Office of the Nassau County Comptroller

NASSAU COUNTY

OFFICE OF THE COMPTROLLER
HOWARD S. WEITZMAN
Comptroller
CONTROL DIRECTIVE 1: PETTY CASH ACCOUNTS
A.

Introduction

This Directive, applicable to all County departments, is issued pursuant to the Nassau
County Charter, which authorizes the County Comptroller to, inter alia, “supervise all
accounts…required for purposes of administrative direction and financial control,” and
“prescribe the form of…any accounts or records of financial transactions which may be
maintained by any department, institution, office, or agency of the county apart from, or
subsidiary to, the general accounts.” 1
The New York County Law authorizes the county legislature to establish petty cash
accounts for departments. 2 The Nassau County Administrative Code establishes the
general guidelines for administering petty cash funds in Nassau County.3 This Directive
provides procedures and guidelines with respect to establishing, managing, and
replenishing petty cash accounts.
Petty cash accounts are subject to audit by the Comptroller’s Office for compliance with
this Directive.
B.

Establishing a Petty Cash Account

To establish a new petty cash account, a department must take the following steps:
1. Submit a memorandum to the County Attorney requesting that a resolution be
presented to the County Legislature for approval of a new petty cash fund.
Notification of legislative approval should be given to the Comptroller’s
Office.
2. After approval, departments should request a new vendor identification
number from the Comptroller’s Office-Vendor Claims Section. Vendor
1

Nassau County Charter § 402 (1), (7) (1999).
New York County Law § 371 (1) (McKinney 2003).
3
Nassau County Administrative Code § 1-4.2 (1994) (setting forth guidelines for general petty cash
accounts); see also, Nassau County Administrative Code § 8-16.0 (1994) (regulating police department
petty cash funds); Nassau County Administrative Code § 21-120.0 (1994) (governing the department of
probation’s petty cash funds).
2
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identification numbers allow for codified data entry in the Nassau Integrated
Financial System (“NIFS”).
3. Lastly, departments must submit a claim voucher to the Comptroller’s Office
in the approved amount for the new account. Departments must code the
voucher document as a “VB” (balance sheet voucher) claim. VB claim
documents are vouchers paid against a general ledger account. See Appendix
1 for general claim voucher form.
4. After the Comptroller’s office approves the claim voucher, the County
Treasurer furnishes departments with a check made out to “Petty Cash Fund”
of the Department. The custodian cashes the check at a bank using his or her
Nassau County Employee Identification Card.
C.

Proper Management, Uses, and Expenditures of Petty Cash

Petty cash account size should be maintained at the minimum amount necessary to meet a
department’s operational needs. Each department should carefully monitor petty cash
disbursement activity and fund replenishment to avoid unnecessary requests for increases
in fund size.
1. General Petty Cash Management
a. Individual purchases must not exceed $100.00, unless the department
is specifically authorized to exceed this purchase limit by the County
Executive.
b. Each department head must designate an employee to be the petty cash
account custodian. Department heads must also appoint an alternate
account custodian, who will assume duties in the absence of the
primary custodian. Department heads must notify the Comptroller’s
Vendor Claims Section, Assistant Fiscal Officer, of the designated
custodian and alternate.
c. Petty cash reimbursement requests must be supported with adequate
and appropriate documentation (e.g. sales slips, receipts), and petty
cash voucher form #CO-2519. See Appendix 2 for form #CO-2519.
2. Proper Uses and Expenditures
Petty cash accounts may only be expended for legitimate business purposes, in
accordance with New York County Law § 371 and applicable county ordinances.
Departments should refer to “Improper Expenditures” below for examples of
improper uses of petty cash.
Petty cash accounts may be used to pay or reimburse employees for work-related
expenditures within petty cash limits, such as:
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a. Postage;
b. Travel and transportation costs—conference and convention, meeting,
transportation, limited travel mileage reimbursement and similar costs.
c. Meal reimbursements authorized by Ordinance No. 94-1985 (See
Appendix 3 for text).
d. Purchases of supplies and equipment.
3. Improper Uses and Expenditures
Petty cash may not be used for the following purposes:
a. Split purchases of items, which if purchased together would exceed the
$100 petty cash purchase limit, unless authorized by the County
Executive or designee;
b. To procure supplies readily available from and/or provided by the
County, unless the department head or designee provides a written
explanation of the extraordinary circumstances justifying the use of
petty cash for the expenditure. Copies of all such justifications must be
maintained by the department and are subject to audit by the
Comptroller;
c. Salary advances or salary-related payments to employees;
d. Personal loans of any nature;
e. Cashing of salary and/or personal checks;
f. Purchase of alcoholic beverages, and food and beverage purchases
prohibited by Ordinance No. 94-1985;
g. Payment of purchase orders;
h. Recurring monthly expenditures (i.e. rental of office equipment);
i. Payment of sales taxes—The County is exempt from paying sales tax,
and sales tax is generally considered an improper petty cash
expenditure. Therefore, unless impractical, before making a purchase
with petty cash, employees must present the vendor with sales tax
exemption documentation. However, departments may reimburse
employees for sales tax expenditures when it would have been
impractical not to pay sales tax (i.e. restaurant meals, taxi cab fare).
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D.

Requesting Increases in Petty Cash Account

Departments wishing to increase the size of existing petty cash accounts must take the
following steps:
1. Submit a written memorandum to the County Attorney requesting that a
resolution be presented to the County Legislature for approval of account
increase. Notification of legislative approval should be given to the
Comptroller’s Office.
2. Prepare and submit a VB-type claim document to the Comptroller’s Office in
the approved increase amount.
Note: Any increase in the permissible petty cash account balance will not affect the
$100.00 single purchase limit set by the County Executive.
E.

