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Petty Cash

What is Petty Cash?

Petty cash is an allocated fund to the shop for unexpected expenses that may pop up. Common expenses

include:

e Fuel for rental vehicles,
e Change for customers who pay cash,
e Tools/equipment needed for a repair job.

How is Petty Cash Handled?

Petty cash is submitted for replenishment once per month. In order to get full replenishment, the shop

must ensure that all cash is accounted for throughout the month.
Petty cash is managed by the shop manager or office managers.

e When petty cash is needed it must be handed out by the appropriate manager.
e A petty cash voucher must be filled out for all cash handed out.

PETTY CASH VOUCHER
DEBOURSEMENTS

Date

Amount
Somme

Tax
Taxe

For
Pour

Charge
Débitez

Cash given by
Somme versée par

To
A

SIGNATURE

Geweline A1603B
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Petty Cash

Filling Out the Petty Cash Voucher:

Charge
Débitez

Cash given by
Somme versée par

To
A

SIGNATURE

Geweiine A1603B

o Cash given by = who handed the cash out and how much.

o To=who the cash was given to.
e Note: A receipt must always be brought back with any change!
e Take the receipt and ensure proper change was returned (if applicable).
e  Fill out the remaining lines on the petty cash voucher.

PETTY CASH VOUCHER
DEBOURSEMENTS

( Date )

@)

mount
Somme

Tax
Taxe

Charge
Débitez
ash given by

Somme versée nar

o No. = receipt number/identifier.
Date = date as shown on the receipt.
Amount = total amount of the receipt (before tax), plus PST.
Tax = total amount of GST.
For = reason petty cash was needed.
o Charge = total amount of the receipt with both GST and PST.
e Staple the receipt to the petty cash voucher.
e Sign the bottom of the voucher.

I SIGNATURE )

e Place the voucher/receipt and any change back into the petty cash container.

O O O O

*Z

ziven by
ie versée par

¥ A1603B
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Petty Cash

Filling Out the Petty Cash Report:

Once you have completed you month end in Repair Center you must compete the petty cash report to

submit to the Accounting Department.

e The Petty Cash report consists of 2 pages:
o CARSTAR Petty Cash Balancing Sheet
o CARSTAR Cash Report
e Both pages must be completed entirely.
e Any discrepancies for cash that arise must be investigated.

CARSTAR Petty Cash Balancing Sheet:

The balancing sheet gives you an outline of cash that remains in the petty cash balance after all receipts

are entered. Shops are only able to manipulate data in the blue squares.

CARSTAR Petty Cash Balancing Sheet

Maonth:

Location: CHEWVRIER

Full Amount of Petty Cash Fund: %100.00
Total Monthly Expenses: 50.00

|as per attached expense form)

Cash on Hand:

bt £5.00 = $0.00

X $10.00 = $0.00

X 5$20.00 = $0.00

x 550.00 = $0.00

X $100.00 = £0.00

Coin Total: 50.00

Total Cash on Hand: 50.00
Petty Cash Balance Mot Accounted For (5+/5-): -5100.00
Petty Cash Replenishment Required: 5$100.00

Manager Signoture
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Petty Cash

e Month = current month you are submitting for.
e Location = your shop name, selected from the drop-down menu.

Month:
|

Location: CHEVRIER f 5

CHEVRIER 1

DUGALD

FIFE

| GIMLI

Full Amour o person

SASKATCHEWAN |
Total Mon| sT JAMES
(as per att| STONEWALL

e  Full Amount of Petty Cash Fund = total amount of petty cash balance allocated to your shop.

e Total Monthly Expenses = total amount of cash used as shown by the receipts entered. This total
will be automatically updated as you enter receipts on the Cash Report.

e (Cash on Hand = total physical amount of each type of cash bill.

e Coin Total = total dollar amount of all coins currently in your petty cash.

e Total Cash on Hand = total dollar amount of all cash as entered. This will automatically be
calculated.

e Petty Cash Balance Not Accounted For (S+/S-) = total dollar amount of petty cash that cannot be
accounted for. This can be either negative or positive.

e Petty Cash Replenishment Required = total dollar amount of that you are requesting from the
Accounting Department.

e Note: If everything has been managed properly then the total amount shown under “Total Cash
on Hand” and “Petty Cash Replenishment Required” should equal the “Full Amount of Petty Cash
Fund”.

e Manager Signature = final signature from your shop manager once all has been balanced.
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CARSTAR Cash Report:
The cash report records all dollar amounts that have been spent throughout the month as shown by
receipts.

CARSTAR Cash Report

Month:

RECEIPT DATE DESCRIPTION GLCODE GS5T

TOTAL: 50.00 50.00

e Month = current month you are submitting for

e Receipt Date = date as shown on the receipt/petty cash voucher.

e Description = brief description explaining the payment.

e GL code = General Ledger code. This code tells the Accounting Department where to allocate the
costs to. This list can be found in Microsoft Teams.

e  GST = total amount of the GST of the receipt.

e Total = total amount of the receipt including both taxes.

o NOTE: if you do not have a receipt to account for cash being used then the petty cash voucher
must still be filled out. It must be signed by both the shop manager and the individual who
handed out the cash.
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Submitting the Petty Cash Report

Once all your receipts and remaining cash have been entered onto the report it should look similar to
this:

CARSTAR Petty Cash Balancing Sheet

Maonth: September 2023
Location: CHEVRIER
Full Amount of Petty Cash Fund: $100.00
Total Monthly Expenses: $80.00
(as per attached expense form) CARSTAR CaSh Report
Month: September 2023
Cash on Hand:
RECEIPT DATE DESCRIPTION GL CODE GST TOTAL
1 x $5.00 = $5.00
Sept 1/2023 Fuel for rental vehice. 5020 51.50 $30.00
1 ® $10.00 = $10.00 Sept 15/2023 Ink for printer. 6320 $2.50 $50.00
x $20.00 = $0.00
® 550.00 = 50.00
" $100.00 = $0.00
Coin Total: 5495
Total Cash on Hand: 51985
Petty Cash Balance Mot Accounted For (S+/5-): -50.05
Petty Cash Replenishment Required: $80.05
Manager Signature TOTAL: $4.00 $80.00

In this example the shop cannot account for $0.05. Though this is a small amount, the shop manager
must still sign off on it by initialling beside the balance.

Coin Total: 5445
Total Cash on Hand: 51995
—
- ==
Petty Cash Replenishment Required: 580.05

e Once everything has been entered, and the shop manager has signed off on any discrepancies
and the final total, it needs to be sent to the Accounting Department with your month end
documents.

e Once it has been received at the Accounting Department, a reimbursement will be issued to the
shop manager via cheque.

e The cheque must be cashed at a bank and added back to the petty cash balance at the shop.
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