· To get an imprest fund account established 
· The requestor must have orders/letter appointment signed by the Commander and routed through finance
· Contracting will need to provide training to the customer
· Contracting will need to give the requestor a letter specifying limitations on using the imprest fund account

See DoDD 7360.10, Disbursing Policies, and Chapter 32 of the DoD Accounting Manual, DoD 7220.9-M.

May Be Used When:

· Overseas transactions supporting a contingency may be up to $3,000 (213.305-3)
· Considered advantageous to the Gov’t (13.305-3(c))
· Delivery within 60 days (213.305)
· No requirement for detailed technical specs or technical inspections (213.305)
· When imprest funds are used for simplified acquisitions, they may also be used to pay charges for local delivery, parcel post, c.o.d. charges, and line haul or inter-city transportation charges when the supplier is to arrange for delivery (213.305)

Procedures:

· Purchase based upon an authorized purchase requisition (13.305)
· Ensure adequate funds are available (13.305)
· Place purchases orally and without soliciting competition (13.305)
· Distribute purchases equitably among qualified suppliers (13.305)
· Solicit prompt payment discounts (13.305)
· Use any agency-authorized purchase order form or SF1165 (13.305)
· Endorse purchase order "Payment to be made from Imprest Fund" (13.305)
· Furnish cashier an annotated copy of the document (13.305)
· Require an annotated invoice with delivery (13.305)

Unauthorized Uses:

· Payments of salaries and wages
· Cashing of checks or other negotiable instruments
· Advances other than those authorized below

· Charges for local delivery, parcel post charges (including C.O.D.) when the supplies ordered are to be paid from imprest funds.
· Charges for line haul or inter‑city transportation charges for supplies ordered for payment from imprest funds.

· Other uses of imprest funds for expenditures not related to small purchases.

· Travel advances (note: when Disbursing Agent is not available…see Finance on this issue)
· Travel expenses
· The purchase of postage stamps
· Transportation tokens or passes

