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Purpose

To establish company policy regarding petty cash disbursements.

Policy

Purchase orders will not be required for petty cash disbursements if a petty cash receipt is completed. Petty cash disbursements will be authorized by the appropriate director for the department being charged for the petty cash. Receipts and change will be required to reconcile the petty cash received with the receipts for payment.

Reimbursements not necessitating petty cash will be made by accounts payable check.

Petty cash on hand will be limited to $200 and disbursements will be made at the discretion of the Financial Management. Petty cash will be replenished from registration payment deposits and documented as such in the appropriate journal entries.

Applicability

This policy applies to all requests for cash disbursements.







