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Petty cash requisition

is completed and

authorised by the

relevant section head

BEGIN

    Ensure that the form :

*  Is authorised;

*  Does not exceed the maximum

limit;

*  Has the details of the vote to be

debited; and

*  Is supported by adequate

documentation where applicable

Cash advanced

without supporting

documentation?

Treat as an advance

until purchase is

made and supporting

documentation is

received

Process

requisition in petty

cash register

 Prepare and submit Petty

cash register and voucher to

the CFO when float is

approximately amount as

determined

Check register

and authorise

voucher then send

to Creditors clerk

Process the voucher

and complete a

special cash cheque

to be handed to

Executive Secretary

Executive

Secretary cash

cheque

AT YEAR END:

Count and

reconcile the petty

cash

Yes

No

END

Approve petty

cash requisition

form

Renew Petty cash

float


