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1. PURPOSE
Petty Cash - the purpose of petty cash is to allow reimbursement of small items of expenditure incurred by staff on behalf of Council.  Petty cash claims are for amounts $100 and less.  Whenever possible, Council’s Corporate purchasing Cards should be used for all common, recurring work-related purchases.
Change Float - the purpose of float is to assist any customer paying cash at the counter with change of notes or coins. 
This document sets out the procedures for maintaining petty cash, claiming reimbursement and administering cash float.

2	RESPONSIBILITY
Co-ordinator Financial Operations, Customer Service Team Leader and custodians of petty cash or change floats.

3.	PETTY CASH REIMBURSEMENT
Petty cash reimbursements should only be submitted for minor day to day expenditure for items not covered by normal procurement procedures.  Examples of appropriate petty cash expenditure include; minor catering supplies, minor office consumables, minor program consumables, parking to attend meetings in the City and reimbursement of fuel costs when the Council issued fuel card has not been able to be used to refuel a Council vehicle. 
Petty cash claims for amounts up to $100 (GST inclusive) are to be made at Customer Service. Petty cash reimbursements must be requested via an online form (available in Webstar).

3.1	Petty Cash Reimbursement Procedures

1. Reimbursement via Customer Service

2. Reimbursement via Accounts Payable section.




3.1.1 Reimbursement via Customer Service

· Staff requiring petty cash re-imbursement must fill out an online petty cash form, upload relevant receipts to support the claim, select a method of payment and nominate authorising manager to approve, who will receive the form via email.  If you do not have the original receipt, then a substitute receipt needs to be completed and signed off by your Manager.  Take your original receipt with you when you go to cashiers.

· The petty cash guidelines and auditing of receipts is the responsibility of the authorising manager to:

· Check expenditure account number for amount excluding GST
-	Check details of expenditure with receipts attached
-	Approve or decline the claim. If declining a claim, a valid reason must be 	provided. 

· The petty cash claims are up to and should not exceed $100 (including GST) unless otherwise authorised by Manager Finance and IT.

· After the online claim is approved the staff member will receive an email advising them on how to receive their reimbursement from Customer Service. The claimant must take their original receipt when collecting from the cashier.  Any claims not collected within five working days will be deleted and you will need to start the claim process again.

· After Customer Service process the refund, they will access the petty cash online admin site and complete the final step by noting the receipt number.  This will commence the final process of exporting the completed form and saving it in the named Objective folder. After end of day balancing, the printed claim form with receipt number will be kept with daily balance sheet. The Centre Coordinator then will review the vouchers and sign the daily balance sheet. 

· Periodically Coordinator Financial Operations will verify the documentation (minimum twice annually).


3.1.2 Reimbursement via Accounts Payable 

· Reimbursement of petty cash claims is to be referred to Accounts Payable section in Finance when:

· Customer Service are unable to process the claim, or
· The claim is more than $100 (inclusive of GST) and therefore cannot be reimbursed by Customer Service cashier.

· Finance will reimburse the claim via electronic funds transfer (EFT) on the Tuesday provided the claim, complete in all respects, is received by COB on Friday prior.  The claimant must ensure that his/her bank details are recorded in Finance.

· For the claim to be paid by Finance, the Payment Request Form (copy in Webstar) must be filled out, authorised by an officer carrying appropriate financial delegation and submitted to Finance with all supporting documentation

4.	PROCEDURE – CHANGE FLOAT

4.1	Floats maintained at the designated centres are to be kept separate from any daily takings.
4.2	At the end of the day the custodian is to ensure that the float amount is correct. 
4.3	Application for the establishment of a new float or an increase is to be made in writing to the Manager, Financial Services and IT with full justification as to the need and the amount required.  No such facility will be established or increased unless approved as above.
4.4	If circumstances do not justify the continuance of float in any centre then that facility will be closed.  Finance will periodically review the status of float and determine whether any facility needs to be closed.
4.5	Float is subject to audit by Finance, twice a year.



5	SECURITY

5.1	When a customer service centre has a petty cash or float facility, it will designate an officer to be the custodian of that facility who will be responsible for that facility. 
5.2	A support officer may be nominated to assist the custodian with RDOs, leave of absence etc. The custodian and the support officer must sign off the balance of cash held at each changeover. 
5.3	Petty cash or float amounts are to be kept in lockable container. Under no circumstances should the container be left unlocked or in an area accessible to public.
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