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PURPOSE HI

To establish a policy to meet cash payments for purchases done by departments in the frame of the Petty Cash limit
of RMB500.00.
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POLICY #&FF

. From time to time, certain purchases will have to be made by cash for decorations or special events or other
unforeseen reasons, which due to pressure of time or other reason can not go through the normal purchasing
process.
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. Department heads will prepare a Purchase Requisition as normal, and prepare an 1.0.U./ Petty Cash Advance
requisition.
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. Both forms should show estimated costs and reason for purchase.
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. Both forms should be signed by the Department Head and forwarded to the Director of Finance and
Controlling and Executive Office for approval.
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. Once approved, Department Head should draw cash from the general cashier, then with a member of the
Purchasing Department go shopping.
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« Receipts/Fapiao must be obtained for all purchases.
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. Department concerned must return detailed listing of all purchases together with 1.0.U/ Petty Cash Advance
to general cashier and return/claim under/over payment.
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. This procedure is for emergency/special event purchases only, and will not be approved without a good
reason.
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