[image: image1.png]PRSI

N\




Petty Cash Expense Review

Purpose:  

Grants Administration will conduct a monthly review of BMC Petty Cash Forms that are received from BMC Accounts Payable.  The purpose of this review is to ensure that Petty Cash reimbursements are allowable and do not exceed $100.  

Activity Selection:  

The Projects Assistant will pick up Petty Cash Forms from BMC AP on a weekly basis.

Review:

The Projects Assistant will review Petty Cash forms and attached receipts to ensure that all expenses paid are allowable and that the total amount for each reimbursement does not exceed $100.  

· If any reimbursement does not meet these requirements, PA will make a copy of the form and receipts and give to Grant Accountant and Projects Manager.  GA will work with Administrator to move the expense off the grant.  
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