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P6Hx23-5.03
PROCEDURE:
PETTY CASH FUNDS

CASH CONTROL PROCEDURES

I. The Board of Trustees may establish petty cash funds for an amount that will not exceed two thousand five hundred dollars ($2,500) at each campus and one thousand dollars ($1,000) at each site or center.  The petty cash fund will be maintained on the imprest reimbursement system.

II. The President will establish an administrative procedure outlining the guidelines for the College’s petty cash funds.

III. The President shall designate the Associate Vice President of Financial and Business Services as custodian of the petty cash funds who will maintain an internal control system for the funds.

IV. A petty cash fund enables an administrative unit to complete minor business cash transactions as part of their daily operations.  Accordingly, petty cash funds are to be used to pay for miscellaneous and incidental items of small value.

The objectives of the Cash Control Procedure are to ensure there is adequate internal control over petty cash expenditures; petty cash payments are supported by proper documentation, and in compliance with the state rules and purchasing procedures.

The custodian of the petty cash fund is responsible for controlling and safeguarding the fund; ensuring that reimbursements comply with the Board of Trustees’ Rules 6Hx23-5.03, P6Hx23-5.126 and P6Hx23-5.121; verifying and checking that the use of petty cash fund expenditures do not circumvent the College’s purchasing guidelines.

V. Petty cash funds shall be reconciled not less than weekly, and/or whenever a Petty Cash Replenishment is requested.  Reconciliations performed at least weekly improve the detection of possible errors in a timely manner.  The latest reconciliation, documented by the completion of the Cash Count form shall be retained in the petty cash box.  The Business Office custodian responsible for the petty cash funds must ensure that the petty cash imprest is reconciled at all times.  The reconciliation confirms that the cash funds on hand, plus the petty cash vouchers equal the imprest total.

VI. Whenever there is a change in custodians, the cash count and reconciliation of the fund shall be documented by both the former and the new custodian via the Cash Count form.  This Cash Count form will be retained by the campus or site Business Office for audit review.  A Petty Cash Handover form shall be completed and submitted to the Financial and Business Services Office along with a copy of the Cash Count form.

VII. Cash shortages and overages shall be reported immediately to the supervisor and the director of Student Accounting.  A written report must be submitted to the director of Student Accounting within the next working day of discovery.

In the event of theft, also contact the campus Security Office to file an incident report.  A copy of the incident report shall be attached to the Petty Cash Replenishment form.  The director of Student Accounting will then discuss what corrective action needs to be taken.

VIII. Petty cash funds should be replenished periodically, at least bi-weekly at a minimum, via the Petty Cash Replenishment form to assure reasonably current recording of disbursements to Budget and General Ledger.  When replenishment requests are submitted at least every two weeks, this ensures values are posted to the General Ledger in a timely manner.

IX. For campus and site Business Offices maintaining petty cash funds, change funds, and other cashier drawer funds etc., each fund must be accounted for separately and not commingled (i.e. physically separated).  Change funds are to be utilized for the making of change only and may not be used for the disbursements for petty cash funds.

X. All petty cash funds are subject to periodic, unannounced audits.

History:
Adopted 4/20/93.  Effective - 4/20/93; 5/21/01.  Filed – 5/21/01.  Effective – 5/21/01; 9/18/06. Filed – 9/18/06.  Effective – 9/18/06; 4/17/12.  Filed – 4/17/12.  Effective – 4/17/12.
P5.03-


