
                                           
 
 
 
 
 
 
 

 
Policy on Petty Cash 
 
Policy:   

The purpose of this document is to outline policy on establishing and managing the ASI petty cash fund.  
 
Procedure: 
 1. ESTABLISHING A PETTY CASH FUND 

b. Size of a Petty Cash Fund — The petty cash fund should be small enough to require 
replenishment at least twice monthly and large enough to require no more than three replenishments per 
month.  Reimbursements are authorized for amounts up to and including $50 per transaction (including 
sales tax) unless a higher limit for the petty cash fund is requested, and the Controller approves such 
request.  

c. Petty Cash Custodian — The University’s Controller must appoint an individual to be 
custodian of ASI’s petty cash fund.  The custodian must be trained by the Controller or her designee 
before taking on petty cash custodian responsibilities. 

d. Establishing or Changing a Petty Cash Fund — An individual may request a new 
petty cash fund or an increase or decrease in an existing fund by sending a memorandum to the 
Controller along with a completed ASI Disbursement Check Request (increase only).   The memorandum 
should include the reason for the request, the amount requested, the name of the petty cash custodian 
and location. When a petty cash fund is to be decreased, an ASI Petty Cash Reconciliation Form should 
be prepared and the form and unneeded cash should be taken to the Controller’s Office by the custodian.  
A cash receipt will be given to the custodian and a copy of the receipt will be attached to the deposit. 
 
2.  USES OF PETTY CASH 

a. Purpose of Petty Cash Funds — Petty cash funds enable students to pay cash for minor 
business expenditures. 

b. When Petty Cash May be Used — Reimbursements from petty cash are authorized for 
purchases and expenditures up to and including $50 per transaction (including sales tax), with a 
maximum reimbursement of $50 per person, per day.  A petty cash recipient cannot submit a receipt for 
more than $50 and elect to waive reimbursement for the amount in excess of $50.  In general, petty cash 
can be used to reimburse for valid, budgeted business expenses, including business-related meal 
expenses, parking expenses, mileage and emergency supplies.  Expenses for promotional items and 
awards may be charged to ASI funds subject to the policies and restrictions established by ASI for this 
policy. 
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c. Accounting Accuracy — Reimbursement for petty cash must be the exact amount of the 
expense.  Splitting one transaction over $50 into several parts is specifically not allowed. 

d. When Petty Cash May Not be Used — Petty cash may NOT be used for: 
• Amounts over $50 (exceptions must be approved by the Controller) 
• Buying hazardous materials 
• Interest charges (personal expense) 
• Membership dues 
• Payment for services performed by employees or non-employees 
• Personal expenses 
• Personal loans and cashing personal checks 
• Social or travel club dues (personal expense) 
• Traffic citations (personal expense) 
• University parking permits (personal expense) 
• Alcohol or tobacco products 

 
3. CUSTODIAN RESPONSIBILITIES 

a. Assignment of Petty Cash Funds to Custodian — 





                                           
 
 
 
 
 
 
 
 

d.  Replenishing Petty Cash Funds – Approval – To replenish a petty cash fund, an ASI 
Disbursement Check Request, and an ASI Petty Cash Reconciliation Form is completed by the custodian 
and sent to the Controller’s Office.  The Controller’s Office will review all documents attached to the 
ASI Petty Cash Reconciliation Form to verify their approval by a person who has signature authorization 
for the activities/accounts to be charged.  This pers


