Petty Cash /Imprest Reimbursement Post Audit Checklist

Custodian name 



 Department: 



 Voucher Date: 



	Checklist
	( “No”
	Resolution
	Initial

	Reimbursement voucher signed by custodian
	
	Send email to Custodian outlining any items that were checked “NO” and refer them to URI Petty Cash Policy on web http://www.uri.edu/controller/policies.html
	

	Petty cash slips signed by payee & custodian
	
	
	

	Petty Cash slips shows amount & purpose of expense
	
	
	

	All expenditures are supported by original receipts
	
	
	


	Checklist
	( “Yes”
	Resolution
	Initial

	Any transaction over $100?
Exception – Athletics, Bookstore & Short Term Student Loan
	
	Send email to Custodian outlining any items that were checked “YES” and refer them to URI Petty Cash Policy on web http://www.uri.edu/controller/policies.html
	

	Missing or inadequate receipts?
	
	
	

	Any personal checks cashed?
	
	
	

	Any RI sales tax paid?
	
	http://www.uri.edu/controller/tax_exempt.html
	

	Questionable purchases

1. Multiple purchases with same vendor
2. Purchase should be on an invoice voucher such as newspaper subscriptions, registration fee, advertisements, etc.
3. Unusual purchases without an explanation?

4. Any receipts include personal items
	
	1. Inform custodian that purchases should be processed on P-Card, LVPO or Blanket PO
2. Inform custodian that purchases should be processed P-Card or Invoice Voucher

3. Request explanation from custodian

4. If yes, are they clear indicated or marked as personal?
	

	Non-allowable purchases
	
	If “yes” complete checklist of unallowable purchases
	

	Reconciliation – missing signatures
	
	
	

	Poor package organization
	
	
	

	Re-training advised
	
	
	


Higher Education Pre-Audit Clerk signature: 






 Date: 



If any items are “checked” forward reconciliation package to Manager and copy of checklist to Cash Reconciliation Office

Petty Cash /Imprest Reimbursement Post Audit Checklist
Unallowable Purchases
Custodian name 



 Department: 



 Voucher Date: 



	Unallowable Purchases with Petty Cash & Imprest Checking Accounts
	( “Yes”

	Alcoholic Beverages for any purpose
	

	Automotive (Rentals, Repairs and Fuel)
	

	Cash Advances
	

	Cellular Phones, Pagers and Calling Cards
	

	Catering Services
	

	Consulting Services (Attorneys, Medical Services, Honoraria, etc.)
	

	Contracted or Personal Service Providers (Specific to unincorporated 1099 providers) Except Athletic Referees
	

	Equipment Maintenance Contracts (Statewide contract exists with Remi Group / MPA#422)
	

	Fines, Penalties and Late Fees
	

	Firearms, Ammunition, and Explosives
	

	Gifts, Donations and Contributions
	

	Meals or beverages purchased.  If yes, conforms to Food & Beverage policy?
	

	Medical such as prescription medications , doctor/dentist office visit fee, vaccinations, etc.
	

	Personal Purchases (even with the intent of reimbursing the University)
	

	Postage Stamps (should be purchased from URI Postal Services)
	

	Prizes and Awards
	

	Purchases from URI Employees
	

	Purchases in which a URI Employee has a Conflict of Interest
	

	Radioactive and Controlled Substances
	

	Rare and Precious Metals
	

	Salary Advances
	

	Sales Tax
	

	Special Occasion Items (Flowers, Fruit, Baskets, Candy, Balloons, etc.)
	

	Tips/gratuity  that exceeds 18%
	


Higher Education Pre-Audit Clerk signature: 






 Date: 



Notified custodian by: 




 Date: 

 Is this a recurring issue?  ___Yes ___ No

If any items are “checked” forward reconciliation package to Manager and copy of checklist to Cash Reconciliation Office
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