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A8.814 Petty Cash Fund Di sbursenent Procedures

1. Pur pose

To provide procedures for the proper disbursenent of petty
cash funds.

2. Responsibilities

a. The custodian or (in his/her absence) the alternate, is
responsi bl e for safeguarding the fund, ensuring that proper
accounting and recording procedures are naintained, and
ensuring that all disbursenents are properly authorized.

b. The Fiscal Oficer is responsible for ensuring that the
petty cash fund is being properly adm nistered. Thi s
i ncl udes ensuring t hat t he duties of t he
custodi an/ al ternate are being properly executed.

o

i del i nes

a. The maxi num petty cash disbursenent is set at a ceiling of
$25. 00.

b. Al disbursenments of $25.00 or |less shall be made through
a petty cash fund, or if nore appropriate, an inprest
checki ng account.

c. Petty cash di sbursenents nust be adm ni stered in accordance
with all applicable laws, State policies and procedures,
Uni versity policies and procedures. Specific restrictions
on the use of petty cash funds are described in A8.811 -
Petty Cash Funds-Overview, section 5.c.

d. The petty cash fund and repl eni shnent or advance checks not
yet cashed nust be kept in a |ocked netal box, in a
| ocation not readily susceptible to theft. (A safe is
preferred but a Jlocked file cabinet is mnimlly
acceptable.) Only the custodian or (in his/her absence)
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the alternate should have access to the fund since they are
the only ones authorized to disburse petty cash.

Canpus/ Depart nent Docunent ati on Requi renents

Canmpus/ department units are responsible for maintaining
proper docunentation to support petty cash disbursenents
i ncl udi ng:

1) Petty Cash D sbursenents fornms, FM S-8A

2) Authorization fornms for petty cash disbursenents3)
Item zed receipts

4) Certification of satisfactory receipt of goods and
servi ces

Any other relevant supporting docunentation (I ogs,
menor anda, wor ksheets, etc.) should be maintained. These
docunents are to be maintained in office files and nade
avail able for review upon request. Copies are to be
mai nt ai ned when originals are required to be submtted to
other offices (e.g. FM S8, item zed receipts, etc.). Refer
to A8.811 - Petty Cash Funds-Overview, section 5.a.6 for a
conplete listing of docunents to be retained.

Canmpus/ departnent units nust ensure the accuracy and
propriety of petty cash fund di sbursenents because they are
direct paynents initiated at the canpus/ depart nment al
| evel . Campus/ department units nust carefully guard
agai nst duplicate paynents, erroneous paynents, restricted
di sbursenents, etc.

Pr ocedur es

a. Prior witten approval for all petty cash disbursenents is

normal |y required. Under extenuating circunstances, at the
di scretion of the Fiscal Oficer, petty cash disbursenents
may be verbal ly approved or approved after-the-fact. In
all situations, however, witten docunentation is required
to substantiate proper approval for the expenditure of
funds. A suggested authorization form is included
(Attachnment 1).

Aut horization forne are to be maintained in office files
and nade avail abl e upon request.

D sbursenments of petty cash are to be nmade only by the
custodian or (in his/her absence) the alternate. At the
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time of each di sbursenment, the appropriate entry is to be
made on the Petty Cash D sbursenments form (FM S-8A).
D sbursenments fromall sources of funding are reflected on
the Petty Cash D sbursenents form (FM S-8A). The
i ndi vidual actually receiving the petty cash from the
custodian is required to sign the "Cash Paid To" col um on
the form (Attachnment 2 ).

Each di sbursenent nust be supported by an original item zed

receipt. | nvoi ces/recei pts, delivery slips, or cash
register tapes are acceptable for this purpose. Cash
register tapes nust be annotated to indicate itens
pur chased. Al'l under-sized (less than 8-1/2" x 11")

docunents are to be affixed to a letter size sheet of
paper. Al requests for reinbursenent nust be supported by
proof of paynent.

In special instances where receipts cannot be obtained
(e.g. coin-operated photocopy machi nes and parking neters)
t he expenses can be listed on an addi ng machine tape with
a description of the itens and certified (signed by the
claimant) that the expenditures were incurred in the
conduct of official business for which no receipts were
i ssued.

Copies of the FM S-8A and supporting receipts are to be
mai ntained in office files and nade available for review
upon request.

A special effort nust be mde to follow up on al
outstanding receipts required for the replenishnment
process. Tinely processing of the replenishment claimis
critical in maintaining an adequate supply of avail able
cash and in properly recording expenditures in the period
when i ncurred.

