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      Accounting Policy &                       Procedures Handbook
            
              City of East Point, GA
	Section
Cash and Investments
	No.
      04

	
	Subsection
Cash Disbursements – Petty Cash
	No.  
     02.01

	
	Description
Processing Petty Cash Reimbursments

	No.
     05.00



LEGAL/GAAP REQUIREMENTS:	Not applicable

PURPOSE:	Identify the procedures necessary to reimburse employees from petty cash.

RESPONSIBILITY:	Petty cash custodian

POLICY:	The petty cash custodians are required to follow the petty cash reimbursement procedures as documented in this procedure.

PROCEDURES:	

	1.	Departmental petty cash must be maintained in a safe secure location.

	2.	Petty cash custodians should be limited to one or two department employees and the department director.

	3.	Employees desiring reimbursement from petty cash must complete a "Petty Cash Reimbursement Request" form as illustrated on the next page.

	4.	Upon department director approval of the request form, the petty cash custodian reimburses the employee.

	5.	Petty cash advances:

	5A.	If an employee does not have adequate personal cash to purchase the items that subsequently will be reimbursed from petty cash, a cash advance may be made.

	5B.	The above form must be completed with the "brief description" section completed as "petty cash advance."

	5C.	For non-travel advances, the return of the advance less the amount of the purchase should be made within 48 hours.

CITY OF EAST POINT 			         PETTY CASH VOUCHER		

Petty Cash Voucher Date: ________________ Amount: $ _________________

Department ______________________________________________________

For: ____________________________________________________________

Account No: _______________________ Paid to: _______________________

Recipient’s signature: ______________________________________________

Department Head Approval signature: _________________________________

Petty Cash Custodian: ______________________________________________
(Amounts over $50 must be approved by Finance Director or reimbursed via Accounts Payable)

Finance Director: __________________________________________________

[bookmark: _GoBack]
	
 


