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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Petty Cash / Imprest Funds

A petty cash fund may be established by each Technical College. Each Technical College shall set the appropriate dollar limit for the fund and determine if the use of pre-numbered petty cash vouchers is necessary.

Disbursing Petty Cash Funds

Each disbursement made from the petty cash fund shall be approved by the VPA of the college or his/her designee. A petty cash voucher must be completed for each payment. Payment is made in either of the following manners:

1.
Item already purchased:

(a) The person seeking reimbursement provides a receipt for the item purchased to the VPA of the college or designee. If no receipt is provided, an affidavit attesting to the expenditure should be signed and attached to the petty cash voucher;

(b) The VPA of the college or designee gives the cash or check to the requestor and completes part A of the petty cash voucher; (see attached) and

(c) The person disbursing and the person receiving the cash or check signs the voucher.

2. Cash advance for a purchase:

(a) The person making the purchase requests the VPA of the college or designee to advance petty cash funds;

(b) The VPA of the college or designee gives the cash or check to the requestor and completes the amount advanced on part B of the petty cash voucher;

(c) The person disbursing and the person receiving the cash or check signs the voucher;

(d) The person making the purchase makes the purchase and provides the receipt to the VPA of the college or designee. If no receipt is provided, an affidavit attesting to the expenditure should be signed and attached to the petty cash voucher;

(e) The VPA of the college or designee completes part B of the petty cash voucher and posts the amount spent and amount over/(under);

(f) The VPA of the college or designee determines if any funds should be remitted or disbursed, the amount is posted to part B of the voucher;

(g) The VPA of the college or designee completes part A; and

(h) The person returning or receiving the cash signs the voucher.

Reconciling the fund

A designated person counts the money in the fund, totals the vouchers, matches receipts to the vouchers and reconciles the account on a regular basis. 

Replenishing the Fund

After the account is reconciled, a designated staff person prepares a request for payment, attaches the appropriate documentation and provides these forms to the VPA of the college or designee. The VPA or designee reviews the payments for appropriateness submits a request to accounting for payment to replenish the petty cash fund.

