[PETTY CASH ]

RESPONSIBILITIES PROCESS SUPPORT DOCUMENTS

Requests Payment 1. Prepares petty cash voucher and gets approval
2. Submits the petty cash voucher to the cashier and signs for
payment received

Cashier/Secretary

Makes and Records Payment 3. Pays the requestor cash based on the petty cash voucher
. Enters payment in the petty cash ledger
5. Recounts and acknowledges petty cash balance after it is

replenished
Bookkeeper/Clerk
Reviews and Records 6. Reconciles the petty cash box to the petty cash ledger

7. Prepares a check to replenish the petty cash when the

Transaction . e
balance reaches the established minimum

A 4
e

Checks Cash and Approves 8. Conducts surprise counts of the cash periodically
9. Signs check to replenish the petty cash

Replenishment

General Rules

e Establish a maximum for a petty cash request.
*  Protect cash in a safe.
e Sum of cash in box and receipts for cash taken must equal maximum.

*  Establish a minimum cash balance for when to replenish the fund.

Internal Control Risks

e Petty cash is reconciled to approved vouchers signed by recipient and cash in box.
*  Only payments supported by approved vouchers are paid.

*  Recipient signs for cash received.

*  Amount disbursed is written in numbers and letters.



