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IMPREST CHECK LIST

These items must be done prior to obtaining an Imprest Cash Fund in ISR

*** Respondents payments cannot be gifted to any charity. You/Interviewer as a representative of the University cannot
accept their/Interviewee's respondent payment to be donated in the respondents name to any charity.

Project Grant must be within ISR's Deptid range (580000 - 587060)

Read the "Guidelines to Follow for Acquiring Imprest Cash Fund"

Complete the "Imprest Cash Fund Request & Authorization" form and obtain the proper departmental signatures
prior to submitting to ISR's Business Office

Review the "Tax Worksheet for Statistical Selected Respondent Payments" to verify if this applies to your study
prior to submitting the Imprest Cash Fund Request & Authorization form

Review & complete the "Policies & Procedures Regarding Respondent Payments" prior to submitting the Imprest
Cash Fund Request & Authorization form, obtain proper departmental signatures

Once the Business Office has setup the requested Imprest Cash Fund, you will receive an email that provides you with
the ICF # (Imprest Cash Fund). Please reference this # along with the P/G # and shortcode when requesting money.

Please give at least 24 hrs notice when you will need to pick-up the money. In the requesting email, you must provide how
you want the money distributed by denominations and quantity. Send the email to: impreq@isr.umich.edu

Never take out more money than you will need for the next couple of weeks, as you are responsible for it.
Receipts must be turned into the Business Office on a timely basis. We do not allow an outstanding balance to go longer
than 30 days without turning in receipts. If receipts are smaller than an 8.5 x 11 in. sheet of paper, you will need to tape

them on to such.

The Business Office will run & review Monthly Statements for each Imprest Cash Fund and a copy will be sent to the
Custodian. This will help monitor any outstanding balances that need to be reimbursed or vouchered.

Special Orders - The Business Office must have at least 5 days advance notice. Such as, extremely large sums, etc.
Please note, that we are not always able to provide new bills.

WHAT TO DO WHEN YOU NEED TO REQUEST A CHANGE

(Increase/Decrease fund - Change P/G - Extend end date - Terminate early - Change Custodian)

Review & Complete the "Imprest Cash Fund Change Request", obtain the proper departmental signatures and
submit to the ISR - Business Office for approval.

All forms can be found on the ISR Intranet Home Page: http://compute.isr.umich.edu/
Click - Forms Gallery (left side)
Click - Accounting Forms

Scroll down to: Imprest Cash Group ISR Contacts: Carolyn Batts 4-8355
- Imprest Cash Fund Request & Authorization Rhonda McCammon  4-8210
- Imprest Cash Fund Change Request Form Jeri Jennette 7-1296

10/07/2009
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IMPREST CHECK LIST

These items must be done prior to obtaining an Imprest Cash Fund in ISR

*** Respondents payments cannot be gifted to any charity. You/Interviewer as a representative of the University cannot
accept their/Interviewee's respondent payment to be donated in the respondents name to any charity.

Project Grant must be within ISR's Deptid range (580000 - 587060)

Read the "Guidelines to Follow for Acquiring Imprest Cash Fund"

Complete the "Imprest Cash Fund Request & Authorization" form and obtain the proper departmental signatures
prior to submitting to ISR's Business Office

Review the "Tax Worksheet for Statistical Selected Respondent Payments" to verify if this applies to your study
prior to submitting the Imprest Cash Fund Request & Authorization form

Review & complete the "Policies & Procedures Regarding Respondent Payments" prior to submitting the Imprest
Cash Fund Request & Authorization form, obtain proper departmental signatures

Once the Business Office has setup the requested Imprest Cash Fund, you will receive an email that provides you with
the ICF # (Imprest Cash Fund). Please reference this # along with the P/G # and shortcode when requesting money.

Please give at least 24 hrs notice when you will need to pick-up the money. In the requesting email, you must provide how
you want the money distributed by denominations and quantity. Send the email to: impreq@isr.umich.edu

Never take out more money than you will need for the next couple of weeks, as you are responsible for it.
Receipts must be turned into the Business Office on a timely basis. We do not allow an outstanding balance to go longer
than 30 days without turning in receipts. If receipts are smaller than an 8.5 x 11 in. sheet of paper, you will need to tape

them on to such.

The Business Office will run & review Monthly Statements for each Imprest Cash Fund and a copy will be sent to the
Custodian. This will help monitor any outstanding balances that need to be reimbursed or vouchered.

Special Orders - The Business Office must have at least 5 days advance notice. Such as, extremely large sums, etc.
Please note, that we are not always able to provide new bills.

