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Petty Cash Policies

Petty Cash Movement For Advance

Advance Reauisition Letter with Approval of Respective Deptt. Head ]

v

[ Sr Manager Accounts ]

'

Letter after Checking of Approval & Request by SM to be

forwarded to CFO with note of SM & Approval from
Respective Deptt if amount is more than 10000/-

v

[ CFO will check notes & approvals & if satisfied ]

/ T

If not satisfied then resend Yes satisfied ]
to respective deptt for
further correction i

Approve the letter & forward to PP

Approve the letter & forward more than 20000/-

to PCA Directly if requested

Manager if requested amount is
amount is less than 20000/- }

[ Preparing of PP after checking the approvals & Notes ]

'

[ Authorization of PP by Sr. Manager Accounts & CFO ]

!

=[ Payment Order & Note Given to PCA ]

\ 4

PCA will get the sign on Cash Delivery Form &
Disburse the cash

A 4
Entry in Petty Cash Book by PCA

A 4

Daily/ Weekly cash book reconciliation with
Accounts Department cash Balance




