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	Purpose:
	To maintain and safeguard petty cash available for (ORGANIZATION NAME)’s use.

	Mandated by:
	Funding Sources, Internal Controls

	Applies to:
	(ORGANIZATION NAME) corporate financial functions

	Definitions:
	· 

	For more information:
	n/a


Text of Policy:

(ORGANIZATION NAME) maintains a petty cash fund in the amount of $300.00.  Reimbursement for expenses paid from petty cash is made from the operating account.  Expenses are charged to the appropriate account at the time of reimbursement.

The Administrative Associate is responsible for the petty cash funds.  These funds are segregated from other cash.  Vouchers are completed in ink with amount, description and authorization.   Invoices or cash receipts support vouchers.  When the cash level reaches $50.00 or less, a report is generated and a check to replenish petty cash is requested.

The CFO reviews the reimbursement vouchers before reimbursements to petty cash are made.  Vouchers are stapled to reimbursement checks that are made out “Cash”.  The Financial Associate or CFO then takes the check to the financial institution of record, cashes the check and replenishes the petty cash fund.   The money is given to the Administrative Associate, who counts and signs acknowledgement of receipt. The corresponding check stub is then filed with the supporting receipts and invoices.

Cashing of payroll checks is prohibited.

