Draft Pro forma

For Development Of Your Health Service’s Own Policy

(Insert Health Service Name Here)

Petty Cash

....HS operates a petty cash imprest system which includes: 

· a small lockable petty cash tin 

· petty cash vouchers 

· petty cash book. 

All petty cash expenses must be related to legitimate ....HS activities.  Petty cash allows for the purchase of small items such as tea, coffee, stamps, and small items of stationery. 

The maximum limit for petty cash expenses is $50.00. Expenses over this amount must be purchased through the purchase order system.  

The administrator operates the petty cash system. S/he should regularly review the amount in the fund to ensure that the amount is adequate. 

Petty Cash is not used to

· Lend money to staff

·  Pay casual wages or 

· Assist people in need (eg for meals or clothes).

Access to petty cash is as follows: 

1. Request access through the administrator, stating what the purchase is for. 

2. Complete a petty cash voucher including date, amount and the category of item purchased (as per the cash payment book categories). 

3. Receive cash required and make purchase. 

4. After purchase, attach receipts to the voucher, and return any change to the petty cash float. 

· At all times the amount of cash plus the total amount on vouchers in the tin should equal the total amount of the float. The cash in the tin and receipts should be reconciled weekly.

· Purchased items from stores should include the GST on their receipts otherwise GST inputs cannot be claimed. 

· When the petty cash float is regenerated, all details on petty cash vouchers must be recorded in the petty cash book, and transferred to the cash payments book. 
