
HAWN MEMORIAL LIBRARY 

Petty Cash Policy 
 

The Hawn Memorial Library will establish a Petty Cash Fund to be used for expenditures in connections 

with approved Library activities, the amount and significance of which are so small as to preclude 

requesting disbursement by check.  This Fund will reduce time, paperwork, and administrative expenses 

for program development expenditures.  Petty cash may be used to reimburse authorized expenditures 

up to $50.00. 

The Petty Cash Fund will not exceed $100.00 and will be replenished by approval of the Board of 

Trustees. 

Petty Cash funds may not be used for: 

 Transactions over $50.00 

 Equipment purchases 

 Check cashing fund 

 Personal loans or salary advances 

The custodian of the Petty Cash fund will be the Library Director, who will be responsible for controlling 

and safeguarding the fund.  The Library Director will be personally responsible to ensure that all policies 

and procedures are adhered to regarding the Fund. 

 The custodian will disburse cash from the Petty Cash Fund, provided that the appropriate 

documentation and/or receipts are provided for the transaction and that the transaction does 

not violate Library policy. 

 The custodian is responsible for ensuring appropriate documentation is retained on each petty 

cash transaction and fund reimbursement. 

If the Petty Cash Fund is being misused or not properly accounted for, the Library Boar of Trustees may 

close the Fund. 

Adopted: March 15, 2005 

Reviewed: December 16, 2014 

Reviewed, Revised and Board Approved:  October 20, 2020 

Reviewed  and Board Approved:  May 21, 2025 

 


