Petty Cash A.’

CONTROLS AND PROCEDURES . ?
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Petty Cash Overview g

Petty Cash is used for small payments of goods or services
A good system of internal controls and procedures are
necessary to ensure petty cash is used appropriately and
to protect against theft or fraud.
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Petty Cash Agenda

Sarmaie
Pty Cash Paicy

<+ Petty Cash Policy

<+ Petty Cash Procedures




Petty Cash
Policy

Sample
Petty Cash Policy

Peftty
Cash
Policy -
Purpose

Petty
Cash
Policy -
Limits
Example:
Balance in petty cash box - € 25

Top up by €225
Max Float Allowed €250

Petty Cash policy
v Purpose

v Limits

v Access

vStorage
vReconciling

v Replenishing

Purpose

Details of use for petty cash
v Postage

v Petrol for Lawnmower
Must not be used for:

X Borrowing

x Payment of wages

x Exceed Limits

Limits

Maximum Transaction Limit
> €25 or €50 per fransaction
Maximum Float Limit

> €250 max

> Review limits annually

Imprest System
Only replenish to the maximum

float amount allowed




Peftty
Cash
Policy -
AcCcCess

Peftty
Cash
Policy -
Storage

Petty
Cash
Policy -

Reconciling

Access

> One person responsible
» Access restricted

» Minimise the risk of errors,

fraud, or unauthorised

expenditure occurring

Storage

»Lockable petty cash box
»Secure location

»Keys stored securely

Reconciling

»The cash should be counted
weekly

»Agree o the balance in the
petty cash book

»Petty cash book must be
reconciled month-end

> Approved by the Principal




Replenishing
Peﬁy > Petty cash top up to the
Cash maximum limit approved by the
Poli board.
Ol | > One cheque per month written
Replenlshlng (Imprest System)

» School Income should not be
used. Lodge intact to the bank.

» Credit card should not be used
» No Debit Cards Allowed

Petty Cash Procedures
Recording Petty Cash

» Treat petfty cash like a bank account
» Record income
» Record Expenditure

» Reconcile each month
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Voucher

for each fransaction

The vouchers must be signed by the
person paying out the cash,
receiving the cash and approved by
the Principal
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Petty Cash Voucher Template

i Caretaker Dare
Amount Requested €50.00

€10.00
Expense incurred €40.00
Raquested By
Description
Approced By Siguature
Recobved By stgnature
Paid out By sigmarure

Pt
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Petty Cash Book example

Record all petty
cash vouchers

Petty Cash

Keeps running
total of petty
cash balance

At end of the
month record
summary in

accounts system

sy
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Transferring to Accounts System

Use bank fransfer
option

Record receipt of
petty cash to the
petty cash
account

sy
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Transferring to Accounts System

Use summary

totals L

from the s

cashbook to

record the total L g Tan Rate o

expense under
the relevant
Nominal Code

Pt
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Transferring to Accounts System

Reconciled balance in the accounts system should agree to the closing balance in the cashbook
as,
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Internal Financial Control Manual

Internal Financial Controls
Manual for Schools
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Petty Cash templates

Further Information
fssu.ie/post-primary
01 2690677
info@fssu.ie

Petty Cash

Q&A




