PETTY CASH AT UVM – An Overview

What is A UVM Petty Cash Fund:

A Petty Cash Fund is a cash fund kept secured for immediate use when normal UVM processes for procurements (such as Accounts Payable or the Purchasing Card) are not readily available.  Petty Cash Funds are maintained by a designated custodian.  The fund is requested by the employee to be named custodian, using the Request for Petty Cash Form, signed by the appropriate Chairperson, Dean or Director and submitted to Financial Reporting and Account Services.  Petty Cash are funds provided to a custodian for the procurement of items which cannot be purchased by a purchase order, or the UVM Purchasing Card.  There are four types of Petty Cash Funds:

· Standard Long Term Petty Cash Funds – they are long term based upon an ongoing and revolving use of the funds for which replenishments are done on a frequent and regular basis.  An example would be a departmental Petty Cash fund.   
· Change Funds – they maybe short term or long term in nature and are used exclusively for making change in a cash register or for a specific event.   Some examples would be a change fund in the cash register at Fleming Museum, a change fund for vending machines at the library, or a change cash box for a sporting event sale of tickets.  These funds should not be mixed with other types of petty cash funds.
· Subject Cost Petty Cash Funds – they are short term in nature, with an end date by which they will be closed out, used for subject payments to volunteers in a research study.  There is strict IRS reporting laws associated with these accounts.  An example would be a specific study within the Psychology department.  These funds should not be mixed with other types of petty cash funds or be used for anything other then subject payments to individuals.  Any fund of this nature which is funded by a Ledger 5 account must receive approval from Grant & Contract Accounting.
· Event or Project Petty Cash Funds – they are short term funds provided for a specific event or project.  They have a definite end date by which they are to be closed out.  An example might be Orientation, Graduation, or a student life event.
Questions & Answers –
What are Some Proper Uses:
· Petty Cash should be used for small immediate purchases where a blanket purchase order or UVM Purchasing Card would not be appropriate (The vendor does not accept a UVM P.O.).

· Emergency situations where a purchase order cannot be obtained.

· The payment of subject costs, in order to protect the subject’s anonymity, through a Subject Cost Petty Cash Fund only.

What are Some Misuses?
· With the exception of Subject Cost Petty Cash Funds, all other types of Petty Cash funds should never be used to pay an individual or a business for services.

· Petty Cash should never be used to circumvent another UVM Policy.  For example, one should not use funds from a petty cash account for travel advances or because an emergency loan was denied.

· If an item can be purchased with a blanket purchase order or a UVM Purchasing Card or credit card, it should not be purchased with the petty cash funds.

Which Forms & For What Purpose?
UVM Request for Petty Cash Form – Use to open a new Petty Cash Fund, all types, or to re-open an account under a new custodian’s name.  For Cash submit to the General Accounting Office in Waterman Building.  For the fund to be issued by checks submit to General Accounting Office as the backup paperwork with a Procurement Check Request Form.  After their approval, General Accounting forwards the request to Procurement, expect 10 working days for a check.  Custodian must sign and Department Chair or Business Manager must sign as approver.
Summary of Petty Cash for Replenishment in Cash form – Use to replenish, in cash, an existing petty cash fund, the Custodian completes this form and brings it to the General Accounting Office in Waterman along with the backup receipts.   Custodian must sign and Department Chair or Business Manager must sign as approver. 
Summary of Petty Cash for Replenishment in Check form—Use to replenish, in check form, an existing petty cash fund, the custodian completes this form and submits it to Procurement along with the backup receipts and a Procurement Check Request Form.  Custodian must sign and Department Chair or Business Manager must sign as approver.
Summary of Petty Cash Expenditures for Closeout Form – Use to close out an existing petty cash fund, all types, the custodian completes this form and submits it to General Accounting along with the backup receipts.  
Other Items Of Note:

When the custodian of any petty cash fund leaves the department, or terminates employment, the fund must be closed out before a new custodian can be assigned.   
The University will deduct the money from a Custodian’s paycheck for any misuse of funds or loss of funds through mismanagement as authorized by the Custodian on the Request for Petty Cash Form.
All forms, instructions for custodians, and this overview can be found on the General Accounting website.

What if a Change Fund of Petty Cash Fund is stolen?  Notify the University Police immediately and e-mail information to the General Accounting Office.
What is considered ‘secured’ for any petty cash fund?  Any time it is unattended or not in immediate use it should be under double lock – for example, a locking box kept in a locked desk.
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