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Keynotes 
 
 See this 

section for 
more detail 

What are imprest accounts used for? 
An imprest account is an advance of cash or a NatWest bank account, with a 
balance and cheque book facility, which is made available to various 
establishments to enable them to make certain types of payment 
 

 
1.1 

What are the different types of imprest account?  
There are two types of Imprest accounts: 
 Cash imprest account  

 Bank account imprest account   
 

1.5 

What are the responsibilities of the Imprest Account Holder? 
The imprest account holder is the person responsible for all the monies in the 
account and for ensuring that it is run correctly in accordance with approved 
procedures. 
 

2.1 

Who can be an authorised signatory?  
Bank imprests normally need to have two signatures on each cheque and there 
should be a list of about three or four people who can sign (authorised signatories) 
the cheques.  Signatories should be senior members of staff who are aware of the 
types of items that will be purchased.  The day to day running of the account should 
be delegated to the account administrator, who may also be one of the signatories, 
but never a sole signatory. 
 

4.3 

How is expenditure charged against my budget? 
Receipts must be obtained for all expenditure.  Each item of expenditure should be 
recorded on the claim form against the relevant cost centre for expenditure 
purposes. 
 

4.4 

How is expenditure reimbursed to the imprest account? 
Reimbursement claims should be input and authorised on Purchase Ledger when 
half the imprest advance has been used, or at the end of each month.  
  

4.5 

What types of payments must not be made via the imprest account? 
No invoices for repairs or maintenance can be paid out of the imprest account.  
They must be either forwarded to the Shirehall for payment or, if the establishment 
has access to Purchase Ledger, entered onto SAMIS.  Salary payments and staff 
expenses MUST NOT be paid via the imprest account.   
 

5.1 

Will the account incur bank charges? 
No, the Authority’s agreement with NatWest Bank precludes any charge for the 
operation of an imprest account.   
 

6.1 

Do imprest accounts need to be reconciled? 
All imprest accounts need to be reconciled.  The reconciliations can be done on 
excel or manually.  The cash imprest reconciliations reconcile to the amount 
originally advanced.  The bank account reconciliations reconcile to the balance per 
the bank statement. 
 

7 
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Keynotes (cont’d) 
 
 See this 

section for 
more detail 

Can I Set Up Standing Orders and Direct Debits? 
Standing orders and direct debits should only be set up where there is a clear 
benefit to the imprest holder in terms of cost (fewer payments, postage saving or 
resulting discounts) or convenience (fewer payments, not having to complete 
regular cheque payments, etc) 
 

8.2 

How should I request changes to an imprest account? 
The Head of Finance (S151 officer) is responsible for all changes to imprest 
accounts.  These changes have been delegated by the Head of Finance (S151 
Officer) and are administered in Treasury Services. 
 

9.1 

What should I do if any imprest money is lost? 
Any loss of imprest money due to theft or misappropriation is to be reported 
immediately to the relevant Director of Service and also to Audit Services on (01743 
252027). 
 

10.2 

Can an imprest account be overdrawn? 
Where a bank account is operated, the bank balance should be monitored to 
ensure that under no circumstances the account goes overdrawn.   
 

10.4 

Are there any special security considerations for imprest accounts? 
Imprest cash and cheque books should be kept secure at all times.  Imprest 
cheques must not be presigned for later use. 
 

10.5 

Can income be paid into an imprest account? 
No income of any type is to be paid into an imprest account. 

 

10.6 

What are the liabilities of the imprest account holder? 
The imprest holder is held responsible for the safe custody and proper operation of 
the account in line with the instructions issued and may be liable for any losses or 
misappropriations that may arise. 
 

