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POLICY STATEMENT 
 

Petty cash funds are established to provide a readily available source of funds for the payment of small, 
incidental, miscellaneous expenses. The purpose of these funds is to avoid the need for writing checks for 
small amounts needed to facilitate quick and/or minor disbursements. 
 

PROCEDURE 
1. The amount of petty cash on hand will be $200.00. 
2. The Office Administrator will be the primary custodian of the petty cash fund. 
3. No items greater than $50.00 will be paid from petty cash with the exception of the purchase of 

postage and training materials.  
4. Reimbursement will be made only upon submission of proper documentation, (i.e. original receipts 

signed by the purchaser). Sales tax will not be reimbursed.  The receipt must state what the purchased 
item(s) are if not clearly designated and what event/activity the expenditure will be billed against. 

5. At the time the reimbursement is made, the custodian will prepare a numbered Petty Cash Voucher 
indicating the date and type of expenditure. The voucher will be signed by the employee receiving 
reimbursement and then attached to the receipt. The custodian will sign on the “approved by” line. 
Supporting invoices/receipts are clearly marked “PAID” 

6. The voucher will then be recorded in numerical order in the petty cash voucher logbook, which is 
maintained by the custodian.     

7. On a monthly basis or as often as needed, the custodian will submit a request for replenishment of the 
petty cash fund. The request will be made by submitting a “Petty Cash Reimbursement Request”. 

8. The cash fund shall be maintained in a locked secure location. 
9. Unannounced audits will be periodically performed by the Finance Director to ensure proper 

management. 
 
 
 
PARTIES AFFECTED 
Coalition Board members and current Coalition employees 
 
ASSOCIATED DOCUMENTS / FORMS 
Petty Cash Reimbursement Request Form, Petty Cash Voucher 
 


