 SUBJECT: Petty Cash Fund

.

DIVISION OF MENTAL HEALTH AND HOSPITALS -
 ADMINISTRATIVE BULLETIN 7:11

DATE: February 2, 1983

Applicability: €O . T

”_-I.'_Purgoée ;

I

ITI.

" To provide the regionally baéed.Buréau of Transitional Servfces'(BTS)

offices with a means to effect payment of a current expense requiring
a orompt cash outlay. Such an expense shall be a "single expenditure"
and shall not be part of a larger amount payable which exceeds %50

~and which is made to the same vendor or payee for the same purpose.

Joans or salary advances. o

~ lUnder no circumstances shéi1 petty cash exnénditureé be for.Eersonal

Author{tv -

- State of.New'Jersey Depariment Of.Tfeashry-tiréulér'Letter§.71-16, :
. 75-13, and 75-15.. - L e .
. State of New Jersey Departm
Management and Budget Circular 4:01-12. -

rtment of Hﬁman'Se?vices, Cffice'of o

Implementation

A,__Request to Establish Petty Cash Fund

. The Office of Fiscal and Management-Operatidns, in accordance .
‘with the provisions of the Circular Letters referenced above,

. will initiate the necessary paperwork required by the
Department of Treasury to request approval to establish
a petty cash fund. L _ -

B.',Obening:antAcéount

" Each regional office will be assigned a petty cash fund with
- a specific amount for the fiscal year. The replenishment of
“funds will be disbursed from a central checking account,
opened and administered by the Office of Fiscal and Management
" QOperations. : . ‘ : Coe

. C. Operation and Administration

1. The custody and local recordkeeping operation of the
petty cash fund shall be the responsibility of one
person designated by the Regional Supervisor as the
"petty Cash Custodian”. The Regional Supervisor or
designated alternate (other than Custodian} must




.

approve all petty cash vouchers for payment prior to .
reimbursement by the Custodian. Vouchers must be
completed and signed by the employee receiving o

" reimbursement. :

At the time of purchase, a store receipt must be
collected by the employee. 1f the vendor does not
" routinely provide receipts, the person expending

" ‘the money shall have the vendor write on a piece

of paper the vendor's name, date, the item, amount
expended and sign the paper. Vendor receipts are
required by the Department of Treasury for ail types.
of expenditures, and are to be included with the
veplenishment memorandum (see par. 2). If it is

not possible to secure & vendor receipt this must

be noted and explained directly on the petty.

cash voucher. _ S ;

.. The voucher shall include the amount of the expenditure,
date of purchase, item(s) purchased, approval by the
supervisor or his alternmate and any required explanation.
The voucher shall be submitted with respective vendor

receipts to the petty cash custodian. The voucher must.
be completed in ink or be typewritten (see Attachment A).

The following are examplies of allowable petty cash
expenditures: : _ _ '

a. Occasional meals for clients under supervision with
maximum allowances as follows:

.breakfaéty $2.50

. lunch 3.50

~dinner 7.50
b. Emergency contact of ¢lient’s relative.
Recruitment efforts for housing. '

d. Materials for group boarding home meetings.

The above examples are not exhaustive. - However, any expenditures -
not ]isted above about which a Regional Supervisor has any '
" doubt must have the approval of the Chief. Bureau of transitigonal
Services or designee. ' - ' '

The following are examples of non-allowable expenditures:

Meals for employees.
Refreshments for employee meetings.'
Traffic or parking violations.

. Subcriptions and memberships. _ .
Loans for cashing checks for employees or clients.

M o 0O o n




.- 3-

£.  Donations to any cause or organization..

q. New Jersey State sales tax'on_any'purchaée'*-
except for occasional meals where applicable

(see;paragraph-6,zbe1ow).__-

~ h. Parking and telephone expenses. T
. Cash advances. :

-

Notary.Pub1ic.commﬁssions;3

. Newspaper advertisement costs.

Printing costs.

