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Sample	petty	cash	policy	procedure

Click	here	to	create	a	free	help	wanted	ad!	Use	this	form	to	create	a	policy	that	formalizes	how	your	managers	handle	petty	cash	funds.	TRANSFERRING	CUSTODIANS	When	responsibility	of	the	petty	cash	fund	is	transferred	to	another	person,	the	original	custodian	must	replenish	the	fund	to	its	original	cash	balance	by	requesting	reimbursement	for
all	vouchers	and	receipts.	However,	store	it	in	a	safe	place	since	it	is	also	susceptible	to	abuse.	The	purpose	of	petty	cash	funds	is	to	provide	you	and	your	employees	would	have	an	accessible	cash	fund	to	be	used	for	purchases	and	transactions	that	come	in	small	amounts.	There	are	some	things	that	we	describe	as	“small	but	terrible”	and	petty	cash
perfectly	fits	that	definition.	Preparing	for	this	does	not	mean	you	do	not	trust	your	employees;	it’s	just	a	method	of	precaution.	And	make	sure	they	petty	cash	fund	is	not	that	big	that	it	could	already	buy	a	new	coffee	machine.	The	petty	cash	must	always	be	maintained	separately	from	other	cash	drawers,	any	other	revenue	and	personal	money.	All
cash	and	vouchers	for	expenditures	must	be	held	in	a	locked	cash	safe	box	with	access	limited	by	a	key	held	by	the	manager.	It	is	important	to	trust	your	employees	when	they	would	be	using	the	fund	but	it	is	also	right	to	take	precautions.	Don’t’s	for	Your	Petty	Cash	Policy	Do	not	give	every	employee	a	direct	access	to	the	petty	cash	fund;	instead,
have	someone	assigned	as	a	petty	cash	custodian	who	will	be	determining	whether	the	purchase	or	the	transaction	of	an	employee	is	appropriate	and	valid,	and	who	will	also	be	the	one	responsible	for	tracking	the	expenses,	especially	the	receipts.	Additionally	the	petty	cash	fund	must	be	reimbursed	at	year	end.	Every	business	has	a	petty	cash	or	a
petty	cash	fund	that	is	used	for	business	operations	like	in	giving	change	or	in	business	travels.	While	it	is	advisable	to	keep	petty	cash	funds	within	rich,	make	sure	it	is	not	that	accessible	to	just	anyone	who	comes	in	and	out	o	your	workplace.	Petty	cash	funds	are	used	primarily	for	small	expenses	in	the	business.	Make	sure	to	make	your	employees
aware	of	the	purpose	and	importance	of	your	petty	cash	policies	to	make	them	feel	that	they	are	accountable	for	whatever	the	petty	cash	fund	is	spent	on.	The	petty	cash	fund	will	be	reconciled	on	a	regular	basis	by	the	manager	and	audited	occasionally	by	their	supervisor.	All	reimbursement	requests	must	be	made	by	making	a	request	to	accounts
payable.	Disadvantages	We	are	living	in	a	time	where	using	petty	cash	could	be	outdated.	Another	reason	that	it	is	used	to	pay	for	purchases	and	transactions	that	are	small	enough	to	be	in	a	check.	Provide	a	list	that	could	and	could	not	be	spent	with	the	petty	cash	fund	so	that	your	employees	would	be	aware	and	would	have	a	guideline	when	they
would	be	buying	things	and	supplies	for	the	office.	This	is	when	the	role	of	petty	cash	policies	comes	into	play.	Through	petty	cash	policies,	you	will	be	able	to	have	a	mandatory	recording	of	all	the	transactions	and	purchases	made	using	the	petty	cash	fund.	The	purchases	and	transactions	you	make	using	the	petty	cash	come	in	small	bits	and	pieces
but	once	you	add	it	at	all	up,	the	amount	of	money	you	spent	and	used	from	the	petty	cash	fund	might	surprise	you.	Sample	Pettty	Cash	Policy	and	Procedure	council.robe.sa.gov.au	Size:	73.6	KB	Download	College	Petty	Cash	Procedures	stran.ac.uk	Size:	343.3	KB	Download	Municipality	Petty	Cash	Policy	belabela.gov.za	Size:	52.3	KB	Download
Administration	Petty	Cash	Policy	and	Procedure	kingstondc.sa.gov.au	Size:	34.7	KB	Download	Advantages	and	Disadvantages	to	Using	Petty	Cash	in	Your	Business	It	is	a	reality	that	there	is	always	a	good	and	bad	side	to	everything.	Have	a	minimum	and	maximum	balance	for	the	petty	cash	fund.	Topics	include	securing,	creating,	payments	and
vouchers,	reimbursing,	transferring	and	closing	a	petty	cash	account.	Failure	to	record	all	transactions	and	purchases	means	that	you	are	like	throwing	away	potential	business	expenses.	This	is	one	solid	proof	that	a	purchase	or	a	transaction	has	been	made.	Create	an	account	payable	request	for	the	approved	petty	cash	fund	The	manager	will