10.7 
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Imprest Accounts 

 
 
1. WHAT IS AN IMPREST ACCOUNT? 
 
1.1 What are imprest accounts used for? 

 
An imprest account is an advance of cash or a NatWest bank account, with a 
balance and cheque book facility, which is made available to various establishments 
to enable them to make certain types of payment such as: 

 small cash payments (however, wherever possible payments over £20 should 
be made by cheque). 

 where payment is required with order (*). 

 for certain types of supplier who require payment in return for goods (*). 

 where paying promptly by return would secure additional discounts. 

 where the ability to offer prompt payment, either on the day or soon afterwards 
would allow a better price to be obtained for the goods and services provided, 
rather than an invoice being sent to the Payments Team for payment.  

 
(*) losses or defaults arising from these transactions will rest with the establishment, 
as this is not recommended practice  
 

1.2 Why do we have imprest accounts? 
 
Imprest Accounts give establishment’s greater freedom in making certain types of 
payment. 
 
It is important that Imprest accounts are not used as a method of bypassing the 
Authority’s financial controls in relation to the ordering and purchasing of goods or 
materials for use.   
 

1.3 Is there a limit on the amount that can be paid out of an imprest account? 
 
Amounts over £500 should not be paid out of the account unless previous 
arrangements have been made with the relevant Corporate Director.  Money spent 
via the imprest account is still chargeable against the appropriate budget headings 
within the establishment budget.  
 
The Council’s main creditors system should be used for payments which are not 
appropriate to pay via the imprest account. 
 
Receipts should be obtained for all items of expenditure whether paid for by cash or 
cheque. 

 
1.4 What are the different types of imprest account?  
 

There are two types of Imprest accounts: 
 

 Cash Imprest Account – which is an advance of cash to an officer out of which 
expenditure can be met.  This type of account is useful if there are only a few 
transactions and the amounts involved are small.  Normally cash imprests are 
only issued up to £100.  If you need more than this you should operate a Bank 
Account Imprest. 
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 Bank Account Imprest Account - which is normally set up when the imprest 
advance is more than £100. It is a bank account at the authority’s bank, 
NatWest, which is set up specifically for the imprest holder.  The account has 
cheque facilities but no paying in facilities. 

 
A bank account imprest will allow the imprest holder to withdraw cash and operate 
as a cash imprest maintaining a balance of cash in hand.  It also allows cheque 
payments to be made as required. 
 
Claims are submitted periodically to the Payments Team or processed directly on 
SAMIS so that they can send reimbursements directly to the bank where the 
imprest account is held.  The imprest holder can confirm that the claim has been 
reimbursed by identifying the credit on their bank statement. 
 
There are no cheque card facilities for imprest accounts and bank statements 
should be provided to the holder on a monthly basis. 
 

2. HOW ARE OFFICERS INVOLVED IN OPERATING AN IMPREST ACCOUNT? 
 
2.1  What are the responsibilities of the Imprest Account Holder? 
 

The imprest account holder is the person responsible for all the monies in the 
account and for ensuring that it is run correctly in accordance with approved 
procedures.  This is best achieved by a regular review (by the account holder or a 
person who is independent from the administration of the imprest system).  The 
review should include: 

 The examination of a small sample of transactions to check their validity and 
that VAT has been identified and the items claimed properly. 

 Checking that regular claims are being made and the account is in credit and up 
to date. 

 Checking that the account claim/reconciliation is done promptly and correctly 
and that a proper bank reconciliation is performed. 

 Verification of cash balances. 
 
Any records checked should be initialled and dated by the reviewer as evidence of 
their review. 

 
2.2 What are the responsibilities of the ‘Imprest Account Administrator’? 
 

The account administrator is responsible for the day to day running of the account 
and: 

 Obtaining approval for expenditure. 

 Issuing cash to cover payments/reimbursements for minor items and 
maintenance of cash records. 

 Making out cheques and obtaining authorised signatures. 

 Completion of the claim form in either: 
o Excel File form  
o Handwritten form (School kitchens only). 

 Submission of the claim form to Payments Team (Only applies to imprest 
holders who do not have access to SAMIS). 

 Inputting the reimbursement claim on the Purchase Ledger system. 

