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Petty Cash Policies and Procedures

Definition of Petty Cash:  Petty Cash is defined as the use of cash, as opposed to a purchase order, to facilitate minor purchases of goods and services.  In most cases, the expenditure will be made in advance, and petty cash will be the means of reimbursement for the expense.  

Dollar value limits on Petty Cash:  Generally, Petty Cash may not be requested in excess of $100.00.  Exceptions may be made by the Business Office when warranted by justifiable circumstances.

Approval of Petty Cash:  All Petty Cash vouchers coded to an academic budget under the purview of the Dean of the College require approval of the department chair for the budget (s) charged. In rare cases where Petty Cash vouchers coded to an academic budget exceed $100, the Dean of the College’s approval is required. Also all Petty Cash vouchers coded to either an entertainment budget (251) or a travel budget (745) need the Dean of the College approval regardless of amount. All Petty Cash vouchers coded to an administrative budget, regardless of amount, require the approval of the respective Senior Staff member.
Maintenance of Petty Cash:  The bulk of Petty Cash is maintained in the Business Office through the Cashier’s window.  Petty Cash vouchers are used to disburse the money for expenses, and reconciled weekly by the Cashier with the Accounts Payable Journal.
Receipts for the items purchased are attached to the voucher when payment is received.
Petty Cash Funds outside the Business Office:  Based on need, other offices are allowed either temporary or permanent Petty Cash funds, as approved by the Controller.  Adequate documentation must be shown to the Controller for establishment of a Petty Cash fund outside of the fund maintained by the Business Office. 

Maintenance of Other Petty Cash Funds:  Once a fund has been approved by the Controller, a Petty Cash voucher is completed and money disbursed from the Petty Cash fund in the Business Office.  Funds are then maintained by a single individual in the funded area.  If, at any time, it is deemed that the fund is no longer necessary, or the fund remains unused for a period of six months, the remaining balance and receipts are to be returned to the Business Office Cashier and the fund will be dissolved.

The total cash held by all areas is an asset of the College and must be controlled and audited by the Business Office.  At any point in time, an audit of Petty Cash may be conducted by the A/R Supervisor.  The total of all cash and receipts held against cash disbursements must equal the total amount of Petty Cash withdrawn by the area.  If an area holding a Petty Cash fund is found to be in violation of these rules, the fund can be revoked immediately and without prior notice by the Controller.  
No cashing of personal checks is allowed from these funds.  The only exception to this is made at the discretion of the Cashier or the Controller at the Cashier’s window in the Business Office.  

As of the date these policies were updated, there was only one approved Petty Cash fund outside of the Business Office which is located in the Building and Grounds Office and is less that $100.

Security of Petty Cash Funds:  All Petty Cash funds are to be maintained in a secure location.  They are to be handled by one person in the area, designated as the Custodian of the funds.  
All funds should be reconciled weekly for accuracy.  Any shortages or overages in the Petty Cash fund are to be reported immediately to the Controller.  Any theft of the Petty Cash fund should be reported to the Controller and to Campus Security immediately upon discovery.  Any losses to the Petty Cash fund are the responsibility of the area in which the fund in maintained.
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