SANTA CLARA UNIVERSITY
PETTY CASH ADMINISTRATIVE GUIDE

Purpose:
Some departments of the University may have the need to establish a petty cash fund.  A petty cash fund consists of a small amount of cash which is used by a department for minor business expenditures. 
Procedure for Establishing a New Fund:

New Custodian and Custodian’s Dean / Director

· Completes the Petty Cash Authorization Form, Petty Cash Custodian’s Responsibilities and a Payment Request form for the amount needed

· Submits documentation to Accounting Assistant and meets with Accounting Assistant to review Custodian’s responsibilities.

Accounting Assistant

· Obtains approval signature from the Accounting Manager or Controller.

· Determines the correct distribution string.  If the fund is 11001, finds an appropriate account from the petty cash accounts numbered 1127 to 1198.  If the fund is not 11001, uses account 1126.

· Updates the master list of petty cash funds which shows the distribution string, the Custodian and the dollar amount.

At all times, the sum of the cash and receipts in the petty cash “drawer” (or other locked location) should equal a fixed amount which is determined at the time the fund is established.

The amount of the petty cash fund depends of the specific needs of the department.  The Controller’s Office must approve the amount of the petty cash fund. Within the department, one person should be assigned to be the petty cash custodian for the fiscal and physical control of the fund.   Cash should always be locked in a secure and inconspicuous area with controlled and limited access.  Failure to properly safeguard cash or follow proper petty cash procedures will result in the removal of this fund from the department.  

Procedures for Petty Cash Disbursement
The petty cash fund is used to pay for minor University business expenditures in accordance with University Policies and procedures.  The funds will only be used for University business related expenditures. To disburse funds, the custodian will complete the following steps:

· Receives Payment Request and/or receipt(s) from requestor.
· Prepares Petty Cash Voucher or Petty Cash Disbursement Log (see appendix) with date, name, purpose and amount. Attaches signed voucher to original receipts and retains with petty cash lock box. All meals and entertainment receipts or mileage expenses must also have a business expense form completed and signed by the department manager.
· Disburses cash to requestor.

· Obtains signature from requestor on Petty Cash Voucher/ log to evidence cash was received. Custodian also signs voucher.
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Procedures for Petty Cash Replenishment
When cash is needed, balances the cash plus sum of receipts to authorized petty cash amount. The custodian:
· Counts petty cash, reconciles and completes a Petty Cash Audit form. Any differences must be explained.
·  Differences on the audit form in excess of $20.00 (twenty dollars) need to be verified and signed off by the Controller’s Office.

· Request replenishment of petty cash from the University Cashier if less than $250.00 on one payment request form (fund by Accounts Payable Quick Voucher if total exceeds $250.00). The correct distribution strings for the total of all petty cash disbursements need to listed on the payment request form. Any difference needs to be charged to the cash over and short account number (7426). 
· A department manager must sign and approve both the petty cash audit form and the payment request form or quick voucher form.

· Attach to signed and approved Payment Request form / Quick Voucher:
· all original signed vouchers / log 
· receipts
· completed Petty Cash Audit form
· If requesting reimbursement from the University Cashier, the custodian of record must be present.
Procedures for Petty Cash Custodian Transfer 

When a petty cash fund needs to transfer to a new custodian, documentation needs to be completed to assign a new custodian to an existing petty cash fund.

New Custodian

· Completes Petty Cash Custodian’s Responsibilities form.

· Completes Petty Cash Audit form. Agrees sum of cash and receipts to authorized amounts.  
· Obtains Department Manager signature for any over / short balance and notifies the Controller’s Office of any over / short balance.

· Submits documentation to Accounting Assistant and meets with Accounting Assistant to review Custodian’s responsibilities.

· Completes all necessary forms and process to have petty cash fund replenished to total authorized petty cash fund balance.
Accounting Assistant

· Updates the master list of petty cash funds. 
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Procedures for Closing a Petty Cash Fund 

Custodian / Manager

· Balances the fund using a Petty Cash Audit Form and attaches final receipts
· Obtains Department Manager approval on Petty Cash Audit form 
· Meets with Accounting Assistant in Controller’s office to verify all information and codes Deposit Report to return cash balance to Cashier.