 Retention of supporting documents for six financial years. 

 Bank reconciliations. 

 Imprest account reconciliations. 
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The administrator may only be a signatory to the account where at least two 
signatures on cheques are required. 
 
 

3. WHAT ARE THE FINANCIAL RULES RELATING TO IMPREST ACCOUNTS? 
 
3.1 What are the responsibilities of the Head of Finance (S151 Officer)? 

 

Following consultations with Directors as appropriate, to provide officers of the 
Council with cash or bank imprest accounts to meet minor expenditure on behalf of 
the Council and to prescribe rules for operating these accounts.  These accounts 
must be operated in accordance with instructions issued by the Head of Finance 
(S151 Officer): 

 Minor items of expenditure should not exceed the prescribed amount. 

 To maintain a record of all petty cash advances made, and periodically review 
the arrangements for the safe custody and control of these advances. 

 To reimburse imprest holders as often as necessary to restore the imprest 
balance; but normally not more than monthly. 

 
With reference to bank imprest accounts the Head of Finance (S151 Officer) has 
the additional responsibility to manage, control and monitor the Authority’s banking 
arrangements, including the opening and closing of such bank accounts as are 
considered necessary within the terms of the overall banking arrangement.  
Opening or closing any bank account shall only be undertaken by, or with the 
approval of, the Head of Finance (S151 Officer). The title of any such bank 
accounts shall include the words “Shropshire Council” [C6.5]. 
 

3.2 What are the responsibilities of the Directors? 
 

To ensure that all officers operating an imprest account: 

 Obtain and retain vouchers to support each payment from the imprest 
account.  Where appropriate an official receipted VAT invoice must be 
obtained. 

 Make adequate arrangements in their office for the safe custody of the 
account. 

 Produce upon demand by the Head of Finance (S151 Officer), cash and all 
vouchers to the total value of the imprest amount. 

 Record transactions promptly. 

 Reconcile and balance the account at least monthly; reconciliation sheets to 
be signed and retained by the imprest holder and a copy submitted with each 
claim. 

 Provide the Head of Finance (S151 Officer) with a certificate of the value of 
the account held at 31 March each year (please note, a certificate for 
completion by the establishment will be provided by Treasury Services for this 
purpose). 

 Ensure that the imprest is never used to cash personal cheques or to make 
personal loans and that the only payments into the account are the 
reimbursement of the imprest and change relating to purchases where an 
advance has been made.  Income due to the Council must be banked or paid 
to the Authority as provided elsewhere in these rules.  

 On leaving the Council’s employment or otherwise ceasing to be entitled to 
hold an imprest advance, an employee shall account to the Head of Finance 
(S151 Officer) for the amount advanced to him/her 

 Do not allow any bank imprest account to become overdrawn. 
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4. HOW DO I OPERATE AN IMPREST ACCOUNT?  
 
4.1 How do I open an imprest account? 
 

Telephone Treasury Services to request the necessary forms.  These are: 

 Form A – Council Imprest or School Account Mandate 

 Form B – New Party Identification Details 
 

When you have completed these forms (in accordance with the guidance notes 
provided) return them to Treasury Services for processing accompanied by a letter 
stating: 

 How much imprest balance is required per month (£) (this must be an amount 
over £100 for bank accounts). 

 Which local branch of Nat West the Account is to be held at. 

 The correspondence address for statements and cheque books to be sent to.  

 This letter must be signed by an Authorising Officer 
 
4.2 How long will it take to set up the account? 
 

It should take approximately two weeks from the time the Bank receives the forms 
to set up the new account and then a further week for the imprest balance to be 
deposited by the payments team.  Failure to complete the forms correctly will cause 
delays to the opening of the account. 

 
4.3 Who can be an authorised signatory?  
 

Bank imprests normally need to have two signatures on each cheque and there 
should be a list of about three or four people who can sign (authorised signatories) 
the cheques. 
 
