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1. Purpose 
To ensure WGPN Finance Staff understand how the Petty Cash system operates.  
When a Petty Cash or till advance is required, it is funded by a request from an 

authorising officer to establish the advance.  When the advance is cashed, the 
nominated advance holder acknowledges receipt of the advance by signature.  The 

advance holder accepts responsibility for the safe custody, reconciliation and 
disbursements from the advance.  A Petty Cash Advance Register (FF15) has been 
created to record advance movements including recoups, transfers, certifications and 

closures. 
 

2. Responsibility 
2.1. Senior Operations Manager and Finance Officer 

 

3. Descriptions 
3.1. Petty cash is held in the Office Managers office and items of a small nature 

(‹$50) may be purchased through this system. All purchases need to have a 
receipt before reimbursement to any staff member is possible. Receipts need 
to meet the ATO requirements for GST input by the Division 

 
3.2. Cash on hand should always be maintained at $100.00 

 
3.3. Items need to comply with GST provisions: 

 

 ABN Number 
 Name and Address of Supplier of Goods or Services 

 GST amount or GST Inclusive Statement 
 

3.3. On presentation of a receipt, the officer incurring the expense is reimbursed 

the appropriate amount and signs a petty cash receipt.  When a cash advance is 
returned, the advance holder reconciles the receipt and change to the original 

advance amount.  The officer then signs the petty cash receipt. 
 
3.4. When the advance holder determines that the advance is low, he/she 

prepares a cheque requisition for authorisation by the Financial Controller.  When 
approved the advance holder completes form FF02 and attaches receipts.  The 

Financial Controller then checks the recoup receipts and remaining  cash. When 
the two amounts reconcile to the advance value, a cash cheque  is prepared, 

signed by two authorised signatories and then cashed to reimburse the advance. 
 
3.5. Transfers:  When the advance is transferred to another officer, a petty cash 

transfer advice is completed.  This details the advance name, current holder, new 
holder, advance amount (Form FF02); cash on hand, receipts and the date of 

transfer.  Both parties sign the transfer which is then reviewed by the Financial 
Controller.  Transfer details are then recorded in the Petty Cash Advance Register 
(Form FF15). 

 
3.6 Checks and Annual Certification:  The Financial Controller will occasionally 

conduct a spot check of the advance to ensure procedural compliance and on 30 
June each year, each advance holder certifies the existence of the advance for 
audit. 


