ROLLING RIVER SCHOOL DIVISION POLICY

Petty Cash DJB/P

The Board of Trustees approves the provision of Petty Cash funds to each school, the
Administration, Maintenance and Transportation offices.

Petty Cash shall be used for the purchase of items of small value that are required for
immediate use and are not available from an approved vendor that accepts purchase
orders.

Large value items and items not required for immediate use shall be ordered through the
use of purchase orders.
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ROLLING RIVER SCHOOL DIVISION REGULATION

Petty Cash DJB/R

10.

Petty Cash shall be assigned to a maximum of $250.00 per office / school as
approved by the Secretary-Treasurer.

Petty cash cheques shall be issued at the beginning of each school year and shall
be charged against the school / office instructional budget.

Custody of the petty cash fund will reside with one employee. The Principal, Office
Supervisor or other employee as delegated and supported in writing, shall be
responsible for the Petty Cash fund.

Petty cash funds shall be kept in a secure location and not be left unattended after
school hours. The use of a bank account is recommended.

Petty cash shall be used for the purchase of consumable supplies or materials to
a maximum of $50.00 per voucher.

A proper receipt, which includes the purchaser's signature and a notation of the
items purchased, must accompany each expenditure from the fund and shall be
kept with the petty cash fund.

The employee responsible for the Petty Cash Fund shall submit claims for
reimbursement of the fund when there is only 20% of the fund remaining
unexpended.

Claims for reimbursement shall be submitted on the appropriate Division form and
will be signed by the school principal or office supervisor.

By the last teaching day each year, remaining invoices and any cash balance must
be returned to the Accounts Department, Administration Office.

Periodically and without notice the petty cash fund may be reconciled by the
Secretary-Treasurer or delegate in the presence of the Principal, Supervisor or
delegated custodian of the fund.

Reference For: Petty Cash Claim Form
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ROLLING RIVER SCHOOL DIVISION REGULATION

Rolling River School Division

Box 1170 Minnedosa, MB RO0J 1EO
Telephone (204) 867-2754 Fax (204) 867-2037

PETTY CASH CLAIM

School:
Date |Description \Amount
All itemized receipts MUST be attached. Total Receipts

Cash on Hand

Total Petty Cash

Completed by

Approved by

November, 2001

Date



