BULLETIN

NO.: 16-014

DATE: January 11, 2016

TO: All Personnel

FROM: Michelle Yamamoto, Fiscal Services Manager
SUBJECT: Petty Cash

The COM-5 Petty Cash Certification Slip has recently been revised, and should be used for all
petty cash transactions going forward. The old petty cash form AC-1517 should no longer be
used. The revised COM-5 petty cash form is attached.

Also, copies of receipts for petty cash transactions will be included in the envelopes containing
the associated petty cash reimbursements; this will allow the recipient to know which
transactions they are being reimbursed for. The Fiscal Division is currently in the process of
implementing additional process improvements to the petty cash process, in addition to
developing a standard operating procedure. As these process improvements and standard
operating procedure are finalized, they will be communicated accordingly.

Finally, the following PowerPoint presentation provides Petty Cash Training that was recently
conducted by the Office of the City Comptroller. Slides 1 through 12 of this presentation apply
to all personnel.

If you have any questions regarding the petty cash process, please contact Elena Martinez,
EJMartinez@sandiego.gov in the Fiscal Division.




City of San Diego
Petty Cash Certification Slip

I, hereby certify that the purchase totaling
(CLAIMANT NAME) (AMOUNT)

represented by this voucher was made by me on behalf of

(DEPARTMENT/DIVISION)

Date of Purchase:

Item(s) Purchased:

Purchased at;

Business Reason:

Include reference to regulatory document for any “personal” type expenditure, ie: MOU, Section XX.Xa

Claimant Signature: Date:

Supervisor’s Name:

Supervisor’s Signature: Date:

{Fund Number) {(Business Area) (Cost Center) (GL Account) i (Internal Order)

NOTE: ORIGINAL RECEIPTS MUST BE ATTACHED

FOR OFFICE ONLY:
Date Received
Paid from Petty Cash on by
(DATE) (CUSTODIAN’S SIGNATURE)
Received from Petty Cash on by
(DATE) (CLAIMANT'S SIGNATURE)

COM-5 (Revised Dec-15)

ATTACH RECEIPT HERE:
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