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	Petty Cash Policy

Owner/ Department: SSS, Finance



	Brief
	Cash is almost a daily necessity for running any business activity. To meet such necessity, it is SMSA’s policy to establish an Imprested Fund. 

The following policy and procedure are issued for the Management and Control of Imprested Fund in all related departments of SMSA.

	Purpose
	To provide policy and procedure for the Management and Control of Imprested Fund in all related departments of SMSA.

	Persons Affected
	Accountant, Cashier, PRO, HRA Supervisor, HR Officer and Purchase In-Charge.

	Responsibilities
	Same as above.

	Guidelines
	Fund Establishment: 

The necessity to establish a separate fund for each department/ station will be evaluated by Department Manager, Accountant, Finance Manager and Country Manager. 

Fund Ceiling:

A maximum ceiling shall be prescribed for each location, based on day-to-day operational requirements, fund ceiling may be reviewed periodically so as to increase or decrease the quantum of fund. Accountant is responsible to conduct a periodic review of the fund ceiling. 

Fund Custody: 

For each Fund, a Custodian will be selected who will remain responsible for safe keeping and authorized disbursement of the fund including preservation and filing of records/vouchers concerning Fund utilization and replenishment. In selecting the Fund custodian, care should be taken to ensure that the employee possesses necessary skills to operate the Fund besides being honest and sincere. 

Fund Utilization: 

The following conditions shall apply in utilizing the Fund: 

a. To pay for the costs of materials supplies and services which are urgently needed for the smooth operations of the company and does not allow sufficient time for procuring the same from the approved vendors.

b. To effect payments against all kinds of material, supplies and services which are petty and are repetitive in nature such as vehicle running cost, vehicle spot lease, small quantity of stationery, small quantity of consumables, refreshment/entertainment items, minor repair and maintenance of office, Etc., 
c. Funds may also be utilized to pay for the material supplies and services which are usually procured from approved vendors but the emergent situation does not permit to do so. 

d. The fund shall not be used to settle credit and cash invoices from approved suppliers.

Fund Operation: 

The Imprested Fund shall be operated with following key guidelines: 

a. Authorization: Fund will be procured and disbursed only upon proper approval from specific official designated by the management. The specimen signature of the designated official should be made available to the Fund custodian and accounting department to facilitate easy identification of any approved case.

b. Limit per Transaction: Large amount of cash disbursement is discouraged. Each Petty Cash disbursement should not exceed $500.00. Cash disbursement of staff salary excluded from this limit.
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