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USG Business Procedures Manual, Section 2, ĬĲǯŰĲƚШƓĲƣƣǃШĦċƚőШċƚа 

Definite funds established for small purchases, controlled and accounted for as imprest 
funds, the total composition of which must always equal the amount of the fund. The 
composition of a Petty Cash Fund usually includes cash, petty cash vouchers representing 
disbursements from the funds, and checks. Included also in this account would be the 
various change funds on campus: e.g., Bookstore, Dining Hall, Vending Machines, Change 
Machines, etc. 

ÂĲƣƣǃШ9ċƚőШ9ƨƚƣŸĬŔċŰƚШċƖĲШƖĲƕƨŔƖĲĬШƣŸШċĬőĲƖĲШƣŸШƣőĲШŉŸũũŸƽŔŰŊа 

1. ]ĲŰĲƖċũШ ĦĦŸƨŰƣШůċŰċŊĲůĲŰƣ 
a. Document and maintain individual ƓĲƣƣǃШĦċƚő account ƓŸũŔĦǃШċŰĬШƓƖŸĦĲĬƨƖĲ. 
b. EŰƚƨƖĲШƣőċƣШċũũШƣƖċŰƚċĦƣŔŸŰƚШċƖĲШċĦĦĲƓƣċĤũĲШƨƚĲƚЮ 
c. DŸĦƨůĲŰƣШċŰǃШĦőċŰŊĲШŔŰШƓƖŔůċƖǃШĦƨƚƣŸĬŔċŰШċƚƚŔŊŰůĲŰƣ Ĥǃ nŸƣŔŉǃŔŰŊШƣőĲШ7ƨƖƚċƖ and 

vĲƖŔŉǃŔŰŊ and documentŔŰŊ ƣőĲШƓĲƣƣǃШĦċƚőШŉƨŰĬƚШŔŰШőċŰĬШċƣШƣőĲШƣŔůĲШŸŉШƣƖċŰƚŔƣŔŸŰЮ 
d. uĲĲƓШŔŰШa ƚĲĦƨƖĲШũŸĦċƣŔŸŰШƽŔƣőШċĦĦĲƚƚШũŔůŔƣĲĬШƣŸШŸŰũǃШŰĲĦĲƚƚċƖǃШĲůƓũŸǃĲĲƚШ
ыƖĲĦŸůůĲŰĬШŰŸШůŸƖĲШƣőċŰШΞШƓĲƖƚŸŰƚШŸƣőĲƖШƣőċŰШƣőĲШƓƖŔůċƖǃШĦƨƚƣŸĬŔċŰьЮШ   



1. fƣĲůƚШĦŸƻĲƖĲĬШĤǃШÉƣċƣĲШŸƖШÖŰŔƻĲƖƚŔƣǃШ9ŸŰƣƖċĦƣƚ 
2. ÂƖŸőŔĤŔƣĲĬШŔƣĲůƚШыĲЮŊЮШ ũĦŸőŸũбШƚĲĲШĦŸůƓũĲƣĲШũŔƚƣШŔŰШÂ-9ċƖĬШ

Proceduresь 
3. Entertainment 
4. Personal-ƨƚĲШŔƣĲůƚЯШƚƨĦőШċƚШĦŸǭĲĲШƓŸƣƚЯШƖĲŉƖĲƚőůĲŰƣƚЯШŔŰƻŔƣċƣŔŸŰƚЯШ
ŊƖĲĲƣŔŰŊШĦċƖĬƚЯШƖċĬŔŸƚЯШőŸũŔĬċǃШĬĲĦŸƖċƣŔŸŰƚЯШĲƣĦЮ 

5. 9ƨƣШŸƖШƓŸƣƣĲĬШǰŸƽĲƖƚ 
6. EůƓũŸǃĲĲШƣƖċƻĲũШƖĲŔůĤƨƖƚĲůĲŰƣƚШыůĲċũƚЯШũŸĬŊŔŰŊЯШƣċǂŔЯШċŔƖŉċƖĲь 
7. ÂĲƖШĬŔĲůШċŰĬШŉĲĲƚШċŰĬШŸƣőĲƖШƚĲƖƻŔĦĲШƓċǃůĲŰƣƚ 
8. ]ŔŉƣƚЯШċƽċƖĬƚЯШƓƖŔǍĲƚЯШŔŰĦũƨĬŔŰŊШŊŔŉƣШĦċƖĬƚ 
9. ~ĲůĤĲƖƚőŔƓƚоÉƨĤƚĦƖŔƓƣŔŸŰƚоÅĲŊŔƚƣƖċƣŔŸŰƚ 
10. 9ĲũũШƓőŸŰĲШŸƖШƣĲũĲƓőŸŰĲШƖĲŔůĤƨƖƚĲůĲŰƣƚ 
11. ÂĲƖƚŸŰċũШĦőĲĦťШĦċƚőŔŰŊ 
12. VSU [ċĦƨũƣǃоÉƣċǭШĲǂƓĲŰƚĲШƖĲŔůĤƨƖƚĲůĲŰƣШĦőĲĦťШĦċƚőŔŰŊ 
13. Loans/Advances 
14. 9ċƣĲƖŔŰŊШыŉŸŸĬШċŰĬШĤĲƻĲƖċŊĲƚШůċǃШĤĲШƓƨƖĦőċƚĲĬШŔŉШŔŰШĦŸůƓũŔċŰĦĲШ
ƽŔƣőШŉŸŸĬШƓŸũŔĦǃбШƚĲĲШ7Â~ШƚĲĦƣŔŸŰШΝΦЮΥбШŉŸŸĬШċƓƓƖŸƻċũШŉŸƖůШƖĲƕƨŔƖĲĬь 

15. ÂċǃůĲŰƣШŉŸƖШÂĲƖƚŸŰċũШÉĲƖƻŔĦĲƚШŸŉШċŰǃШťŔŰĬ 
16. Rent 
17. 