WHAT TO DO WHEN YOU NEED TO REQUEST A CHANGE

(Increase/Decrease fund - Change P/G - Extend end date - Terminate early - Change Custodian)

Review & Complete the "Imprest Cash Fund Change Request", obtain the proper departmental signatures and
submit to the ISR - Business Office for approval.

All forms can be found on the ISR Intranet Home Page: http://compute.isr.umich.edu/

Click - Forms Gallery (left side)

Click - Accounting Forms

Scroll down to: Imprest Cash Group ISR Contacts: Carolyn Batts 4-8355
- Imprest Cash Fund Request & Authorization . :

- Imprest Cash Fund Change Request Form Jeri Jennette 7-1296

03/13/2012
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IMPREST CASH FUND - VOUCHER RECEIPT

When requesting money you will be required to sign a form such as the one
below. This is a two part form which provides the date of the transaction, the
account # or P/G # or ICF #, and what is to be done.

Line 1 — This is the total funds you are withdrawing for the transaction

Line 2 — This represents the funds you are turning in (unused/returned money)

Line 3 — This is the total dollar amount of the vouchers/receipts you are turning in

IMPREST CASH FUNDS RECEIPTS

Date: Acct# Bal.
Receipt for:

1. Received funds in the amount of $

2. Return funds in the amount of $

3. Return vouchers in the amount of $
ICF ICF Sub-Custodian:

(white copy-ICF, yellow copy-customer)

Whenever this form is used you will see the Business Office initial the “ICF” line
at the bottom and will require either the Custodian or Requester to sign at the
ICF Sub-Custodian line.

The Business Office will maintain the White copy and the Custodian/Requester
will maintain the Yellow copy.

Please hold on to all receipt vouchers for auditing purposes.

If you have any questions you may contact the following:
Carolyn Batts 4-8355
Jeri Jennette 7-1296

03/13/2012






ICF Acct
End Date

IMPREST CASH FUND MONTHLY STATEMENT INFORMATION

Listed below are notes to help you better understand your monthly statement.

Imprest Cash Fund Statement - ICF# 9999
Cumulative through March 31, 2007

SRC Center Admin:Wizard of Oz

Short Code

Account Fund

Deptid Program Class Project/Grant |

G18480

20000 585800 14260 22000

FO53999 4,\ -

Terminaticn
Cpen Date TSA Date

Chartfields

Project Mame

Beginning funds

to open ICF

Additional funds

added to ICF

Dates funds
withdrawn or
returned

Transaction Totals

O1A7/2007 | 12312007 | SRC | 2007 World Events Study
Requesters | * ) = Responsible Party Phone Room Mumber |
Kohn Smith * G47-1234 TTTT ISR |
Cumulative Summary
Total Funds Authorized £1 850.00 Total Cash Withdrawal %1,850.00
Less Cash Withdrawals ($1,850.00 Less Returned Funds 57500
Plus Returmed Funds $75.00 Less Returned Receipts (31,400.00)
Funds Available to Withdrawal $75.00 Outstanding Balance to Return $375.00
Cumulative Funding Activity™ Beginning Balance (M/01/2007: $0.00
Initial Additicnal Return Cash
D Funding Funding Funds Withdrawal
011172007 \ {1,800.00) P 4 M ithd
01417/2007 1,600.00 N froorge?’CVF‘"t rawn
031152007 (250.00) <
03152007 250.00 73.00 -
-
Funding Totals 1,600.00 250,00 0.00  {1,850.00) Activity net: 575.00 €4— Funds available

for withdrawal

Funds Available for Withdrawal as of 03/31/2007 $75.00 4—\
Cumulative Transaction Activity*™ Beginning Balance 04/01/2007: $0.00
Cash Return Return Voucher
Date Withdrawal Receipts Funds Date

0172007 1,600.00 (
03(15/2007 1,400.00 03/31/2007 pate Non-PO
0311912007 250.00 75.00 L Voucher created

1,850.00 1,400.00 75.00 Activity net: $375.00

TotaNcunds to be Returted as of 03/31/2007 $375.00

Date printed: 0411072007

Funds returned
Signed receipts to ICF
returned to ICF to be

vouchered to P/G

Page 1 of 1

*Cumulative Funding - Total funding activity for life of ICF
**Cumulative Transactions - Total cash withdrawals, returned receipts and returned funds for life of ICF

04/30/2007
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IMPREST CASH CHARGES SHOWN ON SOA

Reconciling withdrawn Imprest Funds

Returned vouchers represent money withdrawn/used from an imprest account. Once those vouchers
are returned to the Business Office, a Non PO Voucher is done charging the proper P/G for the money
that was distributed. You will see this reflected on the P/G’s monthly Statement of Activity ( SOA ).

