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General Information
The purpose of this policy is to establish procedures for petty cash funds and the custody of those funds.

The Foundation may establish a petty cash fund for a maximum of $500; exceptions are allowed per the approval from the Chief Financial Officer or his/her designee.

The Foundation will close an authorized petty cash fund that is not operated in accordance with these procedures.

The Foundation will conduct random audits of selected funds once per year.

The Foundation will hold the petty cash custodian liable for misuse or mismanagement of funds.

Petty cash funds must be kept in the project holders locked safe, desk, cabinet or other secured area.

Petty cash funds may not be used for personal use, loans or the payment of services, rentals, prizes or awards.  Payment of services, rentals, prizes or awards must be made through Accounts Payable to facilitate1099 reporting of taxable income.

Establishing a Petty Cash Fund
To establish a petty cash fund, complete the Petty Cash Custodian Form   (Exhibit A) available on the WEB-http://foundation.csupomona.edu/financial.  The authorized signer (project director) of the Foundation project must sign the form.  Upon approval by the Financial Systems Accounting Dept., the project holder submits a Disbursement Voucher for the funds requested, charging object code 1030.   The check will be mailed to the Petty Cash Custodian.  Petty Cash Custodian  and  may present the check to the Foundation Cashier for cash with the proper identification.

The project director requesting the establishment of a petty cash fund is responsible for:

· Ensuring the custodian understands and complies with the policy requirements of ABS 83-13;

· Ensuring the disbursements are in compliance with the educational mission of the University, the policies and procedures of the Foundation, and the restrictions of the project;

· Ensuring the proper security of funds and prompt reporting of losses;

· Ensuring accountability is maintained for the fund;

· Ensuring the correct amount is promptly deposited with the Foundation Cashier when the fund is terminated.

Increasing a Petty Cash Fund
The project director may find that because a petty cash fund is replenished more frequently than once a month, the amount of the fund may need to increase, not to exceed a total fund amount of $500. 

To increase a fund, the department must submit a Disbursement Vouchert for the amount of the increase, charging object code 1030 (Petty Cash). Upon approval of Financial Services, a check will be issued. The Petty Cash Custodian may present the check to the Foundation Cashier for cash with the proper identification.

Decreasing or Closing a Petty Cash Fund
When a project director decides that the petty cash fund should be decreased, the amount is returned and deposited with the Foundation Cashier.  The deposit will credit the original project charged, using object code 1030 (Petty Cash).  A copy of the cash receipt issued for this deposit or a memo from the authorized signer requesting the decrease should be given to the Financial Systems Accounting Dept. by the Cashier. 
Changing a Custodian
When a change in the petty cash custodian is required, the project director must safeguard the fund and account for the fund's cash.  The cash on hand must be counted, receipts reconciled, and the results of the reconciliation recorded on the Petty Cash Log/Envelope by the project director before relieving the current custodian. If the custodian does not complete this step, the project director must reconcile the fund.  When a new custodian is appointed, the new person should count the cash and reconcile the fund using the Petty Cash Log/Envelope.

The project director for the project holding the fund completes the Petty Cash Custodian Form designating the new custodian. The form shall be submitted along with the Petty Cash Log/Envelope, the receipts for the funds used and a completed Disbursement Voucher to replenish the fund, to Accounts Payable for further processing. Financial Services will adjust the financial records to reflect the new custodian.

Managing a Petty Cash Fund

Petty cash funds are established for reimbursement of small out-of-pocket expenses incurred in the course of conducting Foundation business.  Petty cash funds promote efficiency and economy to the Foundation by eliminating the preparation of checks for small amounts.

Generally, petty cash transactions will consist of emergency supplies, parking expenses, etc.  Receipts must be obtained to support the disbursements. 

It is the duty of the custodian to insure that the disbursement is appropriate and is an allowable expense.

All expenditures must be logged on the Petty Cash Reimbursement log/envelope (Exhibit B) as the funds are issued. The recipient of the funds should sign the envelope as the funds are issued. The Custodian must approve all expenditures. The date of the expenditure, the vendor used, the item purchased and the purpose for the purchase, the object code to be charged (i.e., 7225 for postage) and the amount should be recorded on the log/envelope.

As the custodian disburses the petty cash funds, the following procedures must be followed:

1. All expenditures should have original receipts.  Copies of receipts are not allowed.

2. Receipts should have complete documentation.

a. Vendor Name

b. Date

c. Item Purchased

d. Purpose 
Replenishing the Petty Cash Fund

The fund is to be reimbursed as fund is depleted. The expenditures logged on the Petty Cash Reimbursement log/envelope are totaled and the cash on hand is also recorded on the envelope.  The total expenditures and cash on hand should equal the total petty cash fund.  The authorized signor signs the Petty Cash Reimbursement envelope under Departmental Approval after reviewing all expenditures. A Disbursement Voucher is then completed.  The payee is the petty cash Custodian, with “Petty Cash” written underneath the name.  All of the expenses are then listed, grouped together by object code.  The Disbursement Voucher should be signed by the Custodian and approved by the authorized signor.  The Petty Cash Reimbursement log/envelope is attached to the Disbursement Voucher and is sent to the Accounts Payable Dept. for processing a check.

Petty Cash Public Relations Voucher (PCPRV)

In cases where a petty cash fund is replenished for public relations expenditures, a Petty Cash Public Relations Voucher (PCPRV) can be used (Exhibit C).  The PCPRV should be completed with an explanation of the purpose and or benefits to the University and/or Foundation.  The PCPRV should be submitted to the Accounts Payable Dept. along with a Disbursement Voucher form and Petty Cash Log/Envelope with supporting documents and the approval of the authorized signor.
Reconciling Petty Cash Fund and Reporting Losses

The fund is to be reconciled monthly. Count the cash on hand and add up the receipts, the total should equal the authorized amount of the fund. If there is an overage or shortage was caused by carelessness on the part of the custodian, the project director will make a determination as to whether to replace the custodian.

In compliance with Executive Order 813, any shortages over $50 as the result of theft, fraud, defalcation, or other irregularities should be reported to the project director,  and any of the following individual; Chief Financial Officer, Chief Operating Officer, and Chief Executive Officer by the next business day.  Losses will be investigated by the Chief Financial Officer and any recommendation made by the Chief Financial Officer must be implemented before the fund is replenished.

To return the fund to the original amount, complete a Disbursement Voucher and submit to Accounts Payable, charging the overage or shortage to the department's project using object code 7030(Cash Variance).

Safeguarding the Fund
The petty cash fund must be in the control of the custodian.  Only the custodian should be allowed access to the fund.

The cash must be kept in the custodian’s locked safe, drawer, file cabinet or other secure area.

.

Establishing a Fund in the Financial Records
Upon receipt of a completed and approved Petty Cash Form, Accounts Payable will establish a vendor file with the custodian as the payee, with “Petty Cash” written underneath the name.  All petty cash funds should be paid from this vendor file and should not be included with other payments to this employee.

   Reconciling Financial Records
Financial Services obtains a listing of the custodians established in the system.  The list contains the custodian's name, location, Project number, and the amount of the fund.  A notification is sent out to custodian or project director informing them that all petty cash funds should be submitted for reimbursement at June 30 to ensure that expenditures are recorded in the proper fiscal year.
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