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MT. DIABLO UNIFIED SCHOOL DISTRICT 
 
INTERNAL AUDITOR GUIDANCE 

 
Revolving Cash Account 

 

 
Definition 
 
A revolving cash account is a specific amount of money reserve in an already established fund to be used 
for purchase of inexpensive items.  It is not a separate entity and is part of MDUSD.  Account balance 
plus any pending reimbursement from District must equal the account cash limit each month. 
 

Purpose 
 
A revolving cash account allows district employees to purchase inexpensive items (with prior approval 
of the principal/budget administrator) directly from vendors and be reimbursed by the revolving cash 
account at the school site. 

 

Expenses 
 
Allowable Expenditures from Revolving Cash Account (receipts must be provided): 

 A single item under $200. 

 A number of items on one receipt under $200. 

 Materials and supplies not stored in the Warehouse which are purchased infrequently. 

 Materials and supplies not offered through Office Depot. 

 Refreshments and meals provided at in-service training workshops.  The workshop must be for 
district employees only. An itemized receipt, along with a sign in sheet, and agenda for the 
workshop must be submitted with the revolving reimbursement request. Daily coffee for the office 
is not an allowable expenditure. 

 
Expenditures NOT Allowed from Revolving Cash Account: 

 Conference registrations, meals and lodging 

 Consultant fees of any kind 

 Daily beverage, i.e. coffee, tea, water, etc., for the office/employee lounge, etc. 

 Decorations 

 Flowers, candy, trophies, prizes, etc., that may be considered a “gift of public funds” 

 Gift cards or purchase using gift cards 



2017|MDUSD|GUIDE Revolving Cash Fund 

 Items orders frequently which quantity requisition is necessary  

 Incentives rewards for employees and volunteers 

 Membership dues of any kind 

 Mileage claims 

 Salaries of any kind 

 Vendors already in P.O. system, e.g. Office Depot 

 Excess of $200 per receipt and/or per item 
 
Always obtain pre-approval from site administrator prior to making a purchase, keeping in mind the 
guidelines above on what is non-allowable items. Also, when in doubt regarding any questionable 
purchases, check with Accounts Payable to clarify if the expense is reimbursable through the revolving 
cash account. Questions(s) may be directed to the Accounts Payable Supervisor at Fiscal Services. This 
will reduce the risk of the purchaser being personally held responsible for payment if the item is not a 
reimbursable expense. 
 
Purchase items should be shipped to the district sites only, and not to the district employee’s personal 
address. 
 
If purchase is paid for with personal credit card and reimbursed through revolving cash account, the 
receipt must show amount paid in full. Quotes are not acceptable as receipts. 
 
Some online sites like Amazon may use suppliers that are in competition with the District’s contracted 
vendors, and as such, purchase from those sites are highly discouraged.  Please check with Purchasing 
Department for further guidance. 
 
Procedures 
 

1. The establishment of a new revolving cash account must be authorized by any two of the 
following District staff: 

 Chief Business Officer 
 Director of Budget & Fiscal Services 
 Chief Accountant of Budget & Fiscal Services 

 
2.  A separate bank account will be established for each site’s revolving cash account, upon request.  

It shall be reimbursed by the district’s General Fund.  No other money may be deposited to the revolving 
cash bank account.  For example, personal check cashing, parent club donations, etc.  

 
3. Account maximum dollar amount limits: 
 
 Elementary Schools $1,500.00 
 Middle Schools $2,500.00 
 High Schools and Adult Education $4,000.00 
 Alternative, Continuation or Departments $Varies 
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 Requests to transfer the fund from one principal to another are made on the same request form 
(copy attached) and submitted to the Fiscal Services department.  Before the transfer can be 
completed, an audit of the fund must be done and a new signature card must be filed at the bank. 

 
4. Payments from the revolving cash account shall only be for services or materials which are a legal 

charge against the district.  No expenditure shall be made unless an itemized receipt is obtained. 
 
