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07.100

PETTY CASH/OPERATIONAL FUNDS
EFFECTIVE 04/15/2005

7.100
PURPOSE
A.
It is the purpose of this policy to inform Regional Commanders of the process for acquiring and maintaining petty cash funds in their respective areas.
1.
Describe the process by which Commanders obtain petty cash and operational funds for the purchase of supplies.
2.
Define the basis for the allotted amounts available to each region.
3.
Define authorized use of expenditures.
7.101
DEFINITIONS
A.
For the purpose of this policy, supplies are items that are intended to be exhausted in the normal course of business activities.  Supplies include items such as paper clips, paper, file folders, staples, staplers, hole punch, pens, pencils, sticky notes, markers, etc.  Supplies do not include computer hardware or telecommunications items.
B.
Supplies are defined as any group of items costing less than $200.00 per transaction.

C.
Equipment is defined as any single item costing $200.00 or more.  Equipment does not include computer hardware and telecommunication items. Refer to Acquisition of Equipment Policy #3.100 for purchase of equipment.

7.102
ACQUISION & DOCUMENTATION
A.
Each region not having a CivPol Representative assigned will establish a petty cash fund.

1.
The petty cash fund is initially established by the Regional Commander accepting cash from CivPol in the amount allocated to their respective region.
2.
Each expenditure from the fund must be included on the Petty Cash Disbursement Form PC-1.

3.
All expenditures require a receipt that must be submitted whenever additional funds are requested for the petty cash fund.

B.
Procedures for the Petty Cash Disbursement Form PC-1 have been developed to ensure that the fund always has the allotted balance when considering the cash on hand as well as all receipts on hand.

1.
Each time a purchase is made the date, purchaser’s name, item purchased, and the amount must be recorded on form PC-1.  After each entry is made, a new balance is computed.

2.
Any time additional cash is received to reimburse the petty cash fund that amount is recorded in the deposit column of form PC-1.

3.
After each entry is made on form PC-1, the amount in the balance column should always equal the total petty cash on hand.

4.
When additional cash is required for the petty cash fund, the receipts on hand are totaled and this is the amount of cash to be requested from CivPol, to bring the balance of the fund back up the allotted amount.
5.
Regional Commanders are ultimately responsible for the documentation of all transactions and balance on form PC-1 completed in their assigned region.
7.103
ALLOCATION
A.
All Regions will have a minimum of $5000 for operating funds available in addition to sufficient funds to cover phone card expenses, as follows: (Example)

1.
Basrah

$5480

Based on 8 IPLOs assigned at this location, this will also cover the $480/month expenses for phone cards. ($60/person x 8 = $480, with the balance to be used as operational funds.

7.104
AUTHORIZE EXPENDITURES
A.
Petty Cash funds may be used for purchases of supplies needed for daily operation of the Region the funds are allocated.

B.
Petty Cash funds will not be used for expenses greater that $200 per transaction, unless emergency circumstances can be articulated.  Refer to Acquisition of Equipment Policy #3.100 for purchases that exceed this amount.
C.
Funds will not be used for salary advances since all personnel are required to sign up for in-country pay.  However, the Regional Commanders would have funds available should any true emergencies arise or the in-country funds did not arrive in a timely manner and an IPLO needed cash for an emergency.  
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