Replenishing a Petty Cash Account

Departments that deplete their petty cash accounts must complete a VM claim voucher
for the amount to be replenished, and then enter the claim in NIFS. The claim voucher,
along with all receipts justifying the expenditures that resulted in the depletion of the
petty cash account, must be submitted to the Vendor Claims section of the Comptroller’s
Office. After the Comptroller’s office approves the claim voucher, the County Treasurer
furnishes departments with a check made out to “Petty Cash Fund” of the Department.
The custodian cashes the check at a bank using his or her Nassau County Employee
Identification Card.
F.

Segregation of Account Duties

To ensure that petty cash accounts are not misused, account functions must be separated
and conducted by different employees. No single employee should be responsible for all
aspects of account maintenance. Whenever feasible, the tasks of completing and
maintaining records of petty cash vouchers (Form CO-2519), authorizing reimbursement,
disbursing currency, signing checks, and reconciling bank statements (when county
checks are used) should be assigned to different employees.
G.

Petty Cash Account Custodian

Designated by the department head, the petty account custodian is primarily responsible
for the physical safeguarding of petty cash and for making petty cash reimbursements to
department employees. The custodian may only reimburse an employee after receipt of a
petty cash claim voucher that has been authorized by the department head or his/her
designee.
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H.

Petty Cash Internal Controls

Departments must establish and document their petty cash internal control measures.
For all petty cash accounts, at a minimum:
1. Separate records must be established for each petty cash account in agencies
with more than one account.
2. Petty cash and all related documentation must be kept in a locked safe,
completely contained in a lock-box or other secure, locked receptacle.
3. Access to funds must be limited to responsible personnel, assigned by the
department head.
4. Petty cash vouchers (Form CO-2519) must be properly completed and
maintained in orderly fashion, along with supporting documentation attached,
to evidence transactions.
5. Frequently used petty cash accounts should be reconciled daily.
6. Each department should document the names of personnel assigned specific
tasks and responsibilities. In addition, the names of primary and alternate
petty cash custodians, and any subsequent changes in assigned account duties,
must be submitted to the Comptroller’s Vendor Claims Assistant Fiscal
Officer. A formal, independent reconciliation of the account should be
performed with every change in personnel responsible for custodial duties.
7. Departments must immediately report missing, stolen, or otherwise
unaccounted for currency to the Comptroller’s Office and the bank (if checks
are used). Departments may refer to the section entitled “Shortages in Petty
Cash Account” for further details.
In addition, for accounts utilizing checks:
1. Checks must always be issued to a specific payee, and must never be drawn to
“Bearer” or “Cash.”
2. Bank statements must be reconciled every month. Voided checks must be
noted on the reconciliation statement, and outstanding checks must be
recorded, showing the date issued and amount.
3. Should any check remain outstanding for more than sixty (60) days, the
department must contact the vendor to determine the check’s status, and if
necessary, place a stop payment order with the bank and issue the vendor a
new check. All such transactions must be recorded appropriately.
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I.

Accounting for Petty Cash Expenditures

Employees seeking reimbursement must provide sales receipt(s) or vendor invoice(s) for
items purchased, along with a signed petty cash voucher form, to be collected and held by
the account custodian. Employee claimants must certify that purchases and payments
have been made in accordance with any applicable County ordinance, and that no
payment or reimbursement is expected from any other source. The department
supervisor must also approve the expenditure. Employees must sign that payment was
received.
J.

Shortages in Petty Cash Accounts

The custodian or alternate is accountable for missing funds and reimbursements issued
without the proper authorization. Department heads must notify the Comptroller’s Office
Vendor Claims Unit and the County Commissioner of Investigations of any missing
funds or unauthorized reimbursements.
K.

Disallowed Expenditures

When the Comptroller’s Office audits and disallows a petty cash disbursement, the
official responsible for authorizing the disallowed petty cash disbursement must ensure
that the petty cash account is reimbursed for the disallowed purchase.
L.

Change-Making Petty Cash Accounts

Petty cash may be used for the purpose of making change where making change is
required in the performance of official duties. If a department’s petty cash account is
authorized to make change in pursuance of official duties, individual petty cash
transactions may exceed the $100.00 purchase limit.

Control Directive 1: Petty Cash Accounts

6

Date of Issuance: October 1, 2003

Office of the Nassau County Comptroller

Appendix 1:
General Claim Voucher Form
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Appendix 2:
Petty Cash Voucher
(Form #CO-2519)
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County of Nassau, New York
PETTY CASH VOUCHER
Claimant Name (Please Print)

Department

Title

DATE

Petty Cash Custodian

ITEMIZATION
(Attach Receipts and Other Documentation)

AMOUNT

TOTAL
PAYEE’S CERTIFICATION
I HEREBY CERTIFY THAT:
1. The voucher is just, true, and correct, and the amounts set forth were actually and necessarily expended
for the benefit of the County of Nassau.
2. No taxes from which the County of Nassau is exempt have been included in this voucher unless the
circumstances under which they were incurred did not as a practical matter allow me to request
exemption from the vendor.
3. If this voucher includes reimbursement for food and/or beverages at a business meeting, that such food
and/or beverages were only incidental to such meeting.
4. No part of the voucher represents a charge for alcoholic beverages.
5. The monies expended were from my own funds, or in the case of charge accounts, will be paid from
my own funds, and I have not been reimbursed nor do I expect to be reimbursed from any other source.
______________________________________
Certified to (Claimant’s Signature)

_______________
Date

______________________________________
Departmental Approval

_______________
Date

______________________________________
Received Payment (Claimant’s Signature)

_______________
Date

CO-2519. 11/75 Rev. 3/91
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Appendix 3:
Ordinance No. 94-1985
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