receive	funds	along	with	the	petty	cash	policy	which	must	be	signed	upon	receiving.	For	business	owners	who	are	still	using	the	petty	cash	system	find	this	system	convenient,	efficient	and	smart	since	there	are	low	dollar	expenses	that	could	be	purchased	and	transacted	in	or	for	the	workplace	on	a	daily	basis	and	if	your	business	Simple	Petty	Cash
Policy	sunysullivan.edu	Size:	741.7	KB	Download	Sample	Simple	Petty	Cash	Policy	northlincolnshireccg.nhs.uk	Size:	433.8	KB	Download	Petty	Cash	Funds	Policy	dhs.state.or.us	Size:	84.6	KB	Download	Policy	on	Petty	Cash	for	the	Department	of	Health	Settlement	nwpg.gov.za	Size:	386.6	KB	Download	Do’s	and	Don’ts	for	Your	Petty	Cash	Policy
Having	mentioned	the	advantages	and	disadvantages	of	petty	cash	policies,	it	is	only	right	to	have	to	list	down	the	do’s	and	don’ts	for	your	petty	cash	policy	in	order	to	have	your	business	lean	more	on	the	advantageous	side:	Do’s	for	Your	Petty	Cash	Policy	Keep	a	minimum	amount	in	your	office	or	at	the	conspicuous	part	of	your	workplace	s	that	your
employees	would	find	it	easy	to	access.	There	are	some	customers	who	would	pay	in	big	amounts	and	there	are	also	no	nearby	stores	where	you	can	break	their	bills.	Purpose	of	Petty	Cash	Policies	The	purpose	of	petty	cash	policies	is	to	provide	you	and	your	employee’s	step-by-step	guidelines	in	establishing,	managing,	and	administering	the	use	of
the	petty	cash	fund.	When	employees	are	asked	to	buy	things	here	and	there	in	small	amounts,	they	do	not	have	to	use	their	own	money	and	wait	for	an	indefinite	time	to	be	reimbursed	since	there	is	a	petty	cash	fund	that	they	can	get	money	from.	Petty	cash	policies	in	the	workplace	can	help	you	and	your	employees	regulate	the	use	of	the	petty	cash
fund.	Using	a	petty	cash	system	is	convenient	for	some	business	owners	and	their	employees	so	that	they	do	not	have	to	make	lengthy	requests	or	use	the	company’s	debit	or	credit	card	for	just	the	purpose	of	just	buying	bond	paper	refills.	SECURING	THE	PETTY	CASH	ACCOUNT	The	manager	assigned	is	in	charge	of	ensuring	the	security	of	petty
cash	money	held	by	their	respective	department.	It	can	be	noted	that	it	uses	the	term	“petty”	which	actually	fits	its	definition	since	petty	cash	fund	is	used	for	transactions	paid	in	small	amounts.	Reasons	for	Using	Petty	Cash	One	of	the	common	reasons	why	businesses	would	be	using	petty	cash	is	in	giving	change	to	customers.	However,	the	amount
of	a	business’	petty	cash	fund	can	vary	depending	on	what	it	is	used	for.	There	is	a	big	chance	that	your	employees	would	be	using	the	petty	cash	fund	for	non-business	related	reasons.	Purpose	1.1.	Petty	cash	should	be	used	for	small	payments	of	goods	or	services	where	it	is	uneconomic	or	inconvenient	to	process	via	purchase	order	(Accounts	…	This
should	include	the	manager's	name,	department,	date	and	signature.	Keeping	track	of	the	transactions	and	purchases	made	using	the	petty	cash	fund	should	be	a	mandatory	part	of	the	record	keeping	system	of	your	business	and	if	not,	it	cannot	be	used	to	deduct	as	one	of	the	expenses	of	your	business.	The	manager	in	charge	is	responsible	for	the
petty	cash	thus	access	to	the	funds	must	be	always	held	in	the	safe	box.	Importance	of	Petty	Cash	Policies	in	the	Business	Now	you	might	think	that	since	petty	cash	comes	from	the	term	“petty”	which	could	mean	little	to	you,	do	not	be	fooled	by	its	‘pettiness’.	There	will	really	come	a	time	that	the	employee	would	have	to	use	his	personal	money	in
case	the	petty	cash	fund	would	not	anymore	be	enough	for	the	purchases	and	transaction	he	or	she	is	ordered	to	make.	REIMBURSING	PETTY	CASH	ACCOUNT	Reimbursement	of	the	petty	cash	fund	must	be	completed	at	least	once	per	month	regardless	of	the	month.	Sample	Petty	Cash	Policy	botanybay.nsw.gov.au	Size:	85.0	KB	Download	General
Petty	Cash	Policy	www4.dcu.ie	Size:	450.8	KB	Download	University	Petty	Cash	Policy	and	Procedure	finance.vanderbilt.edu	Size:	108.0	KB	Download	Sample	University	Petty	Cash	Policy	and	Procedure	pace.edu	Size:	255.7	KB	Download	What	Is	a	Petty	Cash?	It	can	be	used	to	buy	food	and	beverage	supplies	for	the	office	pantry	or	for	office	supplies.
