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I. Preparation of Petty Cash check

1. The procedure for Petty Cash is based on the Norms and Procedures for Functioning of the Petty Cash Funds.
2. The department that wishes to have petty cash fund, generates the application for Cash Funds with their Voucher for Disbursement, Model FIN-DO3 for the amount needed, but it must not be more than $250.00.  If the account is managed by the RDC the documents are sent to the accounting department for their approval.
3. The Disbursement Voucher must be accompanied by the following documents
a. Application and Designation of the Official Paymaster, Model FIN-DO2
b. Application and Designation of the Substitute Paymaster, Model FIN-DO2
c. Application of Fund Creation of the Petty Cash, Model FIN-DO1
4. Once received in the accounting department you proceed to corroborate
a. That it has all the required signatures
b. That the account number belongs to the RDC
c. That the amount of the Petty Cash is the correct one
d. The dates
II. The funds in the cashbox may not be used to pay for the following articles or services:
a. Personal services
b. Traveling expenses (with their exceptions)
c. Rent and Telephone, light, and water expenses
d. Advertisements
e. Equipment and books
f. Changing checks
g. Materials, supplies and personal services
h. Food
i. Postage
j. Duplicating keys
k. Accessories and vehicle parts
5. After the pre intervention you make copies of the documents to leave in the office.  The originals are sent to the director of Finance Office and Securities and Insurance Office for the corresponding signatures.  Prepare a transmit form for this purpose.
6. The department of Securities and Finance after signing an authorizing, send it again to the department of accounting at RDC.
7. Once received at the accounting department the voucher is entered for the total amount in UFIS, A/P module.
8. A transmit form is prepared and the voucher is sent to the disbursement department.  The check will be sent by the paymaster’s office to the department that applied for it.

III. Liquidation of the Petty Cash

1. When the department needs to be reimbursed for the expenses they send the receipts with the corresponding forms (Petty Cash Register, Model FIN-DO4, Models OPE-25 and OPE-18).
2. Once received in the accounting department the documents are audited and verify:
a. That the receipts are originals
b. That all the expenses are in compliance with the terms and conditions.
3. After audit the documents, proceed to complete part B of model OPE-18.  Liquidation and Petition for Petty Cash Funds. The corresponding adjustment is made in the financial system UFIS.
4. A check is issued again to reimburse the expenses incurred.