The above examples are_not.exhaustive.-?Contact_the Chief, Bureau .
of Transitional Services,_for-other_nonfa11owab1e'expenditures{

6. New Jersey State sales tax expenditures cannot be reimbursed
“through the petty cash fund except for occasional meals -for
~ clients. Completion of form ST-4 (see ttachment B) provides
- exemption from payment of the sales tax. - Lo :

o T ~a. Form $T-4 is for the express purpose of precluding the
B . payment of sales tax On_expendituresfof petty cash
" - o funds. These tax exempt expendi tures shall be ‘made
" : ..~ .ty a Division of Mental Health and Hospitals employee

in -the conduct of State business only and in compliance

 with all other sections of this dirvective.

_b. ST-4 forms must be compieted in duplicate for all

E vendors utilized. Completion of the form by the
vendor will cover all purchases made by all employees
on behalf of Division of Mental Health and Hospitals
from the vendor. A new form shall ggg_be?completed"
each time a purchase is made. The custodian should
complete and sian the ST-4 form for a1l regular vendors
containing the vendor's name, address, signature, and
items of purchase. - For new vendors, the employee should
have the vendor complete the form at the +ime of purchase
and then sign the form. From that point on, new forms - -
will not be required'tofbe-ccmpleted by that vendor.

Note: Do not attempt to establish tax status for othOf-'
state vendors. o o

7. A petty cash ledger must be maintained by the custodian in
- each unit which operates a petty cash fund. The ledger shall
 consist of the foT?owing_(see Attachment C): S




‘Date of voucher.
Item hurchased.

. Youcher number.

. Amount of expenditure.

a
b
< .
d. Case number (if applicable).
e o
f. Replenishment amount.

g

. Balance.

Upon the close of business each day, the custodian should post'
7T of the day's vouchers to the Tedger.

8. The petty cash fund should be reconciled daily by the custodian
{see Attachment D). The petty cash ledger should be reviewed -
- by the B.T.S. Regional Supe?viSor-quarter1y to ensure appropriate
‘use and accurate accounting of the fund. ‘ _

9. Rep1enishment requests shall be made by forwarding.a-memorandum,
accompanied by copies of youchers and all vendor receipts for

- the period covered, to the Office of Fiscal and Management i
Operations on 2 monthly basis, or _as needed. It shall be the. '
responsibility of the Regional Supervisor and the custodian
to maintain sufficient funds on hand to cover expenditures.
It is recommended that a level of 50% to 60% of the petty

cash fund be maintained. petty cash funds will not be .

increased above the maximum in order to decrease the

number of replenishment requests.

10. .. The petty cash fund should be stored in a locked metal box

" within a locked file cabinet or desk. 1t is recommended that the

file cabinet or desk be located in a working area which is in :
constant view of more than one employee and not in an enclosed
office or some remote area.. SR _ -

The fund must not be carried on a person.

D. Reporting Stolen Petty Cash'Funds
1. Report the theft to the local police.

2. Report the theft, by memorandum, to the Chief, B.T.S.
explaining what happened. Include a copy of the police
report of the theft. A copy of the memorandum and police
report shall also be sent to the Office of Fiscal and
Management Operations. '

A .

-
-

. o
-~
. -

RW: PK: - | NV atUtEh - 2
| er . : —Richard H. Wilson Director '
e _Dszs1on of Mental Health and Hospitais

L




R o T T o Attachment A
RO : . _ _— - S AB. 7:11 L
D1v1sxon of Menta] Hea1th and HospttaTs

.f{ S '_":: o R Petty Cash Voucher
‘ ' ' : General Instructions and
~ Voucher Format

" Purpose and Use .
The form is used to:

. daclare the amount spent (the amount of re1mbursement
_ requested from the Petty Cash Fund) '

. 'dec]are-what was purchased,
. - identify for whom it was purchased,
.« identify who approved the réimbursement, and

}_ ackn0w1edQe'receipt of the reimbursement.

InstructTOns for Comp1et1ng the Form

The form is compTeted by the employee, and is. typed or
handwrltten in ink.

