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Petty Cash Cycle

Narration

Employee incurs expenses during course of work.

Employee prepares Petty Cash Payment Voucher, attach
with Invoice and Receipt and submit to department
head for approval.

Department head approves the claim.

Petty Cash Officer checks that all claims are attached
with supporting documents and prepares cash for
payment

Petty Cash Officer prepares cash for payment

Employee signs on petty cash voucher to acknowledge
receipt of the cash.

Accounts staff then updates cash accounts journal and
files payment documents in Petty Cash File in voucher
running number.




