Petty Cash
Purpose:
The intent of the following policy is to describe the procedures governing the use of Petty Cash. 
Policy:
CDS will as appropriate establish petty cash funds for programs and departments to ensure that necessary items that forward mission and program goals remain accessible to aid in the service delivery system for program participants.

Petty cash including youth funds and employee expense reimbursements require receipts, properly prepared internal forms, and employee and director’s signature.


All checks issued require two signatures.


Authorized signers are limited to the Board President, Vice President, Secretary, Treasurer, Chief Executive Officer, and Chief Operations Officer.  Copies of signature cards are kept on file in the Fiscal Office.
Procedure and/or Process:
1. The Comptroller reviews the request for Petty Cash reimbursement to ensure it’s within approved budget categories, signs and forwards to Chief Executive Officer/Chief Operations Officer for signature. 
2. The check is prepared, charged to the appropriate project, and issued.

3. Responsibility for each petty cash fund is assigned by the Program Director or Department Manager.
Custodian:

· The Custodian for Petty Cash shall be bonded and is responsible for accounting for all receipts with the Fiscal Department and prepares the Reimbursement/Reconciliation Voucher F-FD-1008 and attaches all receipts
· The Petty Cash Custodian signs the Reimbursement/Reconciliation Voucher and forwards it to the Program Director for approval/signature who then forwards it the CEO/Comptroller for approval/signature, who then forwards it to the Fiscal Department for processing.

· The Comptroller then audits the request and signs approval.

· The Fiscal Clerk makes necessary copies and disburses the check, then files the Voucher in the Check file.

· The following items may be purchased with Petty Cash funds

· Cleaning supplies

· Repair and maintenance supplies

· Bus fare for participants

· Entertainment for participants

· Emergency supplies of food, clothing, and toiletries for participants

· Food items for Committee and Board Meetings
· Gas and oil for yard equipment 
· Other inexpensive items deemed necessary for continuity of operations
· Petty cash funds shall be maintained on an imprest (allows only to replenish spending) basis.
· Petty cash funds shall remain segregated from other cash.

· Petty cash disbursements can not exceed $200 at anyone time.
· At the discretion of the Fiscal Officer, audits of any and all Petty Cash funds may occur without prior notice.

Petty Cash Voucher form (F-FD-1008):
· Vouchers are completed in full in ink or otherwise in such manner that would make alterations difficult. 
· Vouchers shall be properly supported by original documents, such as invoices or cash register tapes.
· The amounts on vouchers shall be legibly written and match the attached documentation.
· Vouchers should be submitted to the Fiscal Department along with receipts to replenish Petty Cash accounts.

· The Comptroller or his designee shall review receipts for items bought through the Petty Cash fund to ensure those items are of a current and usual nature.

· Vouchers shall be approved by the Comptroller.

Reimbursements:
· The Comptroller shall review all reimbursement vouchers before reimbursements are made.

· Checks for reimbursement shall be made out to the order of the custodian.

· Reimbursement vouchers and attachments shall be canceled at, or immediately following, the signing of the reimbursing check, so that they cannot be reused.

· Petty cash funds may be periodically counted by the Program Director or Department Manager at any time to further ensure proper accountability. 

· Employee checks may not be cashed out of the petty cash funds under any circumstances.
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