; - 19 . Enter the date the expenditure was =~
- made. - o o SRR
Amount §_ . Enter the amount of reimbursement. “
For. | '  Enter a description of the 1tem(s) bﬁhchaSed
and - the name of the person for whom the expendxture was ' :
made . _
Appreved f o Supervisor approv1ng the re1mbursement

signs his name in the space prov1ded

Date

Enter the date of the Superv1sor S s1gnature
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Attachment A
] A.B. rf] A .t‘:y " -
:%pg. 2 o

Division of Mental Health and Hospitals < )
Petty Cash Voucher (continued)

-
/:6

Received - '  Employee requesting reimbursement enters
signature when the Funds are received. - R :

Date _ . ' Enter the dafe employee was reimbursed.

DISTRIBUTION

Original- - Office of Fiscal Managemeht and.Operatiops'

Copy - Custodian's ~ File

~ Petty Cash Voucher

19 ~ Amount $
For
Approved ___ | _ Date
Receivéd- B _ - Date

AT e e __——n—‘
B i




Attachment B

©A.B..7:11
o opg. 1

ST 4 {9:78, R-2)

To be completed by purgnaser and
given to and’rewmined Dy vendar.
Read ihstructions on back of thig'
| Certificate.

THIS: CERTIFICATE MAY
" NOT
BE USED IN CONNECTION

WITH THE PURCHASE
OF SERVICES -

10

(Narve of Ventor)

Address

" MAY BE REPRODUCED _

EXEMPT USE CERTIFICATE . PURCMASER: SEE ms‘muc‘nons--

State of New Jersey [ oo

CERTIFICATE OF AUTHORITY NUMBERS

DIVISION OF TAXATION
~ SALES TAX

ELIGIBLE NONREGISTERED

FORM ST-4

Date

. Gity : i State | Zio

-Cer'nficate because

| .purpose: .

- The unders:gned puchaser certmes that |t |s not required to pay the New

Jersey Sales and/or Use Tax on the purchase or- purchases covered by this

" an exempt purpose. :
The tangible personal property will -be used for_ the foiiownng exempt_

. The exemptlon on the: sale of the tanglbie personal property to be used
for the above descnbed exempt purpose is - prov:ded in subsectaon N J. S A,
.54 328- o (See reverse side for Iistmg fcr pnncrpel axempt uses of- '

' tangrb!e personal property and fill in the biock wrth proper s;:bsectron citdtion )

the tangable personai property purchased wnli be used for.

I, the: undersrgned purchaser, have read and compited with the mstructtons and rules _.

' promulgated pursuant to the New Jersey Sales and Use Tax Act with respect to the use of the

-'Exempt Use Cert!flcate and it is my behef that the vendor named herem is not requured to
cotlect the sales or yse tax on the transactlon or transactlons covered by this Certificate” The

' unders:gned purchaser hereby swears (under the penaltres for per]ury and faise swearmg) that '

~ alt of the mformataon shown in this. Certaﬂcate is true. _

A VENDOR SHOULD READ AND COMPLY
“WITH - THE INSTRUCTIONS GIVEN ON
! BOTH SIDES OF AN EXEMPTION
CERTIFICATE.

.......................................................

(Address of Purcheser)
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A | | - A.B. 7:11
ora ' msmucnous FOR USE OF EXEMPT USE CERTIFICATES opg. 2 e -(,;w

