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POLICY AND PROCEDURE CITY OF MARTENSVILLE
NAME: PETTY CASH NUMBER: 20/91
1. GENERAL CASH POLICY

a)

b)

All City funds generated as a result of City operations must be turned over to the City
Office for deposit to the City general account.

All City accounts shall be paid through the Accounts Payable or the Petty Cash Fund. City
general revenue shall not be diverted to pay accounts directly.

City general revenue shall be turned over to the City Office for receipting and deposit at
least weekly and immediately if the cash exceeds $25.00.

PETTY CASH FUND

a) The City Office shall maintain a Petty Cash Fund of $1,500.00 balance for use by all City
Departments.

b) The Petty Cash Fund shall be under the sole safekeeping and control of the Payables Clerk.
It shall be kept under lock in the Petty Cash Box at all times and only the Payables Clerk
shall personally make disbursements from the fund in accordance with this policy.

PROCEDURES

a) Only itemized invoices showing the vendor name, G.S.T. registration number, goods or
services purchased and signed by the City personnel certifying the purchase, will be
accepted for reimbursement. Cash register till slips will not be accepted.

b) When an approved invoice is submitted to the Payables Clerk he/she shall prepare a pre-
numbered Petty Cash Slip showing the date, items purchased, amount and expenditure
code, which shall be signed by the person receiving reimbursement.

c) The Payables Clerk shall then pay out the cash to the reimbursee and retain the Petty
Cash Slip and attached invoice in the Petty Cash box so that the balance of the cash and
invoices is always maintained at SI,500.00.

d) Periodically, when the Petty Cash Fund requires replenishment, the Payables Clerk shall

prepare a Voucher payable to his/her name Petty Cash Fund, to which shall be attached
the Petty Cash Slips and invoices.
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e) The Payables Clerk shall then sign and cash the Petty Cash cheque to replenish the Petty

Cash Fund.

f) The Petty Cash Voucher shall be authorized in the normal procedure for voucher
authorization.

g) Notwithstanding Section 2 (b) when the Payables Clerk is away from work for an extended
period due to holidays or other leave, the Petty Cash Box may be assigned to another
office staff member temporarily. Whenever the Petty Cash Box changes hands, a cash
and invoice count shall be done and a signed notation of same made in the Petty Cash
Book.

4, TYPE OF EXPENDITURES

a) Payments from the Petty Cash Fund are to pay small miscellaneous expenses where it is
impossible or impractical to set up an account.

b) Expenses shall not be paid from the Petty Cash Fund if they can be paid on account
through the Accounts Payable.

c) Payments from the Petty Cash Fund shall not exceed $50.00, except in emergencies
authorized in writing by the City Manager or Director of Corporate Services.

d) The Petty Cash Fund shall not be used to reimburse Council or City Staff expenses. An
expense claim shall be submitted to be paid through the Accounts payable.

5. INTERNAL CONTROL
a) Petty Cash Slips shall be pre-numbered.
b} The Director of Corporate Services shall once a month at random, together with the

Payables Clerk, do cash and invoice count of the Petty Cash Box and shall make a notation
in the Petty Cash Book of the count date and the total of cash and invoices, and shall sign
the notation.
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