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iversity
ale Agriculiural Experiment Station

Task: Petty Cash

Sub-Process:

Preceding tas

Revision Date Oct 9, 2008 S0P Reference #

Description: The preferred purchasing method for small business expenses is by procurement card,
When using a pracurement card is nat possible. hawever. unils may use funds from
pelly cash. Use petty cash lo pay enly lor small-daliar sspenses ar reimbursements,
typically not exceeding $25.00 per transaction. Thase expe may inclde out of
pocket cosis for day tips. such as tolfs, parking, mileage. efc

Responsibility Faculty Staff Student: Dept'Unit Peity Cash Custodan: ASC Transaction Team

Frequency: Timing:

Process Steps: | Faculty/Staff/Student

Step 1: Purchase goods/services with persenal funds and receive a receipt
fobtain a tax exemption form pricr to purchase if applicable).
«  Segn. date. and write business purpose on sales receipl. Include account
numberproject 1o chage the expense

«  Present receipt to the Department Unit Petty Cash Custodian for reimbursement

Department/Unit Petty Cash Cusfodian

Step 2: Manage pelly cash/Reimburse purchases
= Heep pelty cash funds in a cash box lacked in a secure area, and never leave
the funds in an unlocthed desk dray
*  Record al petly cash s rsement
nhursemants. Ensure that each n

ipte lor those

Submil the Cernell Univarsity Petly Cash reconciliation sha

the ASC ta request reimbursement. Al riginal recespts with the request. 1t is

recommended that each receipt be afllixed to an8 172 x 117 sheel of paper lor

document cantral purposes [Addendum B)

+  Beporl overages ef shortages 1o your superviser. and adjust lunds accordingly.

»  Submit reconcilements to the Dept. Chair or Unit Leader, supervisor. or
designee far his her review and approval

+ Retain copies al lund reconciiations in accordance with Camell Universdy Policy
4.7, Retention of Liniversity Recaids {6 yea relantior

« Send copies of approved
request {yaarly)

= Recelve and cash check 1o re

kD SOP

1econci

ons fo the Division of Financial Afta

ish pefty cash

1aof2
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