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Hataitai School Financial Procedures


Petty Cash
Our commitment

The Hataitai School board of trustees ensures the school’s financial and property resources are efficiently and prudently managed to effectively support our teaching and learning programmes, and to provide a healthy and safe environment for our students and staff.

Guidelines 
· A Petty Cash float of $200 will be maintained for normal day to day School expenses.  This float will be under the direct control of the Finance Officer, kept in a suitable, lockable container and dispensed only by the Finance Officer who will be responsible for ensuring that adequate information is recorded at the time cash is dispensed.

· At all times the cash and record of withdrawals must total $200.

· Whenever  the Petty Cash float needs replenishing the Finance Officer will withdraw records and receipts for the amount of the cheque subsequently drawn and will be responsible for processing these as expenses in the normal manner.[image: image2.png]



These procedures were reviewed in November 2011
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