POLICY STATEMENT

PETTY CASH FUNDS

Revised May 2007
Petty cash funds are set up at pre-determined locations to be used for minor expenditures.  These funds should be used sparingly.
Policy

· Petty cash funds should be kept at fixed amounts (e.g. $300), to be used for MINOR expenditures. Minor expenditures are defined as less than $100, except for wholesale warehouse purchases which require cash.  The amount of these funds will depend on usage and should be reimbursed at least once a month.  During peak petty cash usage, for instance registration and book-buy back time, petty cash funds may be temporarily increased, but will return to previously authorized levels afterwards.  The Assistant Vice President of Finance must approve the establishing of any petty cash fund, as well as all requests for temporary increases in such funds.

· At any given time, the cash on hand in the fund plus all un-reimbursed petty cash receipts must equal the total approved amount of the fund.

· The cash in the fund should be kept physically separate from personal or other funds and should be kept securely locked.

· No personal use or check cashing from the departmental funds is allowed.
· All expenditures must have a properly filled out petty cash voucher (see attached Exhibit A) with original invoices or receipts and the appropriate cost center/account & business purpose listed.  If it is not possible to get these supporting documents, clearly explain this on the voucher and get supervisor approval.  Once paid, these supporting documents must be stamped “paid” to prevent re-use.  
· One person should be assigned the responsibility for maintaining the fund, with one backup person. Only these two persons should be allowed access to the cash in this fund.

· At least once during the year, Financial Affairs will attempt to make an unscheduled Petty Cash count to verify that procedures are being followed. Our external auditors may also decide to do petty cash counts.
· Reconcile & return the petty cash fund to your supervisor (or successor) before termination of employment.

Procedure

· To establish a petty cash fund make a written request to the Assistant Vice President of Finance, requesting the amount needed to establish the fund, outlining the purpose and necessity for the fund, and noting who will be the primary and secondary persons responsible for management and safety of the fund. Such funds usually will be discouraged unless there are significant reasons for having them.

· When the cash balance gets low, the person responsible should submit a completed petty cash reimbursement form (Exhibit B) with attached vouchers to Accounts Payable at Headquarters for reimbursement, allowing adequate time (normal check request deadlines) for turnaround.  This must be done at least once a month.  The reimbursement form should be kept current on a daily basis so that the Petty cash manager knows the balance of the fund at all times. This form can be kept on computer, with the template provided by the Finance Department.  

· All petty cash funds must be cleared at year-end, June 30, or as close to that date as possible, to bring the balances back up to the authorized level at that time to ensure all current year expenditures are accounted for in that year.  This is required for auditing purposes.  

Exhibit A.  Petty Cash Voucher

	George Fox University
	 
	 
	 

	PETTY CASH VOUCHER
	
	
	 

	 
	
	
	
	
	 

	COST-CENTER/ACCT#______________
	          DATE  ____________
	 

	 
	
	
	
	
	 

	VENDOR _________________________________
	 

	 
	
	
	
	
	 

	PURPOSE  ____________________________________________

	 
	
	
	
	
	 

	AMOUNT  _______________
	
	
	 

	 
	
	
	
	
	 

	SIGNATURE  _______________________
	
	 

	 
	
	
	
	
	 

	** PLEASE COMPLETE VOUCHER BEFORE GIVING PETTY CASH OUT

	


Exhibit B. Petty Cash Log 

	GEORGE FOX UNIVERSITY

	PETTY CASH LOG FOR ACCOUNTING

	FOR MONTH OF _________________

	
	
	
	
	
	

	
	
	
	Petty Cash Balance
	 $         300.00 

	VOUCHER
	
	ACCOUNT
	
	
	

	NUMBER
	DESCRIPTION
	NUMBER
	DEPOSIT
	DRAW
	BALANCE

	 
	BEGINNING CASH BALANCE
	 
	 
	 
	300.00 

	 
	 
	 
	 
	 
	300.00 

	1
	Fred Meyer - food for meeting
	6100-52200
	 
	20.00 
	280.00 

	2
	Lazerquick – copies
	2500-54500
	 
	10.00 
	270.00 

	3
	P. Office  - payment for stamps
	6100-54500
	1.70 
	 
	271.70 

	 
	
	
	
	 
	271.70 

	 
	 
	 
	 
	 
	271.70 

	 
	 
	 
	 
	 
	271.70 

	 
	 
	 
	 
	 
	271.70 

	 
	 
	 
	 
	 
	271.70 

	
	ENDING BALANCE *
	
	 
	 
	271.70 

	
	
	
	
	
	 

	
	AMOUNT REQUESTED **
	
	
	
	28.30 

	
	
	
	
	
	

	
	
	
	
	
	

	* I have counted the cash & it agrees to the balance on the spreadsheet    _______________________

	** Amount requested is difference between Petty Cash fund balance and ending balance.

	
	
	
	
	
	

	Please remit this form (with all original receipts & vouchers) with your reimbursement request


PETTYCASH.DOC
