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CHARTER TOWNSHIP OF HIGHLAND
FETTY CASH
Tt iz the policy of Highland Township to provide
a central location For the mairntenance of Petty Crask

(PCY funds for all departments.

poatty Cash is a fund provided primarily as a con-
venience to cover small miscellaneous expenditures.

A1l PC transactions are limited to & maxismum of $50O
The Clerk’s OFfice will maintain a card Tile of all

individuals authorized to sign for PC Disbursements.
o ly personnel having status of Department Headd or

above arse allowed to sign for petty cash.  All
othars must have approval of the Clerk, Treasurer,

0F  Supervisor.

When personal funds have been expended or expenses
incurred on the Township®s behalf, relmbursement may
he completed by filing a PC Disbursement Request.
This reguest must include sufficient detail to
permit evaluation and accounting classification.
Highlarnd Township has a sales tax exemption number
availaple, and this number should be used when
making purchases for the Township. However, in Tthe
avent a vendor refuses to accept our exemplbion
rnumber , the emplovee will be reimbursed Tor s e
tax. ‘

IF mileage or travel expenses are claimed {(total of
£50 or less), dates, destinations and distances
traveled must be inclucsed,

411 supporting receipts must ke attached to the
Dishbursenent Recguest.

Patty Cash advances may be received Tor amounts not
to exceed $50. All Petty Cash advances must be
cleared within two dayvs of recsipt.

All disbursements must be approved by an authority
higher than the requester except in the case o f
supervisor who may receive approval from either the
Clerk or Treazsurer .,

Ty is the responsikility of the authorizing in-
dividual to verify that the correct account number
iwm being charged.

A PC disbursement request must be presented to the
Clerk’s Office within one month of the expenditure.

any guestions pertaining to the Pettly Cash Poliov
=zhould be directed to the Clerk’s office.



