


LA PUENTE VALLEY REGIONAL OCCUPATIONAL PROGRAM

JOINT BOARD POLICIES

PETTY  CASH  FUND
First Reading 
02-01-00

Adopted 

03-14-00

Revised 

04-19-05






BP 
4016


This policy outlines the steps to establish and manage a petty cash fund.

A.
Uses of Petty Cash

1.
Purpose of Petty Cash Funds - A Petty Cash fund of $250.00 will enable staff to pay cash for minor business expenditures that otherwise would require processing through the purchasing department.  


2.
When Petty Cash May Be Used - Reimbursements from petty cash are authorized for purchases and expenditures up to $50.00 per transaction, limited to purchases that are urgent in nature and do not permit time for normal purchasing process requirements.


3.
Accounting Accuracy - Reimbursement for petty cash must be the exact amount of the expense.  Splitting one transaction into several parts, or requesting reimbursement of less than the full amount of the expense are specifically not allowed.  


4.
When Petty Cash May Not Be Used - Petty cash may NOT be used for:




Payment for services performed by employees or non-employees.




Gifts.




Check cashing or IOU's.




Personal loans and cashing personal checks.




Buying hazardous materials.




Traffic citations.




Personal expenses.




Mileage charges.




Interest charges.

B.
Location of Petty Cash Fund

One petty cash fund will be established for ROP staff.  It will be housed at the Education Center.  Petty Cash is available only to ROP staff, with supervisor approval, in the performance of ROP responsibilities.  The custodian of the petty cash fund shall be the Administrative Assistant to the Assistant Superintendent of Business Services.  
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C.
Protection of the Petty Cash Fund

To prevent access by anyone except the custodian, petty cash shall be kept in a locked box in a desk or cabinet that is locked whenever the custodian is absent.  Only the custodian will have access to the keys.

D.
Absence of Custodian

Brief Absence - During absence or vacation, a custodian may place the petty cash fund with a temporary custodian.  The temporary custodian and the regular custodian must inventory the petty cash box and prepare a list of cash, receipts, and reimbursement requests in process.  These must total the value of the petty cash fund.  The temporary custodian signs a copy of the inventory as a receipt.  This receipt is retained by the regular custodian since that individual is transferring personal responsibility for the value of the fund.  When the regular custodian returns, the same procedures must be followed with the receipt retained by the temporary custodian.

E.
Maintaining a Petty Cash Fund

1.
Accounting for Petty Cash Transactions - Proper accounting for petty cash requires that custodians make payments for authorized expenditures only, obtain receipts, and record expenditures.  Note that there MUST be a sales slip, invoice, or other receipt attached to a requisition form for each expenditure.  Any invoice processed for reimbursement must have the name of the vendor and the list of specific items purchased.  Adding machine tape or generic cash register receipts will not be approved for petty cash reimbursement.


2.
Balancing Petty Cash Funds - When reimbursements by the custodian deplete the amount of cash, receipts are added to account for the expenditures and to keep the petty cash fund in balance.  At any time, the total cash on hand plus the total receipts and reimbursement requests in process should equal the original amount of the petty cash fund.  A petty cash fund shall always be balanced before a request is made for replenishment.  

F.
Audits

The petty cash fund will be audited periodically by Accounting Office Personnel.  

