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	NO.
	PROCEDURE
	FREQUENCY
	RESPONSIBILITY
	KPI
	APPLICABLE POLICY

	1.

1.1

1.2
	Custodian of Petty Cash:

The custodian of the Petty Cash is a Chief Financial Officer Designate in the Finance Department who keeps the cash under lock and key all the time.

The Petty cashier should be independent of all other cash functions such as cashiering.


	Ongoing
	Chief Financial Officer 
	No
	Banking and Investment Policy

	2.

2.1

2.2

2.3


	Petty Cash Requisitions:

When a Section needs Petty Cash, a Petty Cash Requisition Form is completed and approved by the respective Head of Section.

The petty cash requisition form details must include the vote to be debited before the Chief Financial Officer Designate advances the cash.

The requisitioned amount should not exceed a maximum amount set by Chief Financial Officer.


	Ongoing

Ongoing

Ongoing
	Head of Section

Chief Financial Officer 

Chief Financial Officer 


	No

No

No
	Banking and Investment Policy

Banking and Investment Policy

Banking and Investment Policy

	3.

3.1
	Supporting Documentation:

Every petty cash requisition must be supported by proper supporting documents such as cash sale slips or receipts etc.  Therefore if cash is advanced without supporting documents it should be on the basis of an advance until the purchase is made and the supporting document is submitted within the week.

 
	Ongoing


	Chief Financial Officer 


	No


	Banking and Investment Policy



	4.

4.1
	Petty Cash Register:

Each requisition is entered on the Petty Cash Register.
	Ongoing
	Chief Financial Officer 


	No
	Banking and Investment Policy

	5.

5.1

5.2


	Replenishing Petty Cash:

When the float reaches the minimum amount determined by the Chief Financial Officer, a voucher must be prepared and submitted with the register and voucher for replenishment.

The designated official processes the voucher and makes out a manual cheque to the designated official who cashes it at the bank.


	Ongoing

Ongoing
	Designated Official

Designated Official
	No

No
	Banking and Investment Policy

Banking and Investment Policy

	6.

6.1

6.2

6.3
	Petty Cash Counts:

Internal Audit should make surprise inspections of the petty cash as he deems fit but at least, once, quarterly.

A count of petty cash on hand takes place at financial year end.

The petty cash total on hand at financial year end is reconciled to the petty cash requisition forms, vouchers and other supporting documentation.


	As and when

Annually

Annually


	Internal Audit

Accountant/Chief Financial Officer

Accountant/Chief Financial Officer
	No

No

No
	Banking and Investment Policy

Banking and Investment Policy

Banking and Investment Policy

	7.

7.1

7.2

7.3


	Advances:

The Petty Cashier may only issue cash to employees once they have completed a properly authorised advance voucher

The Head of the Section in which the employee is employed must sign the advance voucher to indicate authorisation.

Supporting vouchers for the advance must be supplied within 24 hours of the advance been given.


	Ongoing
	Petty Cashier
	No
	Banking and Investment Policy
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