
 

 
Chief Officer & RFO: Georgina Morgan Denn BA (Hons) FSLCC | Chairman: Councillor Vinay Manro 

 

 
 
 

 

Meeting  Finance & Policy Committee 

Date   Tuesday 18th January 2022 

Report Title  Petty Cash Increase 

Agenda Reference  8E 

Author   Laura Cutter, Deputy Clerk & Services Manager 

 
Officer’s Recommendation 
1. To amend Financial Regulation 6.18 to increase the total of petty cash from £75.00 to 
£100.00. 
2. To withdraw an additional £30.00 of petty cash this month (January) to offset against subs 
used to cover funds. 
 
Background 
Within the Council’s Financial Regulations it states that:  
 
6.18  The Clerk may provide petty cash to officers for the purpose of defraying operational 
 and other expenses. Vouchers for payments made shall be forwarded to the Clerk 
 with a claim for reimbursement. 

a) The Clerk shall maintain a petty cash float of £75 for the purpose of defraying 

operational and other expenses. Vouchers for payments made from petty cash shall 

be kept to substantiate the payment. 

b) Income received must not be paid into the petty cash float but must be separately 

banked, as provided elsewhere in these regulations. 

c) Payments to maintain the petty cash float shall be shown separately on the schedule 

of payments presented to Council under 5.2 above 

 

Request for an increase in Petty Cash – reasons  

• Since the Financial Regulations were last reviewed there has been a significant increase in size 

of the Council’s Administrative and Parks & Open Spaces team.  

• The Parks & Open Spaces team has its own welfare facilities therefore costs for sundries apply 

(washing up liquid, cleaning materials, refreshments). 

• The Petty Cash cheque is approved at Finance & Policy or Full Council once per month, however, 

the £75.00 is not lasting the full month despite payments being made on the Council’s credit card 

or reimbursing staff members (who have received prior agreement via Bank Transfer). 

• Due to the cash amount in the tin being £75.00 limit, any new petty cash cheques are for the 

difference between the balance of the tin on the day and its upper limit. By the time the cheque 

is approved and the Officer (which due to the Finance Officer post being vacant relies on one 

person) has been to the bank to withdraw the cash, the balance has changed and/or the subs 

need to be repaid.  

• Trips to the bank are less frequent because of the time it takes and the current situation with the 

pandemic, so a four weekly turnaround is not always met.  

 

Petty Cash Usage 

Petty cash is mainly spent on sundries for the Office and in the POST Welfare facility. Items such as 

cleaning materials and refreshments, although they are encouraged to be brought in bulk, are often 

they needed more frequently or storage space is an issue.  Items such as milk are purchased fresh, 



 

 

a couple of times per week. Sometimes it is cheaper for the cleaner to purchase bleach/ anti-bacterial 

wipes when on special offer rather than at a bulk cost from the wholesalers. Other items include 

batteries (needed urgently), last minute items for events and ad-hoc refreshments for one off room 

hire (which are coded to room hire sundries when journaled on the finance package).  

 
Conclusion 
The current petty cash situation can be rectified by requesting an additional £30.00 this month, to   
repay back to the sub and then increasing the petty cash limit to £100.00.  
 
A petty cash cheque was not requested in December, so the current petty cash had lasted 
November to January which has not helped the situation. 
 
Further attempts to reduce the spending of petty cash will be explored and developed to remain 
within the £100.00 agreed amounts and potentially reduced in future once the Grounds Maintenance 
Facility has been built.  

 


