
 
 

Marietta College 
Petty Cash/Change Fund Policy and Procedure 

 
I. Policy 
To ensure the proper use of petty cash funds.  No department is permitted to maintain a petty cash 
fund, except for those departments that formally establish a change fund through the Business Office.   
 
II. Purpose 
Petty cash funds are intended to reimburse employees for minor, out-of-pocket expenses incurred on 
behalf of Marietta College.  Petty cash reimbursements are limited to amounts not to exceed $25.  
Expense reimbursements above that amount should be processed via the appropriate reimbursement 
request form.   

 
Change funds are intended to give departments that sell goods or services a vehicle to make change 
for customers.   
 
III. Petty Cash Procedure 
 
A.  General  
The Business Office is the sole source of petty cash.  Completed and approved petty cash vouchers, 
along with the appropriate supporting documentation, should be presented to the Cashier’s Office for 
reimbursement. 
 
The purchasing card program was designed to minimize the need for petty cash reimbursements.  
The cards can be utilized to directly pay for legitimate business expenses saving employees the need 
to pay with their own cash.  For information about the commercial card, please contact Lisa Amrine at 
x4614.   
 
B.  Limitations on Use of Petty Cash  

1. Petty Cash expenditures are limited to $25.00 
2. Loans or advances to employees for personal use from petty cash are not permitted.  

Please note that personal checks can still be cashed, this is done from a different fund. 
3. Reimbursement from Petty Cash for travel expenses (including tolls fees and parking), 

travel advances, entertainment (including all meals) and personal services are not 
permitted.  These types of expenses are to be reported on the Marietta College Expense 
Report. 

4. Petty Cash expenditures are subject to the same restrictions imposed by law, grantor 
policy or institutional policy on all expenditures. 

5. Sales tax will not be reimbursed on purchases.  A Sales Tax Exemption Certificate can 
be obtained from the Business Office and provided at the time of the purchase. 

6. Requests for petty cash reimbursement must be made within 30 days of the original 
purchase date on the receipt. 

7. Request for reimbursement from grant funds cannot be made via the petty cash fund.  
 

C. Securing proper receipts for Petty Cash Expenditures 
1. Valid paid receipts must be obtained from the vendor for all purchases made by Petty 

Cash funds.  The paid receipt must be positive evidence of payment and include the 
following information: 

a. Date of transaction 
b. Location/Place of purchase including vendor name 
c. Amount of purchase 
d. An itemized receipt providing a description of items purchased (see examples 

below). 
2. When a vendor’s printed invoice is used as a receipt, the invoice must clearly indicate 

that it has been paid either by being stamped with the official paid stamp containing the 
name of the vendor or by having the vendor’s cash register “Cash Sale” imprinted on it or 
by being marked “paid” and signed by the clerk.   

3. Paid invoices or receipts must be the original or standard carbon copy form which 
indicates that it is a customer copy. 

http://www.marietta.edu/employees/expense_reports_042006.xls
http://www.marietta.edu/employees/expense_reports_042006.xls


 
 

4. Receipts cannot be accepted or processed that bear evidence of alteration. 
 

D. Request for Reimbursement of Petty Cash Funds 
 
Each request for reimbursement via Petty Cash must be submitted on a Petty Cash Request Voucher 
signed by the department chair or other approved signer.  Petty Cash Request Vouchers must be 
fully completed and supported with proper receipts attached.  The Business Office may deny and 
return reimbursement requests if not properly approved or supported. 
 
IV. Change Fund Procedure 

 
A.  General 
The Business Office recognizes that various programs and services on campus need the ability to 
provide customers with change during the course of operations.  Therefore, departments will be 
permitted to establish change funds 
 
B. Establishment of a Change Fund 

1. A completed Change Fund Request Form must be sent to the Controller no later than 
one week prior to the requested start date of the fund.   

2. The persons who will serve as fiduciary and custodian must be designated and sign off 
on the form in advance of the fund being distributed.   

3. The outlined physical safeguards must be in place prior to the money being released. 
4.   Once steps 1-3 have been completed and approved, a check will be cut to the person 

signing as the fiduciary of the fund. 
 

C. Change Fund Maintenance 
1. The cash fund should remain at the established amount at all times. 
2. The fund should be balanced each day of use, reconciliation documents should be 

provided to the Business Office within three working days of this. 
3. The fund should never be used as a petty cash fund or for making purchases. 
4. The fiduciary takes sole responsibility for the account.  Any discrepancies will be resolved 

with this person. 
5. All change funds are to be returned to the Business Office no later than June 30th of the 

fiscal year in which they are established. 
 

 

http://www.marietta.edu/employees/Petty_Cash_Voucher.pdf
http://www.marietta.edu/employees/Change_Fund_Request_Form.pdf


 

 
 



 

 
 



 

 
 


