6670
[ 1 Required

[X] Local
[1] Notice

PETTY CASH/PETTY CASH ACCOUNTS

. el L — P e F g Tl I TN ' )

1 !
services under conditions requiring immediate payment and for the payment of
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The amount of each fund will not exceed $100.00. The Board of Education
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responsible for such fund.

To ensure that these funds are properly managed, the following guidelines
shall be followed:

1. Receipts and cash-on-hand must always total the authorized fund amount. All




6670-R
PETTY CASH ACCOUNTS REGULATION

The bursar for each petty cash fund will be responsible for the following
method of record keeping:

1. deposits to petty cash accounts will be made in amounts which shall not
exceed payments made in cash from the fund;
2. payments made from the funds will be indicated by receipts, receipted bills or
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’ 3. each payment will be properly budget coded prior to the disbursement of
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