The	company's	policy	is	to	create	a	petty	cash	fund	for	a	department	when	appropriate	to	improve	operations	based	on	providing	availability	to	cash	for	small	purchases	of	products	and	services	where	it	is	not	practical	or	efficient	to	make	the	purchase	through	the	normal	process	of	a	purchase	order.	Few	examples	of	what	could	be	bought	with	a
petty	cash	fund	are	that	it	could	be	used	to	buy	coffee	refills	for	the	office’s	coffeemaker,	to	pay	for	parking	fees	in	a	corporate	building,	or	to	pay	for	terminal	fees	on	boat	and	plane	rides	during	business	travels.	Even	if	petty	cash	comes	from	the	term	‘petty’	does	not	mean	that	a	petty	cash	fund	is	unimportant.	CREATING	A	NEW	PETTY	CASH	FUND
Write	a	request	providing	justification	of	the	petty	cash	account	along	with	designation	of	the	manager	in	charge.	Petty	Cash	Reconciliation	PETTY	CASH	POLICY	1.	Because	of	its	accessibility,	petty	cash	funds	tend	to	be	susceptible	to	abuse	and	misuse.	Make	sure	it	is	not	small	enough	to	buy	even	just	a	single	sachet	of	coffee.	Petty	Cash	Policy
PURPOSE	This	policy	defines	the	policies	and	procedures	to	be	followed	when	starting,	administering	and	ending	the	use	of	petty	cash	funds	for	small	incidental	cash	purchases	by	employees	for	an	amount	up	to	$100.	Through	the	use	of	petty	cash	policies,	petty	cash	funds	are	used	effectively	and	efficiently.	Upon	doing	this	the	management
supervisor	must	be	notified	in	writing	of	the	change	in	custodianship.	PETTY	CASH	PURCHASES	AND	VOUCHERS	An	employee	making	a	purchase	with	petty	cash	must	follow	this	process	1)	Obtain	approval	from	department	manager	or	supervisor	2)	Complete	a	petty	cash	voucher	issued	by	the	department	manager	3)	Obtain	petty	cash	funds	for
the	equivalent	amount	of	the	petty	cash	voucher	4)	Make	the	purchase	and	obtain	a	receipt	5)	Provide	the	receipt	to	the	department	manager	If	an	employee	does	not	obtain	petty	cash	funds	prior	to	the	purchase,	the	employee	should	complete	voucher,	submit	receipts	and	receive	reimbursement	as	soon	as	possible	after	purchase	is	made.	It	is
important	that	is	why	you	have	to	keep	it	in	a	safe	place	during	the	day	and	as	the	work	day	ends,	keep	it	in	a	locked	safe	that	you	or	your	petty	cash	custodian	has	the	key.	Reasons	Why	Businesses	Still	Use	Petty	Cash	System	It	is	aforementioned	that	the	use	of	petty	cash	system	in	this	generation	is	pretty	outdated	but	there	are	still	existing
businesses	that	are	still	making	use	of	this	method.	Losing	the	receipts	would	mean	that	you	are	simply	throwing	away	the	petty	cash	fund.	No	matter	how	useful	petty	cash	funds	may	be	in	every	business,	there	are	also	some	downsides	to	using	it.	CLOSING	PETTY	CASH	FUND	When	petty	cash	is	no	longer	needed	for	a	department	the	fund	should
be	closed	by	reimbursing	the	fund	as	outlined	above	and	then	the	account	should	then	be	returned	to	accounting	providing	a	credit	back	to	the	original	account	withdrawn	from.	It	is	especially	inefficient	for	big	companies	where	it	is	harder	to	track	the	purchases	and	transactions	and	this	raised	the	red	flag	since	the	petty	cash	fund	can	be	used	for
questionable	purchases	and	transactions.	At	some	point,	the	petty	cash	system	has	been	deemed	as	inefficient	since	it	is	not	a	feasible	option	when	employees	would	have	to	make	transactions	and	purchases	that	come	with	a	big	price	tag.	Advantages	Not	all	businesses	make	its	credit	card	accessible	to	all	employees,	and	because	of	that,	petty	cash
funds	would	come	in	handy.	Do	not	forget	to	keep	track	of	all	the	receipts.	A	reimbursement	request	must	include	the	department,	each	receipt	along	with	the	corresponding	accounting	code	to	be	applied	against.	The	manager	must	ensure	that	the	cash	and	hand	plus	vouchers	with	receipts	is	equivalent	to	the	total	amount	disbursed	to	the	petty	cash
account.	Just	because	it’s	only	worth	more	or	less	than	a	dollar	does	not	mean	that	it	won’t	greatly	affect	your	entire	petty	cash	fund.	Overage	and	shortages	must	be	applied	against	the	appropriate	account	as	well.
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