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—» What Should You Do With Petty Cash?
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Petty Cash

Petty Cash is a small amount of money available
for paying small expenses without writing a
cheque.
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vantages of a Petty Cash Fund
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Limit spending
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Reduces the need for managers to pay for
purchases out of pocket
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Convenient for small purchases
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Setting Up A Petty Cash Plan
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One employee is responsible for controlling petty cash funds
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« This person will maintain and document all expenses from the petty cash,
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The person in charge is responsible for keeping the petty cash funds in a safe
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« Must have a safety box to keep the petty cash fund.
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Internal Controls for Petty Cash Funds
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All petty cash transactions
should be properly recorded
and available for review by

your management.

T B I& X 588 i RIAE
T LRMERER

Authorise one person to be

Make sure to have a reasonable amount in the petty
cash fund for your company’s needs.

RRERERINHE EERTEREFK

WWW.ecovis.com.my

in charge of disbursing the '

petty cash. '
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Record and track all of
your petty cash
expenses
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How to Track Petty Cash Expenses
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* Implement bookkeeping system to ensure that all
tax-deductible expenses are captured.
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* Ensure that every expense has a receipt.
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% Track petty cash balances daily, to ensure the cash

balances tally with the records.
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