Augusta State University

Petty Cash and Change Funds Procedures

Purpose

This policy establishes procedures and guidelines for petty cash reimbursement through the Business Office as well as departmental use of petty cash and change funds. 

Policy

Cash control is necessary to ensure, in part, that Augusta State University is fulfilling its fiduciary responsibility. 

Procedures


 I. Definitions




1.  Petty Cash Fund:   A set amount of money held by a department and used to 





make small, incidental purchases of not more than $25.00.  



2.  Change Fund:   A set amount of money used by a department to make 
change for customers who are purchasing goods or services. 




3.  Fiduciary:   The department head or budget unit manager who is authorized        






to approve expenditures from the department's account(s). 



4. Custodian:   The department employee who is appointed to operate and 





maintain the fund. 
 II. General Guidelines



1.  Requisitions are to be entered or Purchasing Cards used when paying for 





purchases. If a Purchasing Card is not available and the purchase is $25.00 or 





less, you may make the purchase and receive petty cash reimbursement at the 





Business Office. In rare instances, the Director of Financial Services may grant 





approval for reimbursement from the petty cash fund, for a purchase that exceeds 





$25.00.  Request for approval MUST be obtained BEFORE the purchase is 





made, or petty cash reimbursement will be refused.   This policy includes ALL 





Funds, including grants.   



2.  Food, party supplies, decorations, coffee pots, trophies and other awards, and 





greeting cards are examples of item which cannot be purchased with state funds. 





Purchase of these items therefore cannot be reimbursed from the petty cash fund.



3.  Gasoline and other travel-related expenses must be filed on a Travel Expense  





 Statement.


III. Reimbursement through the Business Office




1.  Request for reimbursement should be made at the Business Office within five 





working days after the date of purchase.



2.  The original sales receipt is required for reimbursement.  The receipt must bear 





the name of the vendor, date of the purchase, product information, and the 





signature of the person who is authorized to approve purchases on the account to 





be charged.  



3.  A cashier in the Business Office will provide a pre-numbered petty cash ticket. 





The ticket is to be completed and signed by the recipient of the reimbursement.





Please note, it is the responsibility of the person requesting the reimbursement, to 





provide the account number that is to be charged.  




4.  The original copy of the petty cash ticket and the receipt will be retained by the 





Business Office.  The yellow copy is given to the recipient, to be retained by the 





department for their records. 

   IV. Establishment of Departmental Petty Cash or Change Funds



1.  A completed Request for Petty Cash/Change Fund Form must be completed, 





and sent to the Director of Financial Services requesting the fund. 



2.  The persons who will serve as fiduciary and custodian must be designated in 





advance of the fund being distributed.  



3.  Assurance of physical safeguards must be in place before the fund is released to 





the department. 
   
 V. Operation of Departmental Petty Cash or Change Funds




A.  Petty Cash Fund






1.  A departmental petty cash fund may be used to make small incidental 








purchases (for emergencies and purchases requiring cash) of not more than 








$25.00 from a local vendor where the normal route of payment is not cost 








effective or appropriate. 






2.  The total of cash and original itemized receipts for purchases in these funds, 








should remain at the established amount at all times. 






3.  The fund should be balanced at least weekly, and records kept. 






4.  This fund should only be used for making purchases. It should never be used 








for collecting money or making change for sales, paying for services, 








cashing checks, giving loans, or for travel advances. 






5.  Petty cash funds can be replenished in cash, by submitting a detail 









spreadsheet of purchases as shown below to the AR Manager in the Business








Office, along with original sales receipts.     
	Department
	Authorization
	Ticket NO.
	Account
	Fund
	program
	Dept
	Class
	Project
	Amount








6.  The fiduciary has sole responsibility for this fund. Any unexplained 








discrepancies will be resolved through the fiduciary. 





B.  Change Fund






1.  The cash in these funds should remain at the established amount at all times. 






2.  The fund should be balanced each day of use, but at least once per week, and 








records kept. 







3.  This fund should never be used for making purchases, cashing checks, 








Giving loans, or for travel advances. 






4.  The fiduciary has sole responsibility for this fund. Any unexplained








 discrepancies will be resolved through the fiduciary. 





C.  Fund Segregation








Each petty cash fund and each change fund should be segregated from all 








other cash funds. These funds are intended to stand alone; do not combine 








them with other cash.  The exception is when the fund is used by a cashier.


VI. Maintenance



1.  All petty cash funds should be balanced at least monthly.



2.  All change funds should be balanced each day of use, but at least once per week





The change fund should remain at the established amount. Any overage or 





shortage should be reflected in the department's next sales deposit. This is





accomplished by either increasing or decreasing the deposit amount by the 





amount of the shortage or overage. A log should be kept of daily shortages and 





overages so that when audits are performed, overages and shortages can be 





reviewed. Chronic overages or shortages are an indicator of possible internal 





control deficiencies. 



3.  The custodian is responsible for the operation and maintenance of the fund and 





for reporting any unusual activity to the AR Manager in the Business Office. 



4.  A back up custodian is recommended for times when the custodian and fiduciary 





are unavailable. The back up custodian's duties and responsibilities are the same





 as the custodian's when he or she is unavailable. 



5. The fiduciary is responsible for insuring that the funds are physically secure, 





reporting any unusual activity to the Director of Financial Services, and 





ultimately has the financial responsibility for them. This includes the fiduciary 





conducting unannounced counts of the fund. 



6.  The fiduciary and custodian (back-up when not available) should be the only 





persons with access to the fund. 



7.  Any changes to an existing fund (including custodian, fiduciary, location of fund, 





increase or decrease of amount, etc.) should be submitted to the Business Office,





on a Request for Petty Cash/Change Fund Form, with "Established fund" 





marked.



8.  The Director of Financial Services (or her designee), reserve the right to 





inspect and audit any petty cash or change funds at any time. 

VII.  Closing Departmental Petty Cash or Change Funds



1.  If a departmental petty cash fund or change fund is deemed no longer needed, the 





fund should be returned to the Business Office Petty Cash Custodian for re-   


        deposit to the petty cash account.   



2.  All Petty cash Funds and Change Funds are turned in and re-issued at the end of 





each fiscal year.
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