Signatories should be senior members of staff who are aware of the types of items 
that will be purchased.  The day to day running of the account should be delegated 
to the account administrator, who may also be one of the signatories, but never a 
sole signatory. 
 
In those circumstances where it is impractical to obtain two signatures on cheques, 
e.g. small schools, the bank account may be operated with only one signature 
required on each cheque.  Again, the day to day running of the account should be 
delegated to the account administrator who must not be a signatory to the account. 
 
In exceptional circumstances the imprest account holder may administer the 
account and be the sole signatory.  This will only be permitted where the holder 
works alone, without a proper base with administrative support.  Signatories must 
be listed on the original Imprest Account mandate form when setting up the account 
(or subsequent Change of Signatory Forms) and authorised by the Authorising 
Officer. 

 
4.4 How is expenditure charged against my budget? 

 
 Receipts must be obtained for all expenditure.  Each item of expenditure should be 

recorded on the claim form against the relevant cost centre for expenditure 
purposes. 
 
Where the establishment has on-line access to the Purchase Ledger claims should 
be input on-line and the appropriate Authorising Officer must take responsibility for 
prompt on-line authorisation. 
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Where on-line facilities are not available establishments must submit a hard copy of 
their claim form and associated receipts to the Payments Team for processing. 

 
4.5 How is expenditure reimbursed to the imprest account? 

 
Reimbursement claims should be input and authorised on Purchase Ledger when 
half the imprest advance has been used, or at the end of each month.  Payments 
will be made by BACS and be credited to your account three working days following 
the due date entered onto Purchase Ledger, providing the entry has been 
authorised.  Where the establishment does not have access to the Purchase Ledger 
system, the reimbursement claims should be submitted to Payments Team when 
half of the imprest advance has been used, or monthly.  
 
More frequent imprest reimbursement claims may have to be made depending on 
the demands being made upon the account.  All receipts and invoices should be 
given a consecutive voucher number recorded on the receipt and the claim form.  
The receipts must be securely retained and either attached to the reimbursement 
claim or retained in an envelope with the bank account name written clearly on the 
front to avoid loss.  These receipts must still meet all the VAT regulations. 
 
The administrator will be able to see the reimbursement coming into the account on 
the bank statements.  If you are not receiving regular bank statements please 
contact the NatWest call centre on: 0845 366 0631. 
 
Under no circumstances must anyone other than the Payments Team make 
payments into an imprest account.  

 
4.6 What evidence is required in order to reclaim Value Added Tax (VAT)? 

 
If the invoice is for less than £250, in order to reclaim VAT an invoice/receipt 
containing the following information is required: 

 Suppliers name, address and VAT registration number 

 Date of supply 

 Description of the goods or services 

 The charge including VAT 

 The rate of VAT 
 

If the invoice is for more than £250, in order to reclaim VAT an invoice/receipt 
containing the information shown above and also: 

 An identifying number (i.e. invoice number) 

 The customers name and address (i.e. school name or Shropshire  Council) 

 The type of supply (e.g. sale, rental etc) 

 A description of the goods or services showing: 

 Quantity or extent (excluding VAT) 

 Rate of VAT 

 Total charge (excluding VAT) 

 Total VAT payable 

 Details of discounts offered (if any) 
 
4.7 How can I identify the VAT if it is not split out on the invoice/receipt? 
 

On a receipt where the VAT does not need to be shown separately, the following 
calculation can be used to identify the VAT contained in the amount charged for 
reconciliation purposes:- 
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£15.00   X    20.0    ÷     120.0      =£2.50 

    

Net £12.50 

VAT   £2.50 

Total £15.00 

 
4.8 How do I know if the item is subject to VAT or not? 

 
Appendix 1 to the VAT chapter (Section 4, Chapter F) provides details of VAT/Non-
VAT items.  For any VAT-related queries please contact Simon Field (01743) 
252052. 

