FRESNO COUNTY ECONOMIC OPPORTUNITIES COMMISSION

PETTY CASH AFFIDAVIT

I hereby acknowledge receipt of a petty cash fund in the amount of $_______________.

Upon termination of the program or my employment, I will present receipts and/or cash for this amount.  If I do not return this fund, I understand that I will be invoiced for this amount.

Employee Name (Print): _____________________________




___________________________________________

                                                                                      Signature   

Program: ________________________________________

Site: ____________________________________________ 


Date: ___________________________________________

Approval: ________________________________________



Accounts Payable – Please set up a petty cash fund in my name.

Project Code: __________

Account Code: 01-1095__

Distribution:

Original - Human Resources

CC: Accounts Payable

CC: Internal Audit
INSTRUCTIONS
The person responsible for the petty cash fund is referred to as the “Petty Cash Custodian”. The only time a petty cash affidavit must be submitted is when a new petty cash custodian is appointed or a new fund is established. If a new custodian is selected, the current petty cash custodian must formally close his/her petty cash fund. 

To open a petty cash fund:

1. Approval from AED or Program Director is needed.

2. A short memo appointing the petty cash custodian should be submitted.

3.  A Petty Cash Affidavit is filled.

4. The Petty Cash Affidavit includes the amount of the fund being set up and is signed by the appointee and properly approved.  

5. The original Petty Cash Affidavit is to be submitted to Human Resources to be kept in the employee’s file.

6. A copy of the petty cash affidavit along with the short memo will be submitted to Accounts Payable and a check for the petty cash fund will be processed and made out to the appointed petty cash custodian.

To close the petty cash fund

1. When a new petty cash custodian is appointed or the petty cash fund is closed, the current petty cash custodian must submit all receipts and remaining cash to the audit department for a final count.  

2. A Petty Cash Release of Liability form will be submitted to Human Resources to relieve the outgoing fund custodian of his/her responsibility.

PETTY CASH RELEASE OF LIABILITY 

_____________________________________ has been relieved of his/her 

                    (Print Name)
responsibility as petty cash custodian and has submitted all receipts and/or cash.






Signed: _____________________________







                          (Supervisor)

Dated: ______________________________







Program: ____________________________

Distribution:

Original – Human Resources

CC: Internal Audit

