SANTA CLARA UNIVERSITY

PETTY CASH CUSTODIAN'S RESPONSIBILITIES

Departments with petty cash funds are responsible to the University for properly administering these funds.
The following are the required procedures for maintaining the petty cash fund.


1) 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.
2) The Dean or Director will designate a person to be responsible for the fund.  This person is called the Petty Cash Custodian.

3) Any change in custodian will be reported to Suzanne Gaumont, University Finance Office in writing.

4) The custodian is responsible for the safekeeping and accountability of the fund.  These funds shall be Secured in a locked box, in a locked cabinet/drawer and accessible only to the custodian.

5) The petty cash fund shall be kept separate from all other University funds (will not be commingled with department budget).

6) To disburse funds, the custodian will complete a voucher detailing the following information and keep it with the petty cash fund until the time of replenishment.

a) Date

b) Purpose 

c) Amount

d) Attach original receipts, if available, otherwise the custodian will follow up on collecting receipts.

e) Signature of payee

f) Signature of the petty cash custodian
g) All meals and entertainment receipts or mileage expenses must also have a business expense form completed and signed by the department budget manager
7) The custodian will keep the voucher and receipts in the petty cash drawer and will replenish the fund as needed.

8) The petty cash fund will be reconciled to the amount listed on the University's books, as recorded in the University Finance Office, each time the fund is replenished.  A copy of the reconciliation will be attached to the payment request when requesting reimbursement.
9) Complete the following procedures for replenishing the fund:


a) Complete a one Payment Request form.


b) Attach all original vouchers, receipts and a completed petty cash audit form to the Payment Request form.


c) Custodian of record must present the Payment Request form and documentation to Cashier Services for reimbursement (for all reimbursements totaling over $250.00, the payment request must be submitted to Accounts Payable and a check will be issued.)


10) Each year, an additional Petty Cash Audit letter will be sent to each custodian of record. 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. 
I have discussed the above listed custodian's responsibilities with Suzanne Gaumont, Accountant in the University Finance Office and I understand my responsibilities as custodian of the petty cash fund.  I agree to abide by the above referenced guidelines.

_______________________________________________________________________________________________ Custodian's Signature                                                      Department                                

Date


_______________________________________________________________________________________________ Suzanne Gaumont, University Finance Office

                                

Date


	SANTA CLARA UNIVERSITY

	PETTY CASH AUTHORIZATION FORM

	

	

	

	DATE:       __________________________________

	

	

	DEPARTMENT: ________________________________________________

	

	

	MAXIMUM FUND LIMIT: ____________________________________

	

	

	PETTY CASH CUSTODIAN: __________________________________________

	(Type or Print Name)

	

	

	CUSTODIAN'S SIGNATURE: _________________________________________

	

	

	I authorize the above referenced individual to be the petty cash custodian.

	

	

	APPROVAL NAME:__________________________________________________

	(Print or Type)

	

	

	APPROVAL SIGNATURE:____________________________________________

	(Dean or Director)

	

	

	

	

	

	

	

	

	

	________________________________________________________________________________

	University Finance Office use only 

	

	Date Established:_______________________________________

	

	Accounting Distribution:_________________________________

	

	Controller’s Office Approval Signature:_____________________________________________
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