PETTY CASH
Petty Cash is to be used for minor purchases or reimbursements that you do not want to write a check for the amount.

To set up the petty cash fund you should write a check to cash and keep this money in a separate bag or cash box.  Petty cash should be a bank account on your chart of accounts.

1.  I recommend that you have a separate voucher receipt for each transaction.  These can be purchased from an office supply store and are in pads.  Each time that you pay money out you should fill out a voucher receipt, attach the purchase receipt and have the person receiving the money sign that they received the money.

2. There will be times that you will give a person some money to go purchase something.  You should fill out the voucher receipt noting that it is an advance, the dollar amount and have the person signing the petty cash voucher.  Then when they return they should turn in the purchase receipt and any money that is left over which should equal the amount that you gave them.  Then the receipt should be updated with the correct amount.

3. At the end of each month the vouchers and cash should be totaled to see that it equals the amount of cash you started.  If the money is different than what is to be in the petty cash fund then a review of the transactions needs to be done to determine why there is a difference.
4. When the funds in the petty cash start to getting low then it needs to be replenished.  The process to do that is to take the petty cash vouchers and total them by the expense accounts that they will be charged to then issue a check for cash and enter each of the accounts and dollars on the check.
