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            Policy Number: CS-1001-2013
Policy Title: Petty Cash Fund Policy
Policy Owner: Chief Financial Officer
Effective Date: April 17, 2013
Last Revised: November 28, 2023
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	Principles
	Accountability and Compliance
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	Policy Revision Date
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	Specific Links


1. Purpose
The purpose of Mohawk College's Petty Cash Fund Policy ("policy") is to ensure that all petty cash funds established within the College are operated in an approved manner and are protected against loss.
 
2. Application and scope
This policy applies to all employees who hold or use petty cash funds, including the security, disbursement, reimbursement and use of these funds.
 
3. Definitions
"Designated custodian" means any full-time College employee, who has been approved by a Financial Manager to safeguard and administer a petty cash fund in accordance with this policy.
"Financial Manager" means full-time College employee who is financially responsible for the specific Org(s) requesting the petty cash fund.
"Petty cash fund" means a small amount of cash advanced to an authorized College employee (designated custodian) for the purchase or payment of minor items, less than $50, where a cash transaction is required.
 
4. Principles
A. Accountability
Mohawk is accountable for public funds used to purchase goods. All expenses must support business objectives. Since expense accounts can become matters of public record through audit or other means, expenses should be incurred and claimed in a manner that is publicly defensible and will not harm the College's reputation as a good manager of its resources.
B. Transparency
Mohawk is transparent to all of its stakeholders and especially to the members of the Hamilton community who it serves. The rules for the use of petty cash funds are clear, easily understood, and available to the public.
C. Value for Money
Mohawk dollars are used prudently and responsibly with the aim of achieving maximum value for the use of public funds.
D. Fairness
Expenses incurred during the course of the business of the College are legitimate, authorized and documented.
 
5. Accountability and Compliance
5.1 Accountability Framework
This policy has been approved by the Senior Leadership Team.
5.2 Compliance
The Chief Financial Officer is authorized to ensure that information within this policy is applied.
 
6. Rules
6.1 Requesting Petty Cash
Requests for petty cash funds must be approved by the Financial Manager. Refer to procedure P1 in Appendix A.
Petty cash funds may not be deposited to employee's personal bank accounts.
6.2 Security of Petty Cash Funds
Petty cash funds must be stored in a locked cash box during working hours and placed in a locked cabinet, vault or safe for overnight safekeeping. Keys for the cash box should be stored in a locked desk or cabinet, separate from the cash box. 
6.3 Disbursement of Petty Cash Funds
Each petty cash transaction must involve College business. Individual purchases should not exceed $50. Petty cash should not be used for:
	Salaries, wages, honorariums or similar payments
	Purchase of goods and services for personal use of staff
	Payroll advances, travel advances and loans to employees
	Cashing cheques for employees or other individuals
	Reimbursement of entertainment expenditures
	Reimbursement of purchases made with personal funds

Cash should be requested from the designated custodian prior to making the purchase and any excess change should be returned to the custodian after the purchase, along with a detailed receipt.
All disbursements of petty cash should be supported by original itemized receipts. Receipts presented to the custodian for reimbursement should be authorized by the Financial Manager and charged to the correct FOAPAL (Fund, Org, Account, Program, Activity and Location).  The receipt should clearly indicate the details of the purchase.
At all times, the total of cash on hand plus petty cash receipts must equal the authorized petty cash fund amount.  Surplus cash or shortages must be reported immediately in writing, including any relevant details, to the Manager, Accounting Services.
6.4 Reimbursement of Petty Cash Funds
Refer to Procedure P2 in Appendix A.
 
7. Policy revision date
7.1 Revision Date
November 2028
7.2 Responsibility
The Chief Financial Officer will review this policy every five years or earlier when required.
 
8. Attachments
	Appendix A - Petty Cash Procedures
	Appendix B - Petty Cash Request Form (accessible by employees through SSO)
	Appendix C - Petty Cash Replenishment Form (accessible by employees through SSO)
 


9. Specific Links
Intentionally left blank.

Appendix A - Petty Cash Procedures
P1. Requesting Petty Cash
A ‘Petty Cash Request Form’ (located on MyMohawk>Employee>Financial Services>Forms and in Appendix B) must be signed by the designated custodian, approved by the Financial Manager and returned to Accounting Services. The request must include the amount required, the purpose of the fund, and the name of custodian of the fund.
The Manager, Accounting Services will investigate the need for a fund and authorize an appropriate amount.
Once approved, an initial petty cash disbursement cheque will be issued. The cheque will be made payable to the custodian. Petty cash funds may not be deposited to personal bank accounts. The custodian should take the cheque to the bank and request cash.
The petty cash custodian, or Financial Manager, upon termination of employment or internal job transfer of the custodian, must inform Accounting Services of the name of the new custodian or if the fund will be collapsed and returned to Accounting Services.
A similar written request is required to change the amount of an established fund.
P2. Reimbursement of Petty Cash Funds
To obtain reimbursement, a “Petty Cash Fund Replenishment Form” (located on MyMohawk>Employee>Financial Services>Forms and in Appendix C) must be completed and forwarded to Accounting Services. The form requires the following:
	Date of purchase
	Reason/type of disbursement
	FOAPAL to be charged
	Amount of disbursement
	Signature of custodian
	Signature of Financial Manager
	Total paid out, cash on hand and total petty cash fund
	Supporting original receipts are to be attached

Reimbursement requests should be submitted on a timely basis to maintain the petty cash fund available balance. All petty cash fund custodians are required to submit a reimbursement claim as instructed per the Year End deadline communications.
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            Mohawk College
135 Fennell Avenue West
Hamilton, ON, Canada L9C 0E5
Accessibility
Add funds to your ONE Card →
Campus Updates
Careers at Mohawk
Contact Mohawk
Policies and Procedures
Program Disclaimer
Provide Website Feedback
Security and Emergency Management
Sexual Assault and Sexualized Violence Support
Whistle Blowing
Privacy and Legal
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	Fennell Campus (FF)
	Institute for Applied Health Sciences at McMaster (IH)
	Mississauga Campus (International Students)
	Stoney Creek Campus for Skilled Trades (SC)




Partner Locations



	Centre for Aviation Technology at Hamilton International Airport (YHM)
	Ogwehoweh Skills and Trades Training Centre (OC)
	Six Nations Polytechnic - Brantford (SB)
	Six Nations Polytechnic - Ohsweken (SN)
	Tansley Woods - Schlegel
	Wentworth Heights - Schlegel
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