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Here are the procedures for setting up and using and reimbursing Petty Cash.

Setting up Petty Cash

1. Establish an amount for petty cash, for example; $100.00.

2. Set up a General Ledger Control Account for Petty Cash.

WA Account Details - New [E |§|@

Cancel F& .. ACtMt‘I'IN Closs F3

Account Code | 449 | Petty Cash Control
Subtatal To | j|
Page Mo
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" Other Income

" Expense
* Cument Azset
™ Cument Liability

™ Fixed Asset

" Temn Liability

™ Capital Account Level IU
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3. Cash a cheque for $100.00. In VisionVPM prepare a Cashbook payment to the Petty

Cash General Ledger code.

Cashbook Payment - New

Delete/D | Close F8

'g " Cashbook
g - Payment Sav 7 Cance\FS

Number
Bark A/ |4D1 J | Current Account

Date | 16 MAR 09

Mame | j|
Account Descrption Mett GST Armaunt

= | | |

443 Petty Cazh Control 100.00 100.00 J
System D 100.00] 100.00

Posting Petty Cash Expenses

1. After the money spent on behalf of the clinic has been reimbursed to the spender, you
need to record the expense payment from Petty Cash in VisionVPM.



. ¥l Cashbook Payment - New

% Cashbook
:. Payment Save F7 EanceIFE Delete."D E\ose F3

Number
Bark A/c |443 || Petty Cash Contral

Date | 16 MAR 09

Name |CP _~|[Cindu P

Account Description et GST Amount

Consumables Purchased 0 5l
3 General Expenzes 30.00 375 3375
103 Office Supplies 10.00 1.28 11.25
System D | 0.00] 7.50] 57.50

2. Note: Remember to change the Bank A/c to the Petty Cash Control A/c and remember to
account for GST correctly on each item entered as per the expense receipt.
3. Reconcile petty cash on a weekly basis (daily if necessary).
For example:
A. Count money in petty cash tin ($32.50)
B. Tally petty cash receipts. (67.50)
C. A + B should equal $100.00.
4. Using the above example our petty cash float will now be reduced from $100 to $32.50.
The amount of $67.50 will need to be reimbursed to the petty cash float to keep it at
$100.00.

Reimbursing the Petty Cash Float

1. Cash another cheque for $67.50, bringing petty cash up to $100.00 again.
2. In VisionVPM prepare a Cashbook Payment to the Petty Cash General Ledger code.

. ¥l Cashbook Payment - New

_ Cashbook ‘y&?;,s?
.. Payment Save F7 EanceIFE Delete."D E\ose F3

Murber | PCEXP
Bark &fc |4DW j | Current Account
Date | 16 MAR 09
Name |PE j| Petty Cash

Account Description et GST Amount

| =] | [

449 Petty Cash Contral E7.50 E7.50 J
System |0 [ 67.50] | B7.50

Your Petty Cash Float should now be back to $100.00 and your General Ledger account for
the Petty Cash Control should also be back at $100.00.

Please contact us if you have any questions.