5. A request for reimbursement should be submitted regularly to avoid depletion the revolving cash 

fund.  For example, if revolving cash fund is $1,500, turn in receipts for reimbursement after $500 
or more have been spent, or one-third (1/3) of cash limit.  It may take approximately two weeks 
to be reimbursed through Fiscal Services. 

 
6. Requests for reimbursement should be submitted to Accounts Payable at Fiscal Services as 

outlined below: 
 

a. A memo addressed to Accounts Payable at Fiscal Services from the principal or the 
administrator responsible for the account requesting reimbursement for revolving cash.  The 
memo should indicate the date of the purchase, what was purchased, from where it was 
purchased, and the expenditure code to be charged (see templates attached below). 

 
b. Original itemized receipts should be taped to an 8½″ x 11″ piece of paper and attached to the 

memo requesting reimbursement. 
 

7. At all times, the cash deposited in the bank plus the purchase receipts should equal the total 
revolving cash allotment.  The bank statement can serve as the receipt for bank fees. 

 
8. Any voided uncleared stales-dated checks (six months old or older) that have already been 

reimbursed by Fiscal should be netted against current or future reimbursement from Fiscal 
Services.  

 
9.   Revolving cash account reconciliation must be submitted to the Internal Auditor no later than the 

20th of each month.  Expenses will be audited periodically by the Internal Auditor.  Refer to “Bank 
Account and Reconciliation” guide for further details. 

 
 Reconciliation package must include the following: 

 Current reconciliation form 
 Current bank statement 
 Current transaction/register report or copy of checkbook page(s) 
 Pending reimbursement request to District (if any) 

 
Reference 

 
http://gamutonline.net 
Click on 3000 Business and Non-Instructional Operations 
Scroll down to 3314.2 BP and 3314.2 AR Revolving Funds 
 
https://leginfo.legislature.ca.gov 
Click on Education Code – EDC 
Click on Title 2. Elementary and Secondary Education (33000-64100) 
Scroll down to Chapter 10. Revolving Funds and Article 1. Revolving Cash Fund  
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Establishing or Changing Revolving Cash Account Request 
 
 

Date:   
 
To: Director of Fiscal Services 
 
From:   
 
 
 Please issue a Revolving Cash Account in the amount of $ ___________ for our use at  
 
   (school/department). 
 
 
 Please increase the Revolving Cash Account at   
 
 (school/department) from $ ___________ to $ __________. 
 
 
 Please transfer the Revolving Cash Account in the amount of $ _________ 
 
 from    (principal or administrator) 
 
 to    (principal or administrator) 
 
 for    (school/department). 
 
 
I have read the instructions for the use of this fund and accept the responsibility for it as indicated, 
including opening and maintaining a separate bank account. 
 
 
   
 Print Name 
 
 ___________________________________________________ 
 Signature & Date 
 
Approval 
 

 
 
_____________________________________________________ 

 
 
_____________________________________________________ 

Signature & Date Signature & Date 
 
 
cc: Internal Auditor 
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Revolving Cash Account Reimbursement Request 
 
Date:  ______________________________________ 
 
To:   Accounts Payable of Fiscal Services 
 
From:  _______________________________________ 
 
Please issue a check in the amount of $________________ to reimburse _____________________________ 

revolving cash account for the following expenses as listed below. Original itemized receipts are also 

attached as a backup to this request. Any voided stale-dated checks previously reimbursed, if any, are 

listed and netted against current expense reimbursements. 

Program, Account Code 

Date Description Amount Check # 

    

    

    

 Total   

 

Program, Account Code 

Date Description Amount Check # 

    

    

    

 Total   

 

Program, Account Code 

Date Description Amount Check # 

    

    

    

 Total   

 
 
Prepared by: ________________________________________________________      Date: _____________________  
             
Approved by: _______________________________________________________      Date: _____________________ 
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Contact the Internal Auditor for the excel spreadsheet version of this reconciliation form. 
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