.“

1. Good Fai:h—-m generai a vendor who accepts an exemption-certificate in “good faith” is relleved of llability for collection o _
payment of tax upon transactions coversd by the csrtificate; The gquestion of “good faith” is one of fact ane depends upon a3 -
consideration of ail the conditions surrcunding the transaction. A vendor is presumed to be familiar with the faw and the regulaﬁons
pertinent o0 the business in which he deais.
In order tar “good faith™ 10 be esisbiished, the following conditions mustbamet .
{a) The certificate must contain no statarmnent or entry which the vendor knows, or has reason to know, is faiae or misieading,
(b) The certificate must be an officiaily promuigeted certificate form or a substantiai and proper reproduction thereof. i
{c} The centificate must be dated and executed in accordance with the published Instructions. and must be complete and
reguiar in every respect.
The vendor may, thereiore, accept this “good faith” Exempt Use Cemﬁcate on a: bm for exempting sajes to the signatory
purchaser provided that
(d) The purchaser's Certificats of Authority numbef indicating that the purchaser is registered. with the New Jersey Division
ofTaxaﬂm,lsemeredonmefacoofmeCorﬂﬂca '
'NOTE. Faderal agencies, New Jersey State agencies and munscipat agencies making purchases in the amount of fifty doitars (350}
or 9S8 from imprest funds may use this cartificate v be relieved of making such purchases by government check or
- voucher. The Cartficate must be signed Sy a qualified officer of the agency. in the biock yrawded for the exempting
citation, the indicia “3" {a) shouid be written. The name and position of the pefson doaﬂng with the vendor must be given
at the bottom of the certificate. .
{8) Thi purchaser has entered all other information required on the form. :
(1) The vender has no reason to balieve that ihe property (o bs purcmed is-of a typa nct-.cedinarily used in the purehaser‘s.
busginess for the purpose described in this Certificate.
2, hmproper Cartificate—Saiss ransaciions which are not supporied Dy properly axecuted axemption oertiﬁum shatil be deemed
to be taxabie rotail sales. The burden of proot that the {ax was not required o be collected is upon the vendor.
Corm;m Cartificate—in general, vendors have 60 days after date of saie (0 obtain a corrscted mﬁmmmamvm:

5

_certificate lacks material information required 1o De set forth in said certificate or where such information is incorréctly statad.

4. Additional Purchases by Same Purchaser—This Certificate will serve to cover additional purchases Dy the same purchaser of
the same géneral type of property. However, each subsequent saiss siip or purchasa invoice based on this CQnIﬂcate musst show
the purchaser's name, addraess and Ceruﬂcato ot Autherity number tor purposes of verification,

5. Reteation of Certificates—Certificates must be retained by the vendor for a period of not less than mmyearsfcrmthada:e
of the last sale covered by the certificate. Cartificates must be in the physical possassion of the veandor and available for inspection
an or hefors the 60th day folowing the date of the transaction to which the certificate refates.

5. The most common exempt uses for which the Exempt Use Certificate (Form 5T7-4) is applicable are fouowtng Enter tha
applicabia subsection symbol printed in boid lettaring on the front of the ST-4 certificate in the 2iogk provided.

+ Sates of machinery, apparatus or squipment for use of consumption directly and primerily in the production of tangible
ge(fs??vajlpmperw by manufacturing, processing, assemuiing or reﬂmng. {Re-enacted effective Janyary 1, 1978} IN.J.S.A. 54:32B.

m

* Saies of machinery, apparatus or equipment for use or consumption directly and primarily in the production, gamration.
tranamission or distribution of gas, slectricity, retﬂgwaﬁon.mmormforsaieormmeap«mofmagamm

‘[N.J.S.A. 54:32B-8 {m} (2]]

+ The axemptions granted in the subsection (m)shﬂlnutappiytomrvmarmpartsmu:auwulﬁfeoﬂ y8ar or less

grrtooi(ss jo}r suppiies used in connection with the machinery, equ:pmnt or apparatus described in this subsection; {N.J.S.A. 54:328-

m) 3

+ Saies of tangible parsonal propsrty purchased for umorconsumptaen diractty and exciusively in ressarch and development

in the experimentai or inbordtory sense. Such research and develcpment shail not be deemed to inciude the ordinary testing or
inspection of materimis or products for quality controtf, efficiency surveys, management studies, consumer sufveys, adwrtismg,.

promoﬁons or research in connection with litarary, historical or similar projects. [N.J.3.A. 54:328-8 (n)] '
Sales or use of wrapping paper, wrapping twine, bags, cartons, tape, rope, labeis, nonreturnable containers, reusabie milk
alicmerwrappmgsuppﬁeswﬂmsuch use:sinddenwmmd&mwofpmnal praperty which has been soid.

