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CITY COVE― NT oF MCA
PETTY cASH F―  cuェDELmS ANIII PROCEDURES
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Petty ca3h Fund (PCn   13 d fじ
::o

F「,r  、e いァ ぃ e ller'urtnOrit F● r a

potty  caョ h  cuBtodian  (Prl
a`tt,し ltuで 10 ぃFticcr resp(ぅ ns,い iρ

:1.i.'nrn.i.stcred i_.\/ , rranc,J c,rll1laj an
sP4(--i f i e.l prjrtx):{e

is an aut-h.)ri.ze(l .lIllJ I)lrr.tell
:o. sd I e JLJ.irii j Ii] rret l::/ ca:r,,i f liat.ls

u子 |じ ■ hl■  tl h.・ : 
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Potty ca口 h VouchOr (P“     |
♪
` pett, ris卜

 :Ina r■ 1],に ,ヽ ハ,

s fhe form rtsed t, r-ti$Lrulse funds i.)ut

Petty C.!h R.pl.nirlu.nt Raport (pCRn) is cr sLlrfiaiy list ol : t.i_-t,nid per I y c,rsh vouchcrs thdt i3 prep,jre(l . 
"r;;,",;i a'no .oq,.,"",Io. ..Plt)nlshfiranl (): tite perty rasi, f\)r,d (A,1tpr. B)

Patty Cr.h Ragilter (pCR) rs .te reF:r.. .1d;n,Jrr.l o./ !.;::,/ ,_asr,.'r'tl,j,liin L , rro-,, L.r Slllnmitrrz!.
e.jr,abl i srrrial/r.rp-l"na"r.,-..i ,,-",r ":dstt lurlrj
(Artj..\. l') 

t nP j 'ri'rjrsernFnl 1 -h'irgc':r tl'rrcL.l

II. CUIDELINES FOR ESIIBLTSBMENT OF PErfY CA.SB FTAID

.l ) f,rl r ! (j.):,.h j irnrl may brr ,:st.rb]ish,.,.i i,_,r L,et_t,,, rpe.dLirg,i-.I/e j ieii .I)r :,i ij.rr. jr,(t ,rt Jmn-Ll paymcnis f,rr r,a ir,t er,.:r,,,e ar,:.,pe',ii ii l e:peJls.js wt-iicir __nr Jt b. ari,l ,r.,, r, r " , _t, t,; .,i,.,r,,t.,r ire re(l.r r(,o i.:, i.t, f,Jrd tBxTcd.iltal,t (:,ec. 1,-1.1, .:t)Ai itt:L:;dr 9i A{:..)

,r "lie i:asil adva ae -<ha1.l a,c sDffi(:ient for i.he reitrrrr._lr,,ie.i:pelrses .jt thc,1gEnL_-y for .)ne morrh. t.lre r.r(j,)rrftt.rblr. r)tti.::._rnay reqrlqlsa lep:er'rtsliJneijt : I I ir.r .r.slr a?lvirij,:e wirer :tre,1L-ebursa.manti: rFach ai l
s,,r,mrr r.no ., -.,,",1,.;il,I '1.:;:,,11:..'" ,]':,,"'':i,,.Xi;,lXil-ill\-li)cul'f,ent -i rjLrly s,trrurrarrie,l-rl d ref!rrt ,,, t;at,r,:"au,*,,ta 1,.",,,,-l .j,:, : /, -,L..tt,t )-_. ..:)

_' 
l' .- ,'j' F r.: -riro..l rc s_c-. lr at- 1l,c .Jt.J.-ra1r j :t ,-:,i .l- rr.Ari (lb,1iq.rtion Rcqur_,sE {Or,I.) shalt h._ u..r6,..it ._.,,1 I r,., f,.,n,.t,r,-'..rJed ir: iho a{roisr{rr5 .rnd !LI1.)aLeq _" ot-ne) E^[:crrse..i.r'.i,:. . e ,, L^, L))t --'""-)

l. Lh,-. ..rsr. d/rvdr.L.,i :jt.dtr ,,,_.! -,: ,*"J, plyrrenr .L :,rJL.;,1.eiapeltscs, sil(th as !.rrtd1s, s..lL:saIiptial,s, l_,,Jl,t ,r,,i:r.]aa, un,_.,tir. i-Lko. Faytrlerrts .)ui .,t tire ..,ri, o,tr.,,". 'ri,"rl'-o" .r.,ur"u,'..1.,/ fr)r trn(it)t1t i tt..t e:<r:eeriir:; :,r,er:ifl.r ,rr,r,ririr. ai.r enaltrnll:irr:t oI .rs ir,ilir..rleLi trr llri:r qLr ,)etile.
5) I lre patl Ly (:.r:jfr r. rr{j wa:i

'i1) I ee I r'(' 'r'|3I:' ', " 
'"-i illl 

shed I o fe I{IrlrI:ie pe'sr'r1rr.-'l

.-_ ',,i.. .,,,, ,-, ,.,,,.. , 't"' ,'= .;.".:':, ' l,-1",".,, ,-ria .st_abiishcd ,rnrl rt., lr.r.. rio..r, .irir,riri .,.,,,",,.i 
_ 

tt:. ,..,..- |lnnrrI.rrL,r, t.e ;tt:al ;:pere\i.r.) erpen:ie r b{i ,l;st,,rr:.rp.i ,.r |.,ePer-,, .I r,:aJI t",lrr,j.

