Flowchart of Petty Cash Funds

Proper procedure for using the petty cash:

Procedures

Process:

Principals or Secretary who have petty
cash fund must fill out Local PO or
Requisition when the petty cash balance

gets low
Y
Preparation:

1. Add the all
receipts’ dollar
amounts

2. Prepare a local PO
or requisition
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Document: Local PO or Requisition
1. Write “Petty Cash” and dollar
amount needed for
reimbursement
2. Attach all receipts to it -
3. Send to the Business Office —

Process for Business Office:
1. Receive the Local PO
or Requisition
2. Verify the all receipts
3. Issues acheck to
principal or secretary

Process for Secretary or Principal:
1. Receive the check
2. Cash check
3. Petty cash in separated bag
from activity fund bag




