
  

 

 
Petty Cash - Policy 7329 
   
In May of 2013, the District adopted a Petty Cash Policy that 
allows individual school buildings to have $200 in cash to be 
used for individual purchases of supplies and materials under 
the amount of Twenty-five Dollars ($25).  The purpose of this 
fund is to allow flexibility, at the building level, to address minor 
purchases without using the cumbersome Purchase Order pro-
cess. The petty cash account, which is not to be co-mingled with 
other funds, is managed by the Building Principal and overseen 
by the Director of Business Operations.  Purchases must have 
prior approval by the Building Principal, be less than $25, and 
original receipts must be kept. 
 
Acceptable Uses include student refunds, postage, minor meet-
ing expenses (excluding mileage), minor emergency purchases, 
employee purchases that have been approved by Principal and 
other minor expenses.  
 
Unacceptable uses are personal advances, loans, IOU’s, cash-
ing checks, salary/service payments, payments for outside ser-
vices, travel costs, reimbursements to temporary employees, 
incremental purchasing – splitting one large purchase into sever-
al small purchases, and food.   
 
The Principal is responsible for keeping the up-to-date reim-
bursement log that tracks the use of the fund. 
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At the end of the school year or if the fund balance gets low during 
the year, send the Petty Cash fund Reimbursement Log to Accounts 
Payable for processing. This allows for expenditures made in the 
school year to be tracked to the appropriate budget for that fiscal 
year.  The process is diagramed below.  Also, if you are uncomforta-
ble leaving the funds in the school vault over the summer, send the 
money to the District Office Building for safekeeping. 

 


