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What is a Petty Cash Fund?
Some cities hold small amounts of cash at the city office for the purpose of paying small bills for which it is not practical to write a check.  These are called Petty Cash Funds and are usually under the custody of the city clerk.

Petty cash funds are authorized for a certain dollar amount, such as $100.  As bills are paid from the petty cash fund, the available cash amount in it decreases.  At some point, the city clerk will issue a check to the petty cash fund (i.e., Cash) to restore the available cash amount to its authorized level.

When a petty cash fund is created for the first time, money is withdrawn from a bank account and transferred to the city office.  This physical transfer of the money from the bank to the city office is NOT an expenditure.  You are simply moving the money from one cash account (at the bank) to another (at the city office).
When a check is issued to restore a petty cash fund to its authorized level after payments have drawn it down, the related payments are recorded in the accounting system like any other vendor payments.  That is, an invoice is created and then paid for using the check issued to the petty cash fund (i.e., Cash).
A Petty Cash Fund is a “Bank Account” and NOT a “Fund”!
Some cities create a petty cash fund and account for it as if it is a “fund” of the city, like the General Fund or the Water Fund.  This is an absolute No No!!!
When you create a petty cash fund, it is not a fund at all.  It is a bank account.  It is much like the city’s checking account except that the cash is held at the city office rather than at the local bank.

How do I set up a Petty Cash Fund in Governmental Suite?
Very good question.  And the answer is fairly simple.

First, you should think of the Petty Cash Fund as if it was a bank account.  Then follow these steps:
· Select Banking/Banks

· Click on Add

· Bank Number.  Use the automatically assigned number as the Bank Number.

· Bank Name.  Enter your City Name as the Bank Name (e.g., City of Lincoln).

· Transit/Routing Number.  Enter the number 1 as the transit/routing number (this is actually a meaningless number but the computer requires a number).

· Click on OK

· Select Banking/Bank Accounts

· Click on Add

· Select a Bank.  Select your city name as the Bank.

· Bank Account Number.  Enter the number 1 as the Bank Account Number (this is actually a meaningless number for a Petty Cash Fund but the computer requires a number).

· Bank Account Code.  Enter PCFd as the bank code (or something similar that will identify it as a Petty Cash Fund).
· Bank Account Description.  Enter Petty Cash Fund.

· Type of Account.  Select Other.

· Click on OK.

· Select Banking/Beginning Account Balances
· Click on Add

· Bank Account.  Select the petty cash bank account.

· Beginning Balance.  Enter the authorized amount for the petty cash fund.

· Click on OK

What if my Petty Cash Fund is a real checking account at the bank?
This is not as dumb a question as you might first think.  Some cities authorize a “Petty Cash” checking account that the city clerk has sole check writing authority for.  These petty cash funds normally have a higher authorized amount than the “city office” petty cash fund.
A “bank checking account” type of petty cash fund is established just like a “city office” petty cash fund with a couple of differences: 1) in Governmental Suite, the bank account would be set up just like any other bank checking account, and 2) when a payment is made from the petty cash fund, the clerk physically writes a check instead of paying with cash.
Caution:  Petty cash disbursements using a “bank checking account” type of petty cash fund can potentially be recorded in the accounting system at the time a check is created.  This is in contrast to a “normal” petty cash fund in which the disbursements are not recorded in the accounting system until the petty cash fund is restored to its authorized amount.
There are pros and cons on how to handle a “bank checking account” type of petty cash fund.  If you record the disbursements when you create the check, you can enter the invoice into the accounting system immediately and print the check in GS.  Otherwise you would have to physically write the petty cash fund checks, and manually reconcile it periodically.

Suggestion:  My preference is to treat this type of petty cash fund outside of the accounting system and record the disbursement in the accounting system when the petty cash fund is replenished.
What is a Change Fund?
Some cities hold small amounts of cash at the city office for the purpose of making change for “cash-paying” customers.  These are called Change Funds and are usually under the custody of the city clerk.

Change funds are authorized for a certain dollar amount, such as $100.  Unlike a petty cash fund that is drawn down when payments are made from it, the amount of a change fund should never change.  It is only used for making change.
When a change fund is created for the first time, money is withdrawn from a bank account and transferred to the city office.  This physical transfer of the money from the bank to the city office is NOT an expenditure.  You are simply moving the money from one cash account (at the bank) to another (at the city office).

A Change Fund is a “Bank Account” and NOT a “Fund”!
Some cities create a change fund and account for it as if it is a “fund” of the city, like the General Fund or the Water Fund.  This is an absolute No No!!!

When you create a change fund, it is not a fund at all.  It is a bank account.  It is much like the city’s checking account except that the cash is held at the city office rather than at the local bank.

How do I set up a Change Fund in Governmental Suite?
A change fund is created much like a petty cash fund is created in Governmental Suite.

First, you should think of the Change Fund as if it was a bank account.  Then follow these steps:

· Select Banking/Banks

Note:  If you have already created a Bank record for the city for the purpose of creating a petty cash fund, it is not necessary to create another Bank record using the city’s name.  You can instead proceed with creating the Bank Account record for the Change Fund.

· Click on Add

· Bank Number.  Use the automatically assigned number as the Bank Number.

· Bank Name.  Enter your City Name as the Bank Name (e.g., City of Lincoln).

· Transit/Routing Number.  Enter the number 1 as the transit/routing number (this is actually a meaningless number but the computer requires a number).

· Click on OK

· Select Banking/Bank Accounts

· Click on Add

· Select a Bank.  Select your city name as the Bank.

· Bank Account Number.  Enter the number 1 as the Bank Account Number (this is actually a meaningless number for a Change Fund but the computer requires a number).

Note:  Use the number 2 as the Bank Account Number if you used the number 1 for a petty cash fund.

· Bank Account Code.  Enter ChgFd as the bank code (or something similar that will identify it as a Change Fund).

· Bank Account Description.  Enter Change Fund.

· Type of Account.  Select Other.

· Click on OK.

· Select Banking/Beginning Account Balances

· Click on Add

· Bank Account.  Select the change fund bank account.

· Beginning Balance.  Enter the authorized amount for the change fund.

· Click on OK