 
5. ARE THERE ANY RESTRICTIONS ON THE TYPES OF EXPENDITURE THAT 

CAN BE PAID FROM AN IMPREST ACCOUNT?  
 
5.1 What types of payments must not be made via the imprest account? 
 

No invoices for repairs or maintenance can be paid out of the imprest account.  
They must be either forwarded to the Shirehall for payment or, if the establishment 
has access to Purchase Ledger, entered onto SAMIS. 
 
Where the invoice is for repairs/maintenance for schools, the invoice should be 
forwarded to Property Services, if they fall within the ‘buyback’ scheme. 
 
Salary payments and staff expenses MUST NOT be paid via the imprest account.  
These include: 

 Travel Expenses 

 Accommodation 

 Meals / Refreshments (even when accompanying a service user) 

 Entrance Fees 

 Memberships 

 Eye Tests / Glasses 

 Parking / Speeding Fines 
 

Other payments which must not be made are: 

 Window Cleaners 

 Gardeners 

 Artist in Residence, Storytellers 

 Sports Coaches or referees 

 Providers of after school clubs 

 Discos 

 Sub-contractors 

 Any individual providing a service  
 

If in doubt consult the Payments Team on (01743) 252654 
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6. WHAT ARE THE BANKING ARRANGEMENTS FOR IMPREST ACCOUNTS? 
 
6.1  Will the account incur bank charges? 
 

No, the Authority’s agreement with NatWest Bank precludes any charge for the 
operation of an imprest account.  If you find that bank charges have been made 
against the imprest account you should contact Treasury Services (01743) 252075 
who will arrange reimbursement of the charges.   
 
Imprest account holders must take all reasonable steps to ensure that the 
account does not become overdrawn at any time. 

 
7.  DO THE BALANCES ON THE IMPREST ACCOUNTS NEED TO BE 

RECONCILED? 
 
7.1 How do I reconcile the imprest account? 
 

How you reconcile your account will depend on whether or not you have access to 
the excel spreadsheet file.  Please refer to Appendix 1 for examples of a 
handwritten claim/reconciliation and one prepared using the excel file. 

 
7.2 What reconciliations are required for a cash imprest account? 
 

 Complete your claim (either via the spreadsheet or by hand) and detail any VAT 
in the appropriate column. 

 

 Total and attach receipts. 
 

 Count cash in hand and complete reconciliation. 
 

 Attach and complete yellow coding slip (Handwritten Claim) or print off Excel 
spreadsheet and coding slip (Excel Spreadsheet Claim).  To complete the 
coding slip for a handwritten imprest claim all items with the same subjective 
code can be added together and shown on one line on the slip.  You cannot, 
however, add together items with the same subjective code but different VAT 
categories.  These must be shown separately with the VAT category code 
clearly identified. 

 

 The completed reconciliation should now account for the authorised imprest 
advance.  If it does not balance consider:- 
o receipts missing or entered twice, 
o cash discrepancy (see suggested format for controlling cash in hand 

Appendix 2), 
o addition errors or VAT calculations. 

 
7.3 What reconciliations are required for a bank account imprest account? 
 

A bank account imprest MUST be reconciled to the bank statement on a monthly 
basis.  A suggested method of reconciliation is given below:- 

 

 Tick all cheques drawn for the month from the cheque book stubs to the bank 
statement.  This part of the exercise is undertaken to ensure that the amounts 
as presented are correct and to ensure that all cheques have been presented 
against the bank account for the claim period in question. 

 If any cheques are identified as unpresented they should be listed on the bank 
statement in the following format - date drawn, cheque number and amount.  
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The total of these unpresented cheques should then be deducted from the final 
statement balance to show the true balance for inclusion in the imprest 
reconciliation. 

 Unpresented cheques may carry on over a number of claims and they will need 
to be accounted for at each reconciliation until they are finally presented.  If they 
are not presented after six months they will need to be written off and the 
imprest account adjusted accordingly.  This is done by entering the original 
amount either claimed in red (Handwritten Claim), or as a negative value (Excel 
Spreadsheet Claim) on the next reimbursement claim to reduce the amount 
being claimed back. 

