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OFFICE OF PRIME RESPONSIBILITY

Any questions or suggestions regarding this policy should be directed to the Accounting Department.

1.
POLICY
Employees may receive reimbursement for approved expenses under $50.00 by filling out a Petty Cash Voucher and turning it into the Accounting Department.

Petty cash is kept up to date daily by a designated person in charge at each Advanced Sciences and Technologies, LLC (AS&T) location (hereafter referred to as the Petty Cash Custodian). The amount of petty cash kept on-hand at each location is established by the Corporate Controller.

2.
GENERAL PROCEDURES

For Reimbursement from petty cash:
2.1 A petty cash voucher is prepared by the requestor and must not exceed $50.00. If the amount is over $50.00, the item must be ordered through use of a Purchase Order (Policy #7010).

2.2 A detailed description of the incurred cost must be written on the petty cash voucher.

2.3 The requestor includes a cash receipt and general ledger account number to be charged on the voucher. (The voucher must be signed by the requestor and the cash receipt must identify the purchase/use; cash register receipts alone are not acceptable). The requestor must then get their managers approval on the petty cash voucher.

2.4 The Petty Cash Custodian at each location reviews the completed voucher for accuracy and completeness, then assigns a sequential number and approves the release of money if the voucher is accurate and complete.

2.5 Reimbursement is made to the requestor by the Petty Cash Custodian. The requestor must sign that they received the money.

2.6 Petty Cash Voucher information is then recorded on a petty cash envelope by the Custodian.

2.7 At month end, all disbursements of petty cash are totaled. The Petty Cash Custodian verifies that all Petty Cash Vouchers are in the petty cash envelope and are completed.

2.8 At the close of the month, all petty cash envelopes from all offices are sent to the Sr. Staff Accountant in Corporate Headquarters.

2.9 The Petty Cash Custodian is responsible for maintaining the security of the petty cash box and the correct balance.

3.
EXCEPTIONS

Exceptions to this Policy requires prior approval of the President/CEO.


REFERENCES
7001 Authorized Travel Expenditures

7010 Purchase Order Procedure

The following form is incorporated into this policy by reference and can be found in the forms section:

· Petty Cash Voucher
7006
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