
 Petty Cash Authorization (5.06.05.2)
PURPOSE

This policy and procedure documents the process for authorizing departmental petty cash accounts.
· The Vice President for Business and Finance can, with proper justification, authorize the Bursar to allocate the department or budgetary head a petty cash fund.
· The petty cash fund amount is specifically authorized by the Vice President. 

· The Petty cash is to be used as a change fund only; no purchase is to be made from the petty cash fund. Loans and advances to employees for personal use from petty cash funds are forbidden as is check- cashing. 

· The facilities for safekeeping must be available and appropriate, and all petty cash funds must be kept separate from all other departmental funds and not co-mingled.

· The departmental custodian of the petty cash fund is responsible for securing all funds.
· All losses or shortages to the petty cash fund must be reported immediately to the Bursar. Such shortages will be charged to the applicable departmental account.

· The petty cash fund is subject to audit and should be balanced daily.


REFERENCES

Petty Cash Authorization Form
