The CITY OF BIRCHWOOD VILLAGE, WASHINGTON COUNTY, MINNESOTA

PETTY CASH FUND POLICY

OVERVIEW.
The City of Birchwood has adopted Financial Internal Control Procedures.  These Procedures call for the creation of a petty cash fund.  This Policy establishes procedures for the administration of the petty cash fund.

PURPOSE.  
The purpose of the petty cash fund is to allow the staff to pay for the purchase of small, inexpensive items when the regular routine of requesting City Council approval of the disbursement would not be practical or would unnecessarily delay the purchase of the item.

RESPONSIBILITY.
The City Clerk is responsible for administration and management of the petty cash fund.  In the absence of the City Clerk, the City Treasurer shall have such responsibility.  Only the Clerk or the Treasurer may disburse cash from the petty cash fund.

AMOUNT OF THE PETTY CASH FUND.  The amount of the petty cash fund shall be one hundred dollars ($100).  The City Council may change the amount of cash in the petty cash fund at any time.  

MAXIMUM AMOUNT OF INDIVIDUAL DISBURSEMENT.  The City Clerk or City Treasurer may disburse funds from the petty cash fund up to the amount available in the fund.  

RECEIPTS REQUIRED.  Because of the size and nature of the petty cash fund, the City does not require a voucher system for petty cash disbursements.  Instead, the Clerk shall maintain actual cash receipts as accounting records to substantiate the cash balance on hand.  At any given point in time, the cash on hand plus the cash receipts should equal the amount of the petty cash fund.
PETTY CASH FUND REPLENISHMENT REQUESTS.  The City Clerk may request that the City Council replenish the petty cash fund at any time.  The Clerk shall provide such documentation as the Council may require to support the request.  Once the replenishment is authorized, the Clerk shall remove the supporting documentation from the petty cash fund box and file the documents in the appropriate file.  These documents shall be maintained for a period of one year.  

OVERSIGHT OF PETTY CASH FUND.  The City Council shall monitor the use of the petty cash fund.  The Mayor may, at any time and unannounced, ask to review the petty cash fund to reconcile the balance in the account.  The Mayor shall report any discrepancies to the Clerk, who shall determine the cause of the discrepancy.  
This policy is hereby adopted by the City Council of the City of Birchwood Village this 8th day of March, 2011.
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