 Ensure that all previous claims have been reimbursed to the bank as originally 
requested.  If the amount reimbursed differs from the amount submitted contact 
the Payments Team on (01743) 252654. 

 Any reimbursement claims not yet credited to the bank should be added to the 
final statement balance to show the true balance for inclusion in the imprest 
reconciliation, see Appendix 1. 

 Attach receipts 

 Add in cash in hand (Note: Cheques drawn for cash should not be entered on a 
reimbursement claim.  The cash should be reclaimed (with relevant receipts) 
only when spent). 

 Attach and complete yellow coding slip (Handwritten Claim) or print off Excel 
spreadsheet with coding slip.  To complete the coding slip for a handwritten 
imprest claim, all items with the same subjective code can be added together 
and shown on one line on the slip.  You cannot, however, add together items 
with the same subjective code but different VAT categories these must be 
shown separately with the VAT category code clearly identified. 

 
(Note: Cheques drawn for cash should not be entered on a reimbursement claim.  
The cash should be reclaimed (with relevant receipts) when spent. 

 
8. CAN I SET UP DIRECT DEBITS AND STANDING ORDERS FROM AN IMPREST 

ACCOUNT? 
 

8.1 What are Standing Orders and Direct Debits? 
 
A standing order is a mandate to draw fixed amounts from your account on regular 
pre-determined dates without the account holder having to take any further action.  
The amount paid can only be varied by an account signatory authorising a revised 
amount to be debited from the account. 
 
A direct debit is similar to a standing order except that if the amount to be debited 
alters after a pre-determined length of time it does not have to be re-authorised by 
an account signatory.  The body receiving the money must however notify the 
account holder prior to the debit taking place in order that it can be queried or 
cancelled should the need arise. 
 
Variable direct debits, where by the amount to be debited can vary on each 
occasion, are not permitted. 

 
8.2 Can I Set Up Standing Orders and Direct Debits? 
 

Yes, however, standing orders and direct debits should only be set up where there 
is a clear benefit to the imprest holder in terms of cost (fewer payments, postage 
saving or resulting discounts) or convenience (fewer payments, not having to 
complete regular cheque payments, etc) 
 



Corporate Finance Manual (Version 1.1)  

 
   

A mandate should be completed as required, authorised by the imprest account 
holder and sent to either the branch of the bank where the imprest account is held 
or to the supplier as directed.  A photocopy of the completed mandate should be 
made and retained for your records.  All usual pre-payment checks should be 
undertaken and, in addition, check: 

 That the total of individual instalments does not exceed the total cost agreed 
and there is sufficient budget to meet all payments in each financial year of the 
agreement. 

 That the commencement and termination dates are correct 

 That the agreement does not contravene regulations relating to contracts, 
leasing or hire purchase agreements.   

 
A separate record of all standing order and direct debits should be maintained 
detailing: 

 Payee’s name and address 

 Payee’s bank details (name, address and account details if known) 

 Payment details (amount, frequency and expected date of payments) 

 Commencement and termination dates 

 Mandate authoriser 

 Expenditure code payment will be charged to 

 A schedule of all payments kept and reconciled to the bank statement 
 
A suggested pro-forma record is attached at Appendix 3. 

 
Termination and revision dates should be diarised to remind you of the changes.  It 
is advisable to drop your bank an additional note prior to any last payment 
reminding them to terminate payments after the given date. 

 
8.3  How should standing orders and direct debits be monitored and reclaimed? 

 
The payments schedule should be maintained monthly.  Payments should be 
checked against the bank statement and the statement payment date recorded on 
the payment schedule.  Administrators must be aware of any standing order and 
direct debit items outstanding and take them into account in the bank reconciliation.  
Care must be taken to ensure that there are sufficient funds in the bank account to 
meet standing order and direct debit commitments. 
 
