69I-23.003 Establishment of Revolving Fund.

(1) Requests to establish a revolving fund, to continue or to make changes to an existing revolving fund must be submitted in writing to the Department. Requests shall be sent to the:

Bureau of Accounting

Department of Finanical Services

200 East Gaines Street

Tallahassee, Florida 32399-0354

(850) 414-1803

(2) A request to establish a new revolving fund shall include the following information:

(a) The name and FLAIR code of the source fund from which the revolving fund will be established;

(b) The name of the agency and budget entity requesting the revolving fund;

(c) The revolving fund name;

(d) The dollar amount being requested and the basis for the amount of the request;

(e) The proposed types of disbursements to be made from the revolving fund and the anticipated number and amount of disbursements to be made on a monthly basis;

(f) An indication of whether the revolving fund is intended to meet a temporary need or an ongoing need. If the revolving fund is intended for a temporary need, an estimate of the date the fund will no longer be needed should be provided;

(g) A brief explanation of why the fund is needed;

(h) An indication of whether the monthly disbursements are expected to be fairly level or whether peak periods are expected. If peak periods are expected, an indication of when such periods are expected should be provided;

(i) Whether the revolving fund will be maintained as cash-on-hand or in a local checking account;

(j) If the revolving fund is to be maintained in a financial institution, the name and address of the institution must be included; and

(k) The name, position, title and location of the revolving fund custodian.

(3) Requests for a change in or a continuation of an existing revolving fund shall include the following information:

(a) The same information required in paragraphs (2)(a) through (d) herein.

(b) A schedule by month for the last 12 months (if fund has been in existence for less than 12 months, for the time it has been in existence) on the Schedule of Disbursements – Revolving Fund, Form No. DFS-AA-27, effective 3/88, which is hereby incorporated by reference and available from the Department, containing the following information:

1. The number of checks written (excluding checks written to the State Treasury for interest earned or reductions in the authorized amount of the revolving fund);

2. The amount disbursed (less any amounts returned to the State Treasury as reductions in the authorized amount of the revolving fund);

3. The number and dollar amount of reimbursement requests submitted to the Chief Financial Officer;

4. The amount of interest earned; and

5. The vendor number or account code used to request reimbursement for the revolving fund.

(c) Copies of the last two months bank statements.

(d) The name and location of the revolving fund custodian.

(e) The name and address of the financial institution if the fund is located in an institution.

(4) Revolving fund requests received by the Department will be approved in writing indicating the dollar amount approved and the types of expenditures for which the revolving fund is approved. Approval shall be based on review of the above required information, good cash management practices and the agency adequately justifying the need to have the funds outside of the State Treasury.

(5) The Department may require the information specified in subsection (3) herein on a sample basis, or whenever it appears to the Department that the dollar amount approved may be excessive. The Department will notify selected agencies in writing of any revolving funds for which the continuation must be furnished.

(6) The Department may reduce or cancel a revolving fund authorization due to an agency’s failure to comply with the revolving fund rules or authorization.
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