C300-205

PETTY CASH


DATE POSTED:

06/28/01


APPLICABLE TO:

Petty Cash Processors, Their Supervisors, Regional Administrators or Their Designees

DOCUMENTS:

None

FORMS:



DCFS 52, Daily Cash Fund Balance





DCFS 53, Revolving Fund Transmittal





DCFS 54, Returned Notice of Petty Cash Request





DCFS 55, Cash Bag Control





DCFS 57, Revolving Fund Custody Authorization





DCFS 58, Petty Cash Voucher





76M290-290, Mail Receipt

SUPERSEDES
AND CANCELS:

None


The petty cash fund is for purchasing office supplies on an emergent basis when they are not available in the stock room.  The maximum amount allowed on any single purchase is $100.00.

A cash advance may be requested before a purchase.  Should the purchase be less than the advance received, the excess funds shall be returned with the original receipt to the Petty Cash Processor.

Petty cash funds shall be used only for expenses authorized paid by the RA or RA designee only and may not be used to cash checks or loan money.

The following items cannot be purchased using petty cash funds:

· Clothing

· Custom-made rubber stamps

· Food 

· Holiday decorations

· Printing of all types, e.g., forms, brochures, etc., unless approved by Forms Management

· Stocked items, unless it is an emergency situation and Procurement indicates the item is 
out-of-stock

· Parking fees

The RA or designee is responsible for the safekeeping of the petty cash fund assigned to his or her region.  The RA or designee must approve all DCFS 58s.  Unannounced audits of the fund shall be performed and documented at least once a year by the RA or designee.

Only authorized employees may have access to the petty cash fund.  The DCFS 57 specifies the amount of the fund and the assigned individual responsible for the fund.  The DCFS 57 must be updated whenever there is a change in the amount of the fund, the individual responsible for the fund or the Office Head.  A copy of the form is maintained in the region and the Finance Division holds the original.

The person responsible for petty cash CANNOT be responsible for cash aid or any other monetary fund, such as bus tokens, etc.

At no time shall the petty cash balance be less than 50% of its assigned maximum amount.  If the fund appears to be nearing this level, the Petty Cash Processor must request additional funds from Finance Division.

Overages and shortages must be reported to Finance Division within five business days of the date they are discovered.

All documentation/forms shall be completed in ink and submitted to the cashier no later than one business day from the date of the receipt.  Receipts over one year old will not be accepted for reimbursement.

Canvas cash bags must be used to transport documents and cash pertaining to petty cash.  Locked cash bags must be inspected immediately upon receipt.  If a bag has been tampered with, Finance Division must be informed immediately by telephone and followed-up with a written report.  There must be two people present when locked bags are opened.

A.
WHEN:

UPON RECEIPT OF A DCFS 58 WITH ATTACHED ORIGINAL 




RECEIPT

	WHO
	      HOW

	
	

	PETTY CASH PROCESSOR
	1. Review the DCFS 58 for completeness.  Ensure that the RA or 
designee has signed the form.  If applicable, ensure that the original 
receipt is stapled to the DCFS 58.  On the receipt, write “PAID.”


If the DCFS 58 is incomplete, return it for corrective action.

2.
Retrieve the specified funds from the cash box and 

reimburse/advance the cash to the staff member.

3.
File the DCFS 58 in the designated office file.

4. At the end of the business day, complete a DCFS 52, attach the DCFS 58(s) and forward them to the RA or designee for review and signature.

5. Upon return of the DCFS 52 and DCFS 58(s) with the RA's or 
designee's signature, photocopy and file both for the office's 

records.

6.
File the originals in a secure location until the end of each week.  
See Part B., below, for processing.


B.
WHEN:

COMPLETING THE WEEKLY PETTY CASH RECONCILIATION 




REPORT AND REQUESTING REIMBURSEMENT OF FUNDS

	WHO
	      HOW

	
	

	PETTY CASH PROCESSOR 
	1. At the end of the business week, complete a DCFS 52 and, if appropriate, attach all DCFS 58s and their original receipts.

2.
Forward the document(s) and forms to the RA or designee for 
review and signature.

3.
Complete a DCFS 53.  Forward to your supervisor for review 
and signature.

4.
Upon return of the signed DCFS 52 and DCFS 53, photocopy both 
and file the copies in designated office file.



	
	5. Insert the original DCFS 52, any DCFS 58(s) with original receipt(s) and DCFS 53s in a canvas cash bag and lock the bag.



	
	6.
Complete a Mail Receipt.  Retain the pink copy in the designated 
office file.  Address form to:

DCFS Finance 

425 Shatto Place, Room 204

Los Angeles, CA 90020


Attention: Cash Aid

7.
Attach the Mail Receipt to the outside of the locked cash bag 
and 
place in DCFS outgoing mail.

The DCFS Messenger will sign the Mail Receipt and detach the white copy.  Retain for records.

8.
Complete the DCFS 55.  When it becomes full, file in designated 
office files and start a new one.


	
	NOTE: When Finance receives the locked cash bag, they will open and review the contents.  If there are irregularities in the paperwork, they will return the original documentation with a DCFS 56 indicating what is missing or incorrect.

When all paperwork is correct, they will forward the DCFS 309 to the Auditor-Controller’s office for reimbursement.  Finance will receive a check in approximately two weeks.  They will then cash the check with the Treasurer and forward the cash to the designated office.


Prepared by: Ree Osbrink
Clerical Handbook #C300-205  (June 2001)
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