Petty Cash Procedures

Establishing a Petty Cash Account

When you are ready to open up a Petty Cash account, please e-mail pennysandzimier@iusd.org a letter requesting a

revolving cash check for the designated amount (see below). You will need to include a budget number that this amount
will be charged to. The budget is up to the sites discretion, but most sites use their gift accounts. (01-xxx-700-10-4301).

Maximum Petty Cash Allowed

Elem Schools  w/Petty Cash checking accounts $ 1,000.00
Middle Schools w/Petty Cash checking accounts $ 2,000.00
High Schools  w/Petty Cash checking accounts $ 5,000.00
All others w/o Petty Cash checking accounts S 200.00
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1 Petty Cash Fund Reimbursement Request
£
: =i Frnal onezes Date: Replenishing the Petty Cash Account
5 From: School or Department:
6 {Make Check Payable Tao)
8 Description Amount The site is to replenish their Petty Cash
9 3 -
10 5 account when funds fall below 40% of the
11 5 . . .
12 5 amount allotted, or at the sites discretion.
13 5
14 5 L. .
15 5 The process of replenishing the Petty Cash is:
i :
Z Total Amount Requested  5______- | 1. Complete Petty Cash Reimbursement
1
2 ACCOUNTS TO BE CHARGED Form
24 # 5 -
é; 4 s 2. Tape to paper all original receipts in
2% # 5 order as listed on the reimbursement |_
2 # § form
2 : -
34 Total Must Equal Total Amount Requested § - 3- Make a COPY Of everythlng SO I can
é:?: A Balance on hand in this account is $ - Smeit it to the county in case thev
33 B. Amount Requested for Reimbursement $ - pu" your request for audit
41 C. Total Amount of Revolving Account $ - . o .
3z 4. Send everything to Penny Sandzimier
44 Si d A I _— . "
- B at the district office fiscal department
46 .
47 for processing
48
49 Custodian, Petty Cash Fund Principal or Site Administrator
51 (This space for District Office use only) The appropriate forms can be found at
52
53 REIMBURSED: Amount Check Number Date https://intranet.iusd.org/ under Business
2; STAPLE ALL RECEIPTS AND/OR REGISTER TAPES TO THIS SHEET IN SAME ORDER AS LISTED ABOVE Services, then Fiscal Services, then under Cash
57 Instructions
2: (1) All register tapes andlor invoices that are not itemized must be itemized in detail in description area Accounts.
(2) If you already have a detailed receipt or invoice, itis not necessary to itemize those purchases. However, be sure that the
60 receipt or invoice contains all the necessary information

(3} Inall cases, when requesting reimbursement, Accounts to be Charged must be completed. TOTAL MUST EQUAL TOTAL
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