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RESOURCE LIBRARY — ACCOUNTING

Petty Cash Payment Control EDiTION: 1
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PURPOSE H [¥]

e To ensure proper control of Petty Cash Purchases is in place in all XYZ Hotels.
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POLICYFE/F

1. Petty Cash purchases are to be kept to an absolute minimum at all times.
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2. A Petty Cash float should be allocated to the Purchasing Manager to handle day to day purchases of
minor items. Such floats will be controlled by the Accounts Department.
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3. Petty Cash expenditures over the equivalent of RMB 200as well as emergency purchases over the
equivalent of RMB 500 must be authorized by the General Manager and Director of Financeand

Controlling.
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4. A Petty Cash voucher is to be prepared for all Petty Cash purchases and authorized by the Purchasing
Manager and Director of Finance and Controlling.
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5. A receipt must always be obtained and attached to the Petty Cash voucher and filed for the weekly
reconciliation and cash reimbursement.
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6. All advances for emergency purchases, other than Petty Cash Float, must be cleared within 24 hours.

FITAT R TR SR RAAT, BAT % - SO, A JIAE 24/ NS P R

7. Like all other purchases, goods received must be cleared through the Receiving Clerk, the Purchasing
Manager should not issue the goods bought directly to the department concerned.
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8. The Purchasing Manager should keep his House Fund in tact and independent of personal cash. Like all
other holders of hotel funds, the cash balance available at any time, together with the value of
outstanding Petty Cash Vouchers should add up to the total value of his House Fund.
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