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Petty Cash Policy

This policy is informed by the Christian values which are the basis for all of CDAT's work and any
actions taken under this policy will reflect this.

‘Blessed are those who act justly, who always do what is right’
Psalm 106:3
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Policy Process

Following review schedule, updated legilsation/guidance or request from LGBs

CDAT reviews model policies and Board agrees (minuted)

Model policies published

LGB populate contextual areas
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Draft policies sent to CDAT officer for comment if appropriate

Policy agreement

Approval

LGB approve policy (minuted)

CDAT receives final policies
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Purpose

This policy establishes the proper use and administration of petty cash funds. It is expected that petty
cash will be viewed as a mechanism of last resort and only used when other methods are impractical
or unavailable.

Petty Cash Limit

The maximum amount held in petty cash should not exceed £100. Individual transactions should not
exceed £25. The value of single or individual items purchased from petty cash must not be split into
smaller values to circumvent the £25 limit or official ordering procedures.

Procedures

As cash is portable and desirable it is important that proper controls are in place to prevent its abuse
or loss. These procedures contain controls covering authorisation, documentation and secure storage
of cash:

Authorisation
All petty cash payments must be authorised in advance by the Head Teacher or Business Manager.

Documentation

Reimbursement
For reimbursement of purchases made (with prior approval) the member of staff should
provide a VAT receipt for the purchase. This should detail:

The seller’'s name and address

The seller’s VAT registration number

The date of supply (tax point)

A description of the goods or services supplied

Receipts should contain these details as a minimum and is a prerequisite for the school
to reclaim VAT.

The Business Manager should complete a petty cash voucher and attach the receipt to the
voucher. The voucher should be signed by the member of staff receiving a refund as a receipt for
the refund.

Cash

Where cash is required prior to making a purchase the Business Manager should complete a
Petty Cash Voucher which should be signed by the member of staff receiving cash as a receipt.
Following purchase, the member of staff should return a receipt and any change to the business
manager who will adjust the original voucher and place the change back into petty cash.

Security of Petty Cash

e Petty cash funds must be kept in a secure area such as a locked drawer or small safe.
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e Petty cash funds should not be mixed with other income. With the exception of the regular
replenishment of petty cash, income should be banked separately and entered into the
accounts under the appropriate code(s).

® The amount in the petty cash fund should be checked monthly against the accounting
records and reviewed by the Head Teacher. A reconciliation report should be prepared and

signed.

Imprest system

The Business Manager should reconcile the petty cash account on a regular basis. The total of
receipts and cash should always equal the imprest amount. (max.£200). At the end of each month
the Business Manager should replenish the cash held and post transactions to the accounts.
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