Petty Cash Procedure

· The petty cash box is located in the second drawer of the filing cabinet by the Engage Co-ordinator’s desk

· Please ask a member of the management team for the keys to the filing cabinet and cash box

· Please update the Petty Cash Log when adding / removing money 

· Receipts are required for any purchases 

· Please fill out a petty cash slip for each purchase and attach the original receipt to the back before filing in the petty cash box

· Please notify a member of the management team if there are insufficient or low funds in the petty cash box 
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