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WYCAS provides a range of specialist services designed to meet the needs of 
the third sector 

 
One to one support and training 

Preparation of year-end accounts 
Independent examination 

Financial training courses and workshops 
Computerising accounts 

Bookkeeping and management accounts 
Advice and information 

Bespoke  consultancy projects 
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Introduction 
 

This guide is designed to set out a few basic rules and procedures for 
handling cash within your organisation. Keeping track of cash in an 
organisation can be difficult. By setting up some procedures and being clear 
about who is responsible for cash, this task can be made simpler. 

 
Here are some key principles to remember when you are dealing with cash: 

 
1. It is good practice to keep all cash income separate from the cash 

you use to buy things. 
2. Try to keep the use of cash to a minimum. Where possible make 

payments by cheque or direct through the bank. 
3. Keep your cash in a lockable tin in a safe place. Your system may be 

to keep one tin for cash income and one for cash purchases. 
4. Name two people as being responsible for the cash in the organisation. 

These will be the only people who have keys for the tins. 
5. To keep track of cash purchases operate a ‘Petty Cash System’. 
6. Keep the petty cash book up to date. 

 

What to do with Cash Income 
 

This will most likely be individual donations or money from a collection. 
The general rule is that all cash income should be paid into the bank (where it 
could be earning interest and is held securely) as soon as possible. 
Resist the temptation to use this money to make cash purchases. Money for 
purchases should come from the bank separately.  If you do decide to receive cash 
income into your petty cash, make sure the accounting system records it. 

 
Cash Donations from Individuals 
It may not be worth a visit to the bank if you have just received a few pounds 
in donations. Instead put the money into a lockable tin (marked “Cash 
Income”) along with a note showing who it was from, the amount given and 
the date. You can then pay this in after you have received some more money 
or when you are next going to the bank. Remember to list all the individual 
items of income on the paying in slip. 
If there are too many items to fit on the slip, list them on a separate sheet and 
keep it with your books. As a separate control you should give the person a 
receipt that should be from a duplicate receipt book so you also have a copy 
for your records. This should be signed by the donor and the receiver of the 
cash. 

 
Cash Donations from a Collection / Fundraising Event 
The general rule here is that money from a collection should be counted and 
signed off by two people (at least one being one of the named people 
responsible for cash) and paid into the bank as soon as possible. It will also 
be useful to record whether the money was collected for general purposes or 
for a specific project as this affects the way it can be spent in the future. 
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How to use Cash for Purchases (Petty Cash System) 
 

Cash should only be used for buying small day-to-day items such as tea, 
coffee, stamps etc, which is why it is called “petty cash”. Larger purchases 
should be made by cheque or direct payment from the bank. 
By setting a limit on the amount of cash that can be used to make a purchase, 
your organisation will have control over the use of cash. Typically this would 
be that any item costing more than about £50 should be purchased through 
the bank. This will ensure that purchases over this limit are dual authorised. 
This limit is reasonable since an item costing more than this would cease to 
be classed as ‘petty’. 

 
The most common and by far the clearest and safest way to control cash 
expenditure is to operate a “Petty Cash” system. 

 
Things you will need to operate it: 

• Petty cash analysis book with as many analysis columns as you will 
need, it is likely to have less columns than the main cash book. 

• Lockable cash tin, ideally with a tray for different coins making it easy 
to check. 

• Petty cash vouchers, which are pre-printed and can be purchased from 
most stationers. You can of course make your own. 

• It might be useful to have a list of the headings for different types of 
purchases (e.g. volunteers expenses, postage, sundries etc with 
examples) in the tin or stuck to the lid to make it easy for people to fill 
in the vouchers accurately. This will help the person writing up the petty 
cash book. 

 
Here’s how it works: 

1. Decide how much petty cash float you will need. This will depend on 
the availability of the signatories and how much money you plan to 
spend. The value of the float doesn’t have to stay the same. You could 
agree to keep it at £50 but if you will need more in one particular period 
you can adjust it. 

2. Draw this amount from the bank in cash and keep it a lockable tin 
(marked “Petty Cash”) in a safe place. 

3. Money is spent from the tin and replaced with petty cash vouchers and 
receipts (see Sample Transactions below). The value of the receipts 
added to the cash always equals the float. This makes it easy to check. 

4. When the tin needs topping back up the receipts and cash are checked 
and written into the petty cash book. You will to decide whether to top 
up weekly, fortnightly or monthly. Again this is dependent on signatory 
availability and how much money you plan to spend. 

5. A cheque for cash is then written to the value of the receipts, this will 
bring the float back to its original amount. This is called the imprest 
system. 

 
Operating this system makes it easy to see where the cash is at any one time. 
Just keeping as much cash as you will need ensures that most of your money 
will be safe in the bank. 
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Sample Transactions 
Cash transactions can happen in two ways: 

 
1. Someone buys things with their own money and then claims money 

from petty cash, replacing it with a petty cash voucher and receipts. 
 

2. Someone takes the money from petty cash, then makes purchases and 
returns the change, petty cash voucher and receipts. 

 
The result is the same only in the second case when the cash is taken it 
should be replaced with an IOU, which is a note containing the person’s 
name, signature of the person taking the cash, date and the amount taken. 
This should also be signed by the person responsible for cash. IOUs can be 
written on scraps of paper as they don’t have to be kept for your records once 
they have been used, they just show you where the cash is. 

 
Here are two sample transactions to illustrate what happens: 

 
1. Jo buys a book of stamps, a jar of coffee and a box of paper clips with 

her own money. She is also a volunteer and gets her travel expenses 
paid. 
She fills in a voucher: 

 

Name: Jo King Date: 7/6/xx Voucher No.  1. 

Signed:    

Co. Signed:    

Details Account 
Receipt 
No. 

Amount 

Stamps Printing, Postage & Stationery 1 6.60 
