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Washi ngton O fice Instruction Menorandum No. 98-103 mandat es the
close out of all inprest fund accounts used for paynent purposes.

The National Centers inprest fund will be closed out on Friday,
August 28, 1998. In lieu of the inprest fund, enployees will use
other tools to neet the requirenents previously net by the

| mprest Fund. Sone of these tools are:

o The use of ATM privileges afforded by the Anerican
Express travel card for travel advances.

° Use of the VISA purchase card for small purchases
previously paid for in cash.

o Aut omat ed processing of cash awards through the payrol
system

° Use of VI SA conveni ence checks in instances where the

purchase card i s not accepted.
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Wth regard to the use of VISA conveni ence checks, the follow ng
is the policy that will be followed at the National Centers:

- VISA checks will be issued to the Inprest cashier and
al ternate.

- Due to the m ni mum per check charge of $3.50, the m ni mum
anount for which a VI SA conveni ence check nmay be witten will be
$3.50. Snaller anpunts incurred by enpl oyees nmay either be saved
until the $3.50 limt is met or exceeded or nmay be added to
travel vouchers for reinbursenent.

Questions regarding | nprest Funds nmay be directed to Lynne
Lotvedt at 236-6485.
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