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ADMINISTRATIVE GUIDELINE

Title:  Petty Cash

Effective Date:  June 12, 2000  
  Responsibility:  Superintendent of Business

Revised:             June 16, 2003
RATIONALE: 

Petty cash funds may be established for schools, central office units, and special programs in such instances as they will expedite the purchase of minor items and/or provide immediate payment for minor services.

Expenditures against these funds must be itemized and documented with original receipts, and will be charged to the applicable budget code.  After a budget item is exhausted, no expenditures against the item may be made from petty cash.

Elementary Schools

$400.00

Secondary Schools

$800.00

Board Office

$800.00

The maximum expenditure for any item out of the Petty Cash Fund is $100.00.










� Amount changed to $800.00 effective June 16, 2003
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