SCOPE

CITY OF NEEDLES

CASH MANAGEMENT POLICY AND PROCEDURES

This policy applies to all funds of the City of Needles.

OBJECTIVE

The purpose of cash management policy is to ensure adequate cash is
available to pay the bills as they come due and invest the temporarily idle cash in
accordance with the Investment Policy.

PROCEDURES

Finance reviews the daily cash flow needs of the City.

Finance will ensure that there are adequate funds in the checking
account(s) to meet the daily needs.

Cash inflows include, but are not limited to, funds from fees, taxes,
grants, investment income, and investment maturities.

Cash outflows include, but are not limited to, payment of accounts
payable invoices, payroll, payment of other obligations of the City,
and investments of idle funds.

In anticipating and planning of cash flows special attention should
be paid to non-recurring large payments for capital projects and
debt obligations.

All investments of funds are governed by the Investment Policy.

The improper handling of City funds is subject to disciplinary action up to
and including dismissal.

In addition to the policies above, a new policy for cash handling positions
was adopted in FY 21 for a background check to be completed on any
new hires that will have cash handling duties.



CITY OF NEEDLES

SUBJECT: PETTY CASH FUNDS
PURPOSE: To establish a policy for the request, approval, and use of petty cash
funds

General Policy: The City has established several petty cash funds and operating drawers
to provide reimbursements to employees who incur expenses while on City business or
when purchasing minor items for the City. Under no circumstances are these funds and
drawers to be used for anything but City or Utility purposes. Expenses for overnight travel
or conference registration fees shall not be reimbursed through petty cash. Petty cash funds
have also been established at various City facilities and shall be utilized by the departments
and divisions located at these facilities.

Provisions:
A. Petty Cash Funds

The following table presents the established funds, the authorized amounts, reimbursement
limits, and assigned custodians.

Authorized Reimbursement Assigned
Location Amount Limit Custodian
City Hall $2,200 $100 Finance Depariment
Rec. Center $ 500 $ 25 Recreation Manager
Agquatics $ 100 $ 25 Recreation Manager

Cash drawers are maintained where there is cash business being conducted.

Operating cash drawers are as follows:

Rec. Center $150
Jack Smith Park $400
Aquatics $ 50
Animal Shelter $ 60
Golf Course $200
Utility Office (3 drawers):
Drawer #1 $200
Drawer #2 $200
Drawer #3 $200

B. Cash Limit

Employees may request reimbursement for expenses incurred or to purchase minor items
for the City up to an established reimbursement limit of $100. These petty cash
reimbursement limits may be waived, however, on approval by the City Manager due to time
urgency where no other payment method is available.



Petty Cash Reimbursement:

1: Requests for reimbursement for petty cash expenditures shall be submitted
to the custodian. An approved petty cash voucher will be completed by the
Finance Department when funds are disbursed.

2. The party receiving the funds shall sign the voucher in the space provided as
evidence of the reimbursement. The custodian shall date and initial the
voucher as further evidence that the monies were properly dispersed.

3. Employees are encouraged to accumulate their out-of-pocket expenditures
and submit a demand for reimbursement through normal warrant processing.
When the exact amount of out-of-pocket expenditures is known in advance, a
demand or a request for an advanced check shall be used.

D. Replenishment of Petty Cash Fund

When the petty cash fund is substantially depleted, a demand is to be prepared and
submitted to the City Manager for replenishment. All petty cash vouchers and
receipts equaling the amount requested are to be attached to the demand.

An accounts payable warrant shall be issued to the custodian who will then cash the
warrant and place the proceeds in the petty cash fund. At all times, the total petty
cash on hand plus the amount of signed receipts or petty cash vouchers at any one
time must equal the total amount of petty cash authorized.

E. Security

Petty cash funds represent City assets in the form of currency and coin. To guard
against the misappropriation of such funds, strict security shall be enforced. All petty
cash shall be maintained under lock with access limited to the fund custodian and/or
a specified designee. It is the department manager's responsibility to ensure that
appropriate security measures are enforced.

s Audit of Petty Cash Funds

All petty cash funds will be audited annually by a representative from the Finance
Department, and on an unannounced date at the location of the fund or drawer. The
money will be counted and reconciled to the amount recorded on the General Ledger
and be reported to the auditors as part of the annual cash summary.