In situations where the exact anount of a purchase is not
known, petty cash should be advanced to the individua

requisitioner (avoid having to use personal funds). To
properly account for the cash advance, an authorization or
a tenmporary receipt nust be maintained which certifies
acceptance of the advance by the requisitioner. A section
on the bottom portion of the suggested Authorization Form
(Attachnment 1) provides for this need. Cash advances nust
be strictly nonitored to ensure tinmely processing of
recei pts for repleni shnents.
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Documentation that the individual responsible for
verification of satisfactory receipt of goods and services
has certified acceptance must be maintained in office files
and nmade avail abl e upon request.

The petty cash custodian should initiate cash counts as
frequently as necessary to nmaintain control. Wekly cash
counts are required but daily cash counts are preferred.
The Fiscal Oficer should initiate cash counts as
frequently as necessary to ensure proper adm nistration of
the petty cash fund. Annual, unannounced cash counts are
requi red but nore frequent cash counts may be necessary as
dictated by the situation. (Refer to A8.819 - Cash Counts
of the Petty Cash Fund.)

Avail ability of Forns

The
sho
D s
t he

| nprest Check/Petty Cash Purchase Authorization form
uld be reproduced as required. Supplies of the Petty Cash
bursenments form (FM S-8A) are avail abl e upon request from
Di sbursing Ofice.
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Purchase |Date
Autharization No.
Nequisitioner Phone

Requisitioner's Oftice/Unit

Deliver onfllelore Contracl/Price Lisl Na.

[:]Inunest Check I:j Petty Cash

Vendor/Payee:

This purchasa autharizating is valid only for payments of $100.00
or less. The original amd two coptas of tho invoice are raquiraed ta
bo submitted Tor processing of payment. Dolivery addrass,
purchasa authetization number, and roquisitionar musl apppar on
all packagas, invoices and shipping notices.

Delivery Address

Billing Address
Scnd original & two copies of invoice Lo:

ITEM #] QUANTITY DESCRIPTION JOB.SYM, | UNIT PRICE AMOUNT
TOTAL
Account Code Object Symbol Amount imprest Check No.

Voendor Invoice No.

Special Accounting for

Arnouwiit Advanced $

Change Received $

Signature - Recipient Date

Signature - Custodian Bale

Signature - Reguisitioner Date

t cortily that all materials, supplies and sarvices have
Breon racaivad in good order snd condition.

I cortify that this purchosa supports the University program
indicotod in tha nocount codn Llock,

Signature - Approving Authority Dale

| authorize tho issuanco of this order and certify that this
purchuse is in sccordanca with applicable law and Univer-
sily policy. ! cortify that sulficiant funds ara available in
this necount for this purehose.

Chonature - Authioosed Hetipient Dale”

Signaline - Fiscol Oliger Date F.0. Code




AB.814 p 6 of 7 Attachment 2

WBL I -IEU UUIsagy Se/6/5 eQ vopenbop

MIVL0L
{IBALYNSIS ) OL QIVd HSYD ANNORY 30029NS | 300D INNODDY I50duNdM3LI BOANIA ‘ON BRIV | FLV0
(=) eippiy ‘aweN 1814 "swel 1587 NYIOOLSRO INIWLHYIIO

{ SUDIIBNUIS U JO) BMS BEISABS 335 |

SIN3IW3ISUNESIA HSVYD Alt3d

HYMVYH dO ALISHIAIND VBSHA




AB.814 p 7 of 7 Attachment 2

UNIVERSITY OF HAWAII
FORM INSTRUCTIONS

FETTY CASH DISBURSEMENTS (FMIS-BA)

S .
FURPOSE: To certify receipt of petty cash funds.

DATA ITEM COMPLETION INSTRUCTIONS

DEPARTMENT Entar departrmant name.

CUSTCODIAN Enter custodian's last namae, first name, and middle initial.

DATE Enter transaction date.

REIMB. R, Enter numencal sequence number (2.g., 1,2.3, eic.).

WENDOR Enter vendor name.

ITEM/PURPOSE Entar item purchased with petty cash funds.

ACCOUNT CODE

SUBCODE

AMOUNT

CASH PAID TO (SIGNATURE]
TOTAL

Enter 8-digit account code.

Enter 4-digit subcode.

Enter amount of purchase,

Signature s required by receiver of petly cash.
Entar total claim amount far this page,

Maintain FMIS-8A in office files to support petty cash disbursements.
FMIS-BA forms are to be available for review upon request.




