Petty Cash Procedure
· The petty cash box is located in the top drawer of the grey filing cabinet by the director’s desk
· Please ask a member of the management team for the keys to the filing cabinet and cash box

· Please update the cash book when removing / adding money and add date and initials

· Receipts should be kept for any purchases (see purchase invoice procedure)

· Please notify the Managing Director or Office Manager if there are insufficient funds in the petty cash box
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