- contamer
INLLS.A. 54: 325-8 toji

i

¢ Saies of newspapers production machinery, apparatus and equipment for use and consumpticn directly and primarily in. the
publication of newspapers in {he production departmants of 3 newspaper plant including, but not limitad to: angraving, eniarging
and development squipment, intarnal process cameras and news iransmission equipment, composing and pressroom apparatus
and equipment, type fonts, 'eads, mats, ink, piates, conveyors, stackers, sorting, bunaling, stuffing, tabeling and wrapping
squipment and suppiies for any of the foregoing except that saies of motor vehicies. typewriters, and other squipment and supplies
otherwise taxabie under this act are not axempt, (Re-snacied effective January 1, 1978) [N.J.S.A. 54:328-8(ad)]

« Sales of materials, such as chemicais and ca:atysts, ussd to induce or cause a refining or chemical procass, where such
rr;‘a‘tieg?; ag: gn :megi}'al or assential part of the processing operation, but do not become 3 gomponent part of the finished product.
[N 28301 .

s The sale of advertising rmaterials to 18 published in a newspaper. [N J.S.A. 54:-8ree)] - .

* Saies, renting or leasing of: commercial motor vehicies and vehicles used in combination therewith, as defined in R.S. 39:1-1
and registerad \n New Jersey for more than 18,000 pounds; or which are oparated pursuant 10 a certificate or permit issued by the -
intarstate Commaerca Cammission; and repair and replacement parts therefor. [N.J.8.A, 54:32B-(8#)] (Effective January 1, 1978)

: instructions for use of the 3T-4 by parsons dperating a business, the nature and circumsiances of which do not raqmra
ragistration with the New Jersey Division of Taxation.

In the box at the top, right corner of the return marked “Elegible Nonreg:aterad Purchmr’ the purchaser is required to piace

one of the folfowing. (1) the Federal identification Number of the firm. (2) the operator's 1.C.C. permit number (it he has one}
 of (2) the individual’s social security number in those instances where ricne of the previous numbers are available.

The Dox in the canter of the form where the axemption is explained shouid be filad in with one of the following statemenis:

. 1. For the purchage of 2 commerical motor vehicle registered in New Jersey for more than 18,000 pounds or

2. “Repair or repiacament parts for a commerical motor vehicle registared in New Jersey for more that. 18,000 pounds; or

3. JHapa:r or replacament parts for 3 vehicle used in combination with a commerical motor vemde and regmtered in New

© Jarsey; or

4, Rla%ag or repiacement parts for a commerical motor vehicie or a vehicie used in combination therewith, oheratad pursuant -

to No.

+ Sales of soiar energy devices of systems designed to provide heating or cooling, or electrical or mechanical® power® by
colleciing and transferring sclar-ganerated snergy and including mechanical or chemical devices for storing solar-generated
energy. The Director of the Division of Energy Planning and Consarvation in the Department of Energy shail estabiish standards with
respect to the technicai sufficiency of solar energy systems for purposes of qualification for exemption. [N <. 3.A. 54:328-8(hhj} |

The use of propeny for market sampiing by the purcﬂasar [N .1 3.A. 54:328-77 (4)]

REPRODUCTION OF EXEMPT USE CERTIFICATE FORMS: Private reproduction of Exempt Use Camﬂcates may be rnade without '
the prior permission of the Division of the Taxation.
~ STATE OF NEW JERSEY, DEPARTMENT OF THE TREASURY, DIV!SION OF TAXATION
: Post Offics Box 999, Tremon, N.J 08646
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HER AB. 7311

6 DR _ ; "~ Reconciling the Petty Cash Fund

Example for a $50 Fund

- ATlotted Amount B T 850000
© Cash on Hand: A

Pennies . . : - .04
Nickles S .10
Dimes . : ' .20
Quarters S ' .50
‘Half Dollars o -
-Singles e - 1.00
Fives - ' - o 5.00
-, Tens ' ' ~10.00
- Twenties e - -—

Total Cash on Hand 7 sl6.84

. _ 'Tdta‘T_.Vouche’-rS i nﬁTran_$it_ SRS 127.00
Total Vouchers on Hand . _6.16

Total Cash and Voﬁchers . B . 50.00
- Over {Under) o - -

|
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