Standing order and direct debit payments should be claimed monthly in the same 
way as any other payments on the imprest claim form with the following exceptions: 

 Under the “Method of Payment” column write standing order or direct debit as 
applicable. 

 If a supporting voucher is provided by the supplier, attach it to the claim as 
normal, however, it is possible that a supporting voucher will not be available.  
Providing the individual payments do not exceed £100, a photocopy of the 
original agreement or invoice will suffice as a supporting voucher.  If the 
payments exceed £100 a proper VAT invoice must be obtained from the 
supplier and attached to the claim. 

 
The payment schedule should be updated with the claim period details. 
 
Any statements supplied for VAT purposes by suppliers (such as Alcatel) should be 
retained with the payment schedule for three audited years. 
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8.4 What should I do if there are any problems with the amounts debited tot he 

account? 
 

If you have any queries with the amounts debited, their frequency or timing, contact 
your bank immediately.  Other queries should be directed to the supplier. 
 
If there are any points that you do not understand or require further advice 
regarding above, contact Audit Services on 01743 252081/2/3/4. 

 
9. HOW DO I MAKE CHANGES TO MY IMPREST ACCOUNT? 

 
9.1 How should I request changes to an imprest account? 
 

The Head of Finance (S151 Officer) is responsible for all changes to imprest 
accounts.  These changes have been delegated by the Head of Finance (S151 
Officer) and are administered in Treasury Services. 
 
All changes submitted to Treasury Services must be authorised by an appropriate 
departmental Authorising Officer.  For example, where the establishment is a 
school, the Head would normally be expected to authorise the changes (except 
when a new Head has been appointed).  In this situation the Head of Finance, 
Children and Young People’s Services, must provide authority.  In most other 
circumstances the Authorising Officer would be the budget holder. 

 
9.2 How do I change the name of the imprest holder or an account signatory?  
 

The relevant Corporate Director and the Head of Finance (S151 Officer) should be 
notified of all changes to imprest account holders.  
 
To change an imprest holder or an account signatory the following procedure 
should take place: 

 

 First, reconcile the imprest account and have the new imprest holder sign for it.  
This action discharges the previous holder’s responsibilities for the account and 
ensures the new holder is aware of the imprest advance he/she has received. 

 

 Next, complete a ‘Change of Signatory’ form.  The forms are available on 
request from Treasury Services (01743) 252075.  Complete the forms in 
accordance with the guidelines provided and return them to Treasury Services.  
They will be completed by the Head of Finance (S151 Officer) and sent to 
NatWest who will update the changes to the account.  (It is also necessary to 
complete these forms when an imprest signatory leaves so they can be deleted 
as a signatory as soon as possible). 

 

 Next, receive confirmation of changes.  Approximately two weeks after NatWest 
has received the “Change of Signatories” form the new information will have 
been updated.  You will receive a letter from Treasury Services confirming this. 

 
9.3 How do I increase or decrease my imprest balance? 
 

Send a letter to the Treasury Services requesting, and giving reasons for, the 
increase or decrease.  Treasury Services will consider the request and check the 
reimbursement history on the account before making a final decision. 
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9.4 How do I close a cash imprest account? 

  
Upon closing a cash imprest account you must ensure that:  

 All expenditure has been fully reimbursed. 

 The account reconciles to the authorised balance. 

 Any cash in hand has been either paid to Cashiers, Resources or repaid to 
Shropshire Council using the ODR, “Other Direct Receipts” bank account.  
Any queries regarding the repayment of cash in hand should be directed to 
Treasury Services (01743) 252075. 

 The final claim is submitted to Treasury Services attaching a memorandum 
stating that the account is to be closed and giving the details (amount, date 
and code used) of any cash paid to Cashiers or into the ODR account. 

 Treasury Services will then take all remaining steps to close the account. 
 
9.5 How do I close a bank imprest account? 
 

Upon closing a bank imprest account the account holder must ensure that: 

 All expenditure has been fully reimbursed. 