· Keeps a copy of stamped deposit report to verify closure.

Cashier

· Receives cash using standard deposit procedures.

· Notifies Accounting Assistant of the closure.

Accounting Assistant

· Updates master list of petty cash funds.

Procedures for Audit of all University Petty Cash Funds

Each year, an additional Petty Cash Audit letter will be sent to each custodian of record to detect unreported changes in Custodian and to determine whether Custodian’s authorized amount is intact. This letter is to be completed promptly and returned to the University Finance Office. Failure to do so may result in removal of the petty cash fund from the department. 

Accounting Assistant

· Sends an email with attached audit form to all Custodians requesting that each Custodian balances his/her fund and submit the reconciliation to Accounting Assistant.

· Verifies completed audit forms

· Compares reconciliations to master list of petty cash funds.

· Makes adjustment entry for over / short balances.

· Makes reclassification entry for any change in accounting distribution.

· Updates master petty cash list for any Custodian changes or changes in accounting distribution.

APPENDIX A
Form Samples


[image: image1.emf]Department Name

Total Petty Cash Authorized 200.00 $  

COIN COUNT CURRENCYCOUNT

0.01 $          5 0.05 $     1.00 $           5 5.00 $        

0.05 $          5 0.25 $     2.00 $           0 - $          

0.10 $          7 0.70 $     5.00 $           1 5.00 $        

0.25 $          12 3.00 $     10.00 $         0 - $          

0.50 $          0 - $       20.00 $         0 - $          

1.00 $          0 - $       50.00 $         0 - $          

100.00 $       0 - $          

Sub Total 4.00 $     Sub Total 10.00 $      

Total cash 14.00 $      

14.00 $      

186.00 $    

  TOTAL CASH AND RECEIPTS 200.00 $    

  DISCREPANCY Total Over / (Short) - $          

Explanation for discrepancy (if any):

Custodian Signature:

Date:

Manager Signature:

Controller Office Approval (if needed)
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TOTAL CASH ON HAND

TOTAL DISBURSEMENT RECEIPTS 


APPENDIX A (Continued)

Sample Forms

Petty Cash Voucher Form
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Office Depot Item # 223-446 (two part form)
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EXCESS 

CASH 

RETURNED (IF 

APPLICABLE) 

(B)

TOTAL 

DISBURSED 

(A - B)

RECIPIENT 

INTIAL (UPON 

RETURN OF 

EXCESS 

CASH) ACCOUNTING STRING

PETTY CASH FUND LOG

DEPARTMENT PETTY CASH FUND NUMBER
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		PETTY CASH AUDIT BALANCE SHEET

		Department Name

		Total Petty Cash Authorized												$   200.00

		COIN		COUNT						CURRENCY		COUNT

		$   0.01		5		$   0.05				$   1.00		5		$   5.00

		$   0.05		5		$   0.25				$   2.00		0		$   - 0

		$   0.10		7		$   0.70				$   5.00		1		$   5.00

		$   0.25		12		$   3.00				$   10.00		0		$   - 0

		$   0.50		0		$   - 0				$   20.00		0		$   - 0

		$   1.00		0		$   - 0				$   50.00		0		$   - 0

										$   100.00		0		$   - 0

		Sub Total				$   4.00				Sub Total				$   10.00

										Total cash				$   14.00

		TOTAL CASH ON HAND												$   14.00

		TOTAL DISBURSEMENT RECEIPTS												$   186.00

		TOTAL CASH AND RECEIPTS												$   200.00

		DISCREPANCY Total Over / (Short)												$   - 0

		Explanation for discrepancy (if any):

		Custodian Signature:

		Date:

		Manager Signature:

		Controller Office Approval (if needed)
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		PETTY CASH FUND LOG

		DEPARTMENT						CUSTODIAN				PETTY CASH FUND NUMBER						DATE RANGE

		DATE		NAME OF RECIPIENT		SIGNATURE OF RECIPENT		DESCRIP. OF EXPENSE		AMT DISBURSED (A)		EXCESS CASH RETURNED (IF APPLICABLE) (B)		TOTAL DISBURSED (A - B)		RECIPIENT INTIAL (UPON RETURN OF EXCESS CASH)		ACCOUNTING STRING






