, the spending unit must complete the Imprest Fund 
Establishment and Change Request form and forward it to the STO.   

 Once approved by the STO, the spending unit must send the approved form with an 
Invoice to the Auditor’s Office to receive the funds.  The WVFIMS Source/Object code 
is 161.    

 The check should be made payable to the requesting spending unit and issued through 
the Special Handling option.  

 It is the spending unit’s responsibility to cash the check at a State-approved depository. 
 Once the imprest fund is established and funds received, all money must be kept in a 

locked fireproof drawer, safe or other secure location. 

Changes and Modifications 

 

 Any time a change needs to be made to an imprest fund, the spending unit is responsible 
for notifying the STO to request the change.  These changes include the following: 

 Change in Person Responsible/Supervisor 
 Increase or Decrease the amount of the imprest fund 
 Change in address or location of where the imprest fund is kept 
 Opening or Closing an Imprest Fund 

This request should be made using the Imprest Fund Establishment and Change 
Request form. 
 

 Source/Object Code 161 must be used in the WVFIMS entry when preparing a 
WVFIMS deposit to decrease/close an imprest fund or a WVFIMS Invoice to 
increase/create an imprest fund. 
 

 When the person responsible for the fund changes, the spending unit must immediately 
perform an audit.  A copy of the audit form can be obtained from our website at 
www.wvtreasury.com.  The spending unit must forward to the STO the completed audit 
signed by both the person being relieved of responsibility and the person assuming the 
responsibility for the fund.  The spending unit must also enclose with the audit the 
Imprest Fund Establishment and Change Request form requesting to change the person 
responsible for the fund.   

 

 

 

 

http://www.wvsto.com/
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General 

 
 An imprest fund is not a petty cash fund. 
 During an imprest fund audit, the person responsible for the fund or another employee of 

the spending unit must be present, witness and sign the counting and returning of all 
money.  

 Only imprest fund money and sales revenue may be comingled.  All sales must include 
supporting documentation.  An audit of the imprest fund will include all cash less 
documented sales revenue.  

 Any discrepancies in an imprest fund balance must be reported to the STO immediately 
to determine the appropriate resolution to bring the fund back to its approved balance. 

 

our website at www.wvtreasury.com.  Also, all requests may be sent to the imprest fund group at 
imprestfund@wvsto.com.  For more information please see all sections of the CSR Title 
§112-3 on the Secretary of State’s website at www.wvsos.com.  If you have any questions or 
concerns, please do not hesitate to contact the STO at 304-558-3599.    

You may obtain a copy of the Imprest Fund Establishment and Change Request form from 

http://www.wvsto.com/
mailto:imprestfund@wvsto.com
http://www.wvsos.com/