 Any unpresented cheques have been identified and reviewed.  Those over six 
months old should be written back to the account by entering the original 
amount either claimed in red (Handwritten Claim) or as a negative value 
(Excel Spreadsheet Claim).  Those less than six months old should be actively 
pursued by contacting the payees to advise of the imminent closure of the 
account and request presentation of the cheques as soon as possible. 

 The account reconciles to the authorised balance. 

 Any cash in hand has been repaid to the imprest bank account.  This is the 
ONLY instance in which monies should ever be paid into the imprest 
bank account; the account has no routine paying in facility. 

 Once all unpresented cheques have cleared, the final claim is submitted to 
Treasury Services attaching a memorandum stating that the account is to be 
closed and giving the details (amount and date) of any cash paid into the 
imprest bank account. 

 Treasury Services will arrange for the balance of the bank account to be 
transferred to the main Shropshire Council account and for the account to be 
closed. 

 A final statement is received from Treasury Services confirming the account 
closure. 

 
10. IS THERE ANYTHING ELSE THAT I SHOULD KNOW ABOUT IMPREST 

ACCOUNTS? 
 
10.1 Should I claim the cost of postage stamps when I buy the stamps or when I 

use them? 
 

Postage stamps should be claimed for when they are bought and not when they are 
used. A receipt is still required for any items of postage. 
 

10.2 What should I do if any imprest money is lost? 
 
Any loss of imprest money due to theft or misappropriation is to be reported 
immediately to the relevant Director of Service and also to Audit Services (01743 
252027). 
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It is recommended that imprest cash and personal cash should be kept separate at 
all times.  A petty cash record should be maintained to control cash in hand.  See 
Appendix 2 for suggested format. 
 

10.3 What if I cannot get an invoice for purchases? 
 
Where a receipt is not obtainable from a supplier, a hand written receipt should be 
provided by the imprest holder, detailing the purchase and the signature of the 
person who obtained the goods.  Petty cash voucher pads can be obtained from 
any stationers for this purpose.  It is not possible to reclaim VAT in these cases. 

 
10.4 Can an imprest account be overdrawn? 

 
Where a bank account is operated, the bank balance should be monitored to ensure 
that under no circumstances the account goes overdrawn.  Under new banking 
regulations there is a risk that if an account goes overdrawn items may be returned 
unpaid.  Claims for reimbursement of expenditure should be either input and 
authorised on Purchase Ledger which only applies to establishments with access.  
If establishment does not have access to input claims electronically then manual 
claims must be submitted to the Payments Team in sufficient time to ensure the 
account does not go overdrawn. 

 
10.5 Are there any special security considerations for imprest accounts? 

 
Imprest cash and cheque books should be kept secure at all times.  Imprest 
cheques must not be presigned for later use. 
 

10.6 Can income be paid into an imprest account? 
 
No income of any type is to be paid into an imprest account. 
 

10.7 What are the liabilities of the imprest account holder? 
 
The imprest holder is held responsible for the safe custody and proper operation of 
the account in line with the instructions issued and may be liable for any losses or 
misappropriations that may arise. 
 

10.8 Are there any year end requirements for imprest accounts? 
 
At 31 March each year the imprest account must be reconciled and a 
reimbursement claim made.  This ensures the account is balanced and accounted 
for at the end of the financial year, it also ensures any expenditure incurred is 
entered into the correct financial year. 
 
The Head of Finance (S151 Officer) will send out a certificate at the year end 
requesting the imprest holder to certify that they still hold the imprest as originally 
advanced.  It is important that these certificates are returned promptly as they are 
required for the annual audit of the Authority’s accounts. 

 
10.9 Can reward cards be used in connection with purchases made out of imprest 

funds? 
 

The use of Reward Cards (e.g. Nectar, Clubcards, etc.) is not allowed in conjunction 
with imprest purchases. 


