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4. RESPONSIBILITY 

 
Principals, senior administration and department managers are accountable for the petty 
cash fund and appropriateness of all items acquired through the petty cash fund on behalf 
of the Board. Principals, senior administration and department managers are responsible 
for approving petty cash requests, ensuring original receipts are provided and retained for 
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5.5 Petty cash funds are subject to internal and external audit and shall be maintained 

in accordance with accepted accounting practices, for example, at any given time, 
cash value of receipts plus actual cash on hand shall total the amount of the fund 
established.  

 
5.6 Petty cash receipts should be marked as paid and initialed. Principals and 

department managers whose schools/departments utilize petty cash funds should 
conduct unscheduled counts at least twice a year.  

 
5.7 All petty cash funds must be closed at the end of each school year. Petty cash 

funds issued for a special event must be closed once the event is complete.  
 
6. RELATED POLICIES, ADMINISTRATIVE REGULATIONS OR 

PROCEDURAL DOCUMENTS 
 

Board Policies: 
BA-4.3, Petty Cash Funds 
BA-4.8, Fundraising 
BA-5.1, Procurement Procedures 
BA-4.10, Expenses and Reimbursements for Employees 
 
Administrative Regulations:  
BA-5.1.1, Procurement Procedures  
BA-5.1.1D, Procurement Procedures – Appendix D – Purchasing Cards 
 

7. REFERENCE DOCUMENTS 
 

Legislation:  
Broader Public Sector Accountability  
Education Act 

https://www.kprschools.ca/en/our-board/resources/Policies/BA-4.3-Petty-Cash-Funds.pdf
http://kprcontentlibrary.kprdsb.ca:8080/docushare/dsweb/Get/Document-1101/BA-5.1%20Purchasing%20Procedures.pdf
https://www.kprschools.ca/en/our-board/resources/Regulations/BA-5.1.1A-Procurement-Procedures---Appendix-A---Competitive-Procurement-Processes.pdf
https://www.kprschools.ca/en/our-board/resources/Regulations/BA-5.1.1D-Procurement-Procedures---Appendix-D---Purchasing-Cards.pdf
https://www.ontario.ca/laws/statute/10b25
https://www.ontario.ca/laws/statute/90e02#BK173

