
2.5 - Pe t t y Cash Account s - Policy 

Sect ion:          Finance  
Subject :          Pe t ty Cash Account s 
Policy:              2.5 
Approved:      August  22, 1995 
Revised:          November 1, 2015 

The  Board of Directors shall authorize  Management  t o est ablish pe t ty cash account s, 
t o a maximum of $400 each, for programs and dist rict  offices, as required. 

The  VP Finance  shall de t e rmine  guide lines for t he  method of using such 
account s.  (September 13, 1982) 

 

2.5 - Pe t t y Cash Account s - Proce dure  
Sect ion:          Finance  
Subject :          Pe t ty Cash Account s 
Procedure :     2.5 
Approved:      February 2001 
Revised:          November 1, 2015 

As pe r Policy 2.5, guide lines for using Pe t ty Cash Account s have  been est ablished as 
follows: 

Each sit e  will be  issue d a small sum of mone y to be  ut ilized for pe t ty cash. The  amount  
will be  de t e rmined by the  VP Finance .  This fund is for day-to-day operat ing 
expenses.  Examples of appropriat e  expenses include  paper, post age , fre ight , e tc. 

One  individual, othe r t han the  program coordinator, will be  designat ed in charge  of 
pe t ty cash. 

"Pe t ty Cash" and the  name of t he  designat ed individual will show on the  payee  line  on 
all pe t t y cash re imbursement  cheques, e .g., "Jane  Smith  - Pe t ty Cash ". 

Pe t ty cash will be  kept  out  of sight  from the  general public in a locked cash box.  St aff 
access t o t he  pe t ty cash should be  limit ed t o as few individuals as possible . 

 

 



Pe t t y Cash Re ple nishme nt  

Pe t ty cash is t o be  reconciled monthly using the  t emplat e  provided by the  Account ing 
Department . 

Replenishment  should be  done  whenever funds are  down to half of t he  original 
amount .  This will e nsure  account ing has t ime  to issue  a replenishment  cheque  be fore  
t he  pe t ty cash is all spent . 

The  Pe t ty Cash Report /Re imbursement  Request  form is filled out , signed and dat ed 
by the  designat ed st aff member.  This form is t hen approved by the  program 
coordinator and forwarded to Account ing for payment . 

Ye ar-End 

Pe t ty cash is t o be  reconciled and re imbursed on the  last  working day of June  and 
forwarded immediat e ly t o Account ing. 

The  pe t ty cash will be  counted by an individual othe r t he  one  designat ed for 
ve rificat ion of amount .  


