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Petty Cash Funds are provided for the convenience of the school or department. This policy
governing the use of Petty Cash Funds is provided for guidance regarding appropriate
transactions as well as outlining internal controls in order to minimize the University’s risk of
financial loss. (Note: Petty Cash Funds are not the same as petty cash reimbursements/vouchers.
Please see the Petty Cash VVoucher Guide on the Cashiers Office website for the applicable
policy and procedures).

Petty Cash Funds are typically set up for payment to individuals who are participants in clinical
studies or are providing a specimen, or for reimbursing participants for expenses directly related
to the study.

Under no circumstances should petty cash funds be commingled with any other fund(s). Further,
no expenses that are reportable to the IRS (Participants of medical research that are paid $600 or
more in a calendar year must be issued 1099-Misc.) or subject to income tax withholding may be
reimbursed through Petty Cash Funds.

SRHV DQG SHVSRQVLELILWLHY

*HQHUD0 $FFRXQILQJ  Responsible for the creation and ownership of the Petty Cash Funds
policy and the establishment and overall oversight of custodial petty cash funds.

ODQDJHPHQ &HQWHU )LQDQFH 22IILFH  Responsible for approving original request (ensuring no
duplicate requests), authorizing replenishments to fund, and monitoring all funds within
management center (including funding any shortages or disallowed expenses out of the
departments’ operating funds).

$FFRXQW 3D\DEH Responsible for providing timely replenishment of Petty Cash Funds based
on the approval of General Accounting.

3HINN\ &DVK )XQG &XWIRGLDQV Responsible for:
1) Completing monthly reconciliations,
2) Submitting appropriate documentation for replenishment of fund,
3) Closing the fund immediately if the purpose for which it was established ends or
changes significantly, and
4) Providing adequate precautions for safekeeping of the funds under their control.






" HFUHDVH 3HIN\ &DVK ) XQG

A Petty Cash Fund may be decreased if the amount of the fund exceeds the actual needs of the
department. Additionally, on an annual basis, General Accounting will evaluate the size of Petty
Cash Funds based on the prior year reimbursements of the fund. If the size of the fund exceeds
Y4 of the prior year reimbursements, General Accounting will request adjustment to the fund.
The amount which is no longer needed should be deposited at the Cashier’s Office into the
respective petty cash speedtype. The Cashier’s Office will issue an approved deposit receipt via
email, which the custodian will then forward to General Accounting along with a Speedtype
Request form, (selecting the “Change a Speedtype” option).

&0RVLQJ D 3HIMN &DVK ) XQG

Petty Cash Funds are not transferable from one employee to another. General Accounting will
audit the fund before proceeding with the closing process. The custodian and their supervisor
must be present during the duration of the audit. Upon completion of the audit, any cash
remaining in the fund must be deposited at the Cashier’s Office to the respective petty cash
speedtype. The Cashier’s Office will issue the custodian an approved deposit receipt via email,
which should then be forwarded to General Accounting. General accounting will use the
completed audit forms and deposit receipt to close the fund. The fund will not be closed until all
necessary forms are completed, approved and signed by a supervisor, and returned to General
Accounting.

7KH FXVIRGLDQ PXWW FORVH WKH 1XQG SULRU iR WUDQVIHUULOJ RU WHUPLODILQJ HP SIR\PHQOW

&KDQJH Rl &XVIRGLDQ

To change a custodian of an established fund, the existing fund must be closed (see “Closing a
Petty Cash Fund” section) and a new Petty Cash Fund must be requested (see “Establishing Petty
Cash Fund” section).

If a “Temporary Custodian” is needed for an extended period of absence, such as Parental or
Medical Leave, a Speedtype Request form must be filled out, approved, and submitted to
General Accounting. On the Speedtype Request form, select “Change a Speedtype” and indicate
that the custodian will be absent for an extended period of time and a temporary custodian is
needed. Include the name of the temporary custodian as well as the approximate dates that the
individual will be responsible for the funds. General Accounting will perform an audit of the
fund before changing the name of the custodian and another audit will be performed when the
original custodian returns, before the custodian is changed back to the original owner. If for
some reason, the original custodian does not return to their position the fund must be closed and
a new fund must be opened.
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Verifications of Petty Cash Funds will be requested and completed annually. The verification



