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California State University 
Channel Islands Foundation 

 Petty Cash Policy 
 
 
AUTHORITY T h i s poli c y is appr o v e d by the Pres i d e n t of Cali f o r n i a Stat e 
Un i v e r s i t y Ch a n n e l Isl an d s (C S U C I ) . 
 
SUMMARY  T h e pu r p o s e of th i s do c ume n t is to ou t l i ne po l i c y on es t a bl i s hi n g 
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A pet t y cas h rec i p i e n t can n o t sub mi t a rec e i p t for mor e tha n $50 and ele c t to wai v e 
rei mb u r s e m e n t for the amo u n t in exc e s s of $50 .  In general, petty cash can be used to 
rei mb u r s e emp l o y e e s for val i d bus i n e s s e xpenses, including business-related meal 
exp e n s e s , par k i n g exp e n s e s , mil e a g e and eme r g e n c y supp l i e s .  Expe n s e s for alco h o l i c 
be v e r a g e s , to b a c c o pr o du c t s , pr o mo t i o n a l it e ms an d aw a r d s ma y be cha r ged to 
Fou n d a t i o n fun d s sub j e c t to the policies and restrictions es tab l i s h e d by the Found a t i o n for 
thi s pol i c y (se e tab l e on pag e 4).   

c. Accounting Accuracy — R e i mb u r s e me n t fo r pe t t y ca s h mu s t be th e ex a c t 
amo u n t of the exp e n s e .  Spl i t t i n g one tr



1 0 /2 5 /0 2 3



1 0 /2 5 /0 2 4

pet t y cash fund.  If the fund does not balan c e , the Contr o l l e r ’ s Offic e  should be contacted 
for assis t a n c e .  A petty cash fund shoul d alway s  be bala n c e d befo r e a requ e s t is ma de for 
repl e n i s h me n t .  A Foundation Petty Cash Reconciliation Form is av a i l a b l e in th e 
Outlo o k Publi c Folde r s . 

d.  Replenishing Petty Cash Funds – Approval – To replenish a petty cash 
fund, a Foundation Disbursement Check Request, an d a Foundation Petty Cash 
Reconciliation Form is compl e t e d by the cus t o d i a n and sen t to the Con t r o l l e r ’ s Offic e .  
The Co n t r o l l e r ’s Offi c e wi l l re v i e w  al l do c u me n t s at t a c h e d to th e Foundation Petty Cash 
Reconciliation Form to ve r i f y th e i r ap p r o v a l by a pe r s on who has signature authorization 
for the activities/accounts to be charged.  Th i s pe r s o n mus t be so me o n e ot h e r th a n th e 
cus t o d i a n and not some o n e who rep o r t s to the cus t o d i a n . The app r o v e r ma y not app r o v e 
his or her own exp e n s e s and ma y not app r o v e ex p e n s e s for an ind i v i d u a l to who m he or 
she reports either directly or indirectly.  Once all for ms and rece i pt s have been revi e w e d 
and app r o v e d , the rep l e n i s h me n t che c k is the n  sent as requ e s t e d to the cust o d i a n .  

e. Reports of Petty Cash Expenditures — Petty cash expenditures are 
re p o r t e d to de p a r t me n t s on th e i r mon t h l y e xpen d i t u r e state me nt s by activ i t y / a c c o u n t 
numbe r and expe n s e clas s i f i c a t i o n s . 
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