/



t) l\lo (la:;1, nllvaiLr.r iJira I i rre qiv.n rihlesir J()r , lcgatl LI rroe,.jii.:
1)urt)r,se f.Se.'. 1.1.1, i:\)A (ll!.ular 9, ,)ai)

'I ) llo ,lljdiLjorral i:?rah ;lllvilrrr-os shnl I l)q a llijw!:(l LiJ .rny :)ffiaji.l-i
or employcc ulless Iire p.Larvious caslr ndvancc giva.rr L() f,im is
iirrii. settl.ed iir ! [)r'L;[)er .rL-L_Cuntinq ihere.)f ]s m3.Je (jie(r.
4"1.2, t:\.)A CircLt.iar 9/ 0t)))

ii O,, li pear.Lnrren! ry aI)f),)irti(.i oifL,:tals ,.etl.rll be lcsigxate,l .r:r
Uisf)rrrstr.trg officors. Uie, Le(-r otti,:ials irL.r i, l)-A qranteil a ,rd3h
irl.lvar,-e only l.:r tlreir r)l_ti.:in1 trave.t i q ej{penscs f-Se..
.i. 1. 1, :a'A l:1rcul,at 9 / i t ))

⌒　・“・
Cr:i,/ ,ilrll ,ppointe.'l cr l.Jsigr).ire,j .lir.bursing rtti(:ers nay
pe!lorn r1iriorrrllrng irrnc-tLor:3. Olai:-_arJr irr,.l empl')yec:r wh(),:rrc
given iiasir adv.rr,(;es irrr cftrciiI lz.rvel ncrro rrot Lre (ll]rrj-gr',a:r,d
ds -iiso,rarrinq Cfflaars (S!i:. 1. 1.5, Cl)A ;1 r,a.tj;t 9 1'-:i:2)

1Lr/ Trar:rler ii .j,,rjh aCv. n,,r4. lr,)fi i_rne Araour)LaL,le (ll_ _.cor-

{AC) Lr alr.jr,her jjhal I roi ir'- ;t.lowc.-l ('ea:. 4.i.t , C(,)i\ t:it,-1-:,1r
)1-t'!;)

:i) '1'h.: L:asar ariv.rr,.ir, shn.l.l. be Ltseil sa)li.iI.,, fi)r :lie gpei-i ii.
leoaI F,u!pr"),.(., ti,r wirioh it w.ts granteij. ilr']der rra cir,_-urrlj!t.drL{.a
sl::-i i it be use/.j t(). erii:nilfficrr! ot allc(-t::i itr f.,r liq!i r-rj.,ri
, j ,: prr,vious caslr d,-lvan.e (i,-c. .1 .i.;. C)A Cit:D)er t,, )i?)

1 .rl I l,e - : ,,, Cash !'unos a re
:lys'ell I it.tt narlrrs d fi:.ie( j

after .r i'etrain perioiti /.)i I

oeiral'lse tr()ney wa_< -sperrt, i I

I. be ma'nta',]eJ rj:rir,.J a1l tmDregt
dlri)Unl. i.s a]wayS re,ierve.l, whicri
tr6 . w.t..tt !.rrLut"lt ir, !i f,,qi.t t -1,

w:i ll be lcplonlsiled.

ITI. GUIDEIJINES TOR DISBUNSEME!{TS OUT OT PETTY CASE ET'}ID

I ) Pn./'mcnti i-,uL ), tJet r.r, (lijath FDnai sh.:l I hre fira,lc thr,ru!lr Lie js.r
.,f ,Fpr:ovcd FcIty.-:d:rh Va)r]ahars .:lDti, ::jrrfrporlc,j by (Jif jr:i..rl
re,-r,, I Dt:t .:n.l i)t trc r re(t I i re,l do.-ume.i :-r.

rl) An ,ff.iiii,tt 9.r ,.mpL,)yee wilo wfsi)r.s tr, l,p ac:rnl.urs(.rl f() n
I)rrr'rlr.r,qr r.,isrt cofi,l, pl. nll ilif.r:tir;.li i(,i: ,)l r-.he pa,trl. C.r,t)rr/..r),'l',er. ;ctty Castr VouahFjr:: slL,ru.l(l be wrirten ir, 1Ilr lilprevpr,t nlteratiotr, dnil la safeouar,l,jrl l)y tle c,artt.y' !r._rt,
j.i-rt.Iii.-

J) PaLty Cds'r .errnbutseNclt nrusL l)e i:-,s,jccl !o/r.ei.:eiv€!.1 Lr7 thopa:s)ri wt,.) eifrea,le,ri lha Cash, Arra.jij rcacipt lr) ll. f^rn arr.l
high.l ight lhe amorrr,r to bC. r,,.imbu.scd. ]\II r/teeif)LS rir,rst n,..
!.rEr:rlrit') .inq I ell]l-:cal or. lhe loail l.l:raailsa crLty iire ajrirunr-
ii5:'ld,iir Lire receiFrr.s will be repiefirsi:._d.

.l I Al1 paitl tett'/ ildsti !o,r,--licrs shllL t! r.e(:lra,.je,l irr ihe ._:nsiiL.).)r:
or, .r daiLy i,'.:rsis aI I sLlrun.trizei_r ili t_le pett.r, tlail, t.ril(l
Regrstcr t() {.'tre(r1,. tlre ,rvail,ible oaln.rljr.r ,)f tir.J D.ri,l.y' .j.rrlh
furrai on hand-
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