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PETTY CASH GUIDELINES

This circular presents the BPS policy for the management of petty cash funds.  Please use the attached Petty Cash Form.

1. Petty cash funds are for small non-recurring or emergency purchases of a Department or School.

2. Individual purchases from the fund will be limited to a maximum of Fifty Dollars ($50.00).

3. The BPS is exempt from sales tax on its purchases.  Employees authorized to make petty cash purchases should use the Tax Exemption Number 046-001-380 at the time of purchase.  Sales tax will not be reimbursed through Petty Cash.

4. The following items are specifically prohibited from being paid for with petty cash funds: food, coffee, flowers, greeting cards, motor vehicle expenses, travel expenses of any type, computer software, professional association memberships, and professional licensing and registration fees.

5. Filling out Petty Cash Forms for submittal:

· Total the dollar amount of the purchase and attach the sales receipts to the Petty Cash Form.  Please circle dollar amount.

· Include your social security number. 

· Form must be signed by Department Head or Principal. 

· Department Head or Principal must identify the account codes for available funds.

For more information about this circular, contact:

	Name:
	Francis Gorski, Unit Leader-Accounting

	Department:
	Business Services

	Mailing Address:
	26 Court Street, Boston, MA  02108

	Phone:
	617-635-9106

	Fax:
	617-635-9582

	E-mail:
	fjgorski@boston.k12.ma.us


Carol R. Johnson, Superintendent

OFFICE OF THE BUSINESS MANAGER

PETTY CASH FORM







Date: __________________________

Name of Claimant: ________________________________  FIN # or SSN#:  ______________

Charge to:

	Account
	Fund
	Org
	Program Code
	Sub

Class
	Budget Year
	Project / Grant

	
	
	
	
	
	
	


CHARGES AGAINST PETTY CASH ACCOUNT
Attach receipt and back-up for reimbursement of funds.

	
	
	
	
	
	
	

	
	
	      Postage
	
	
	
	

	
	
	      Telephone
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	     Gas for Snow Blowers, Lawn Mowers
	
	
	
	

	
	
	     Miscellaneous
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	     Signature of Supervisor
	
	
	
	


APPROVED:

______________________________________


_____________________________

Business Manager





Date Paid

Please return this form to:

Lynette Jones-Carradine

Office of the Business Manager

26 Court Street

Boston, MA  02108

