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GENERAL POLICY

Petty cash is a fund set up to take care of small amounts under $50.00 (emergency items, supplies, postage, etc.), and is not intended to take the place of the usual purchasing procedures as outlined in Policy 330, Procurement Policies & Procedures, Section 6. 
Only emergency purchases under $50.00 may be paid through petty cash with prior approval.  
1.
APPLICABILITY AND PROCEDURES

1.1
NMSBVI has established petty cash funds for various departments as approved by the Superintendent.  These funds are assigned to individual program leaders who are responsible for the fund's care and management.  Funds are to be kept in a locked box in a safe or a locked file.  The requestor asking for petty cash funds must fill out a Petty Cash Request Form approved by the appropriate supervisor.  As each disbursement is made, a petty cash voucher or petty cash receipt is made out.  The money is paid and the recipient of the funds signs the receipt as having received the funds and the person approving the expense and reimbursement also signs.  As each payment is made, the paid voucher is entered in a petty cash record (notebook is fine) and then placed with the remaining money in the petty cash box.



The petty cash box should always contain paid vouchers and money equal to the amount of the fund.  Each disbursement reduces the money and increases the sum of the vouchers in the box.  When the money is nearly exhausted, the fund is reimbursed.

2.
REIMBURSEMENT

2.1
Paid petty cash vouchers will be returned to the Business & Finance Department where a check will be written to the person responsible for the amount of the vouchers.  Each voucher turned in will be stamped "paid" so that it may not be reused.  The vouchers are retained with the check stub and filed for the records and for future audits.


2.2
When the check is cashed and the proceeds returned to the petty cash box, the money in the box is restored to its original amount and the fund is ready to begin a new cycle of operation.


2.3
The petty cash box should be reimbursed as often as needed and at least every other month to be able to expense the expenditures to the month in which they were incurred.  It is imperative that all expenses be paid in the fiscal year in which they were incurred.
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