

	[image: official smsa logo en]

	Petty Cash Work Instructions
                                        Owner/ Department:  IBU-EGY, Finance



	Overview
	Achieve the maximum quality of our petty cash disbursement and process.

	Persons Affected
	Cashier, Department heads and their delegators 

	Responsibilities
	Cashier: Ensure all petty cash process is accurate and fully approved.

	Instruction/ Procedure
	Cashier: 
· Cashier is fully responsible for all petty cash disbursement.
· Cashier required to monitor the funds in the safe, and in case of needing more funds, a cheque should be prepared and to be signed by the duly signatories.
· All suppliers’ payments should be paid through the deposit account 32, except for special cases which should be approved by the Finance Manager with justification.
· All CPVs should be booked on daily basis in QB.
· All BPVs should be booked on daily basis in QB.
· For any supplier payment, CPV or BPV 59 should be prepared along with the below supported documents:
· Payment CPV or BPV 59 from QB
· AP invoice booking JV
· AP invoice copy
· Approved Purchase Request
· 3 quotations, if needed
· Costing sheet for freight shipments
· Customer invoice for freight shipments
· For Cash rent payments, below documents are required:
· Payment CPV or BPV 59 from QB
· AP invoice booking JV
· Rent approved memo
· Contract copy
· For COD AP payment, below documents are required:
· Payment CPV or BPV 59 from QB
· AP COD invoice booking JV
· COD breakdown from SDM
· For Consumables purchasing, the below documents are required:
· Approved PR if needed
· Supplies invoice
· Payment CPV
· For vans or bikes maintenance or fuel, the below documents are required:
· Expense claim showing all the van/bike details approved by the Operations Manager
· Related maintenance invoice
· Fuel consumption breakdown
· Payment CPV
· For utilities, catering, cleaning, facility maintenance or other expenses, the below documents are required:
· Approved Expense Claim
· Original invoice
· Payment CPV
· Any Expense Claim (EC) should be approved by the concerned direct manager along with the supported documents and a clear description should be written on the EC body.
· Ensuring the payment of the bills of utilities, telephone, mobile, internet, building maintenance and facilities rent in the due date with no delay.
· Cash replenishment report should be prepared when petty cash expenditures reaches 500K and all documents should be reviewed, then to be sent to KSA Finance.
· A particular imprested fund should be granted to the outside stations fellows for operation expenditures which should not exceed EGP 10K then to reimbursed from HQ against the proper documentation. 

Management Role:
· Ensure all transactions are processed as per SMSA benchmarks.
· Check periodically petty cash GL and related reports to view the booking performance.   
· Petty cash reports submitted by cashier should be analyzed and corrective improvement measures should be initiated.
· Proper coaching and training should be imparted whenever required


	Related Document
	· Petty Cash Policy 
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