
 

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              $    200.00 

 

 

 

Replenishing the Petty Cash Account 

The site is to replenish their Petty Cash 

account when funds fall below 40% of the 

amount allotted, or at the sites discretion.   

The process of replenishing the Petty Cash is: 

1. Complete Petty Cash Reimbursement 

Form  

2. Tape to paper all original receipts in 

order as listed on the reimbursement 

form 

3. Make a copy of everything so I can 

submit it to the county in case they 

pull your request for audit 

4. Send everything to Penny Sandzimier 

at the district office fiscal department 

for processing 

   The appropriate forms can be found at    

https://intranet.iusd.org/  under Business 

Services, then Fiscal Services, then under Cash 

Accounts. 
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