ALBERT CITY PUBLIC LIBRARY
PETTY CASH FUNDS

Petty cash funds are established for the payment of relatively small expenditures such as postage deliveries or urgently needed supplies. Payment by check is not always possible or practical, so petty cash funds are established on an imprest basis to handle these small purchases. The Governmental Accounting, Auditing and Financial Reporting, (GAAFR) definition of “imprest account” states in part that this is “an account into which a fixed amount of money is placed for minor disbursements…” As a public agency, the library’s internal control over the petty cash fund should be conducted openly. 

· The petty cash fund is established by Board action.

· The maximum amount of the petty cash fund is $50 to start each month..

· The allowable types of disbursements are postage and urgently needed small supply expenses.

· The authorized custodian is the library director first and library assistant second.

· On a monthly basis, the petty cash fund should be balanced and replenished by cash to the original established amount.

· All cash received or collected by the library should be recorded on the pink daily cash slip and all large donations either by cash or check be deposited in the bank.   It is  acceptable to replenish petty cash with miscellaneous library receipts such as fines or copy fees.

· All copy and fax fees will be given to the City at the end of each month.  

· Petty cash funds cannot be used to cash personal checks.

· Payment receipts should support petty cash payments. These include postage receipts, cash register receipts or other documentation to explain the petty cash item that was purchased or paid for.

· Any donation in cash may stay in the petty cash drawer and recorded on the pink slip.  Checks will be deposited in savings.   
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