Bapczt IO: MGLII1 &

Bum. Toit: UMICH--Tha Uniwvezsity of Michigen
Menthly Xpt Fazied: oCT-2908

G FO04530-0440ER -Cagrition Qast and Weme:
B EfEf. Stmbua ActLlve

F/S Dicectaz: NICEETT, LITHARD &
NIEEETT, RITHARD E
[ER-GROTF DYNAMICE

HIAL TaW 1244

PG Admimistrmber:
Adm Addramn:

The Onivermicy ef Hichigen
STATEMENT OF ACTIVITY BY FROJECTNAAET

Attanticn, Categerizatisn & Meason  Fin Ops Joardinaccr: JOHNGOE, SLAINE ©  744-9501

alsinejolomich. wdy

Fpproved

1%2-JUL-20032 ta Al-ADE-I007
EI000-RIGD-Razch Cntr Ear Gop Oym
Maticnal Science Foundstion

Fege Boc. 1
Run Dakm 0 14/2097
lun Tima T9:d3:14

Jouzmal ID Jmml Dt Trmmalaf ln Jouenal Licw Damczipeian Tml Ln Baf Puod Ect Accoamt Dames Axcrt Fimzal ¥ID
Begicoing Balance CO-JULN2S0E: Pund S0000 o.a4a
Gifte mod Srmnts
LOCAS3002? 31-0CT-2008 191 E&F LATTER OF CRADT o0 ZE3994 200D 40%73f Fedezal 10T Ravs 3, 055 .80
Tetanl Zifes and Sranes: o000 3,850 &E 14,372,215
Totnl Revaouss: Food 10000 3,850 .&E 24,372,215
fenff Salaziaa
FIRLF#1826 11-0CT-3006 4 Payrell Ei-waskly e o0 SEE999 19000 23000 520740 PokE & Admin-Tam 1% .52
FYRLEETRT? 27-0CT-2006 t Payrell Si-waakly FIR IO SERA9 100DDE 23000 520740 Prof & Admin-Tam A5 AT
Totnl Sewff Jalaciss:  Puod 100D 99.0 10,B70.92
Tetal Employes BansEicer  Pand 200010 0.0 E51.08
Dasa and Darmrices
ETRLFFERPE 24-00T-3008 113% Fmcvice Tnit Billings fiiai] o0 SER99 10DDD 23000 194 .00
ETELFE1 TS 24-0CT-3008 211 Farvice Doit Billings e o0 SE330d 10000 33000 1.14
Totanl Fase and Secricemr  Pand 20000 183 .34 33189
Gansral Expanssa
ATI2001540 31-0CT-3006 15% AF Accrual AT o0 @099 10000 22030 618430 Respondsnt Cowtm 1,174 .00
Total Facaral Dxpsoeas:  Fuaod 10000 1,374.00 3472.09
Tzarsl, Bowting, axd Trwoapsct
AFII001334 11-0CT-2006 4% AP Reerual AT 3040 10DDE €231%00 Domaneiz Traval 441 .80
ATI2001336 17-0CT-3008 14% AF Rcocrual AT 3040 10000 £33%00 Domantic Traval 155 .80
ATI2001354 11-0CT-3008 %3 AF hccruml AT 3040 10000 £33%2% Domantic Traval 23 .00
AFI2001T34 11-0CT-3006 10% AF heozual AT 3099 1000E £2i%43 Domamtic Toaval- 55 .00
AFI20T1TIE 17 -0CT-3006 13% AF heozual AT 3049 1000E £23%43 Domamtic Traval- 151 .80
Total Trarsl, Howtiog, and Tosowportr Fuod 20000 904 .50 B0k .ga
Iodizsct Cumka
ICCIS00DRE 5l -0CT-2006 %1 IDS-RAGISE 50, RATE Z1.00% o0 SEE999 19000 23000 625170 Indirmec Cart AL 1,101 .54
Totel Indirwct Cowem:  Pund 20000 1,303.58 B, 231.4%
Total Expaness:r  Fuood 20000 3,850 .&C 24,372,205

NOTE: Only funds used/distributed to respondents will be vouchered to the Project Grant. Any funds returned

will not show on the Statement of Activity (SOA).

4/30/2007
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