No. 430

Distribution

SUBJECT Date

PETTY CASH

09-01-2014

PURPOSE:

ISSUED BY:

'PROCEDURE:

To allow Superiniendent to purchase various supplies
such as coffee, paper products, etc.

D.A.

1)

2)

3)

4

D.A. will issue a $100.00 check made out to the
Superintendent to initially set up the petty cash
fund. D.A. will also supply Superintendent with
a letter to sign evidencing his receipt of the
$100.00 and a supply of petty cash clips.

Superintendent cashes $100.00 check, signs and
remits to the D.A. the letter of receipt.

Superintendent is to replenish his petty cash by
remitting receipts with petty cash slips attached
to the petty cash summary sheet explaining each
disbursement to D.A., D.A. will in turn, remit a
check to the Superintendent equal to the total of
the receipts.

Supcrintendent is to return his petty cash and
any final receipts and final petty cash summary
sheet on hand to the D.A. at the close of the job.
D.A. will provide superintendent with a letter
evidencing the return of the $100.00.

NOTE:  Superintendent has complete responsibility for the petty cash
and should take precautions so that no other person has access

to it.
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EXAMPLE
FLYNN Coreoration

PETTY CASH CUSTODIAN AGREEMENT

LAKEBREEZE TAVARES, LTD. hereby advances to IMA D. MANAGER a petty cash fund

in the amount of $300.00 to be reimbursed in an amount directly equivalent to the total amount of

paid receipts submitted against the fund.

In the event of termination of employment, this fund will be due and payable to LAKEBREEZE
TAVARES, LTD. in the total sum (paid receipts plus cash on hand).

Should a delinquency occur in the total fund, petty cash will be defined as advance salary and the

delinquent amount shall be deducted from the custodian's final pay.

| hereby accept this Petty Cash Agreement.

Custodian

Date

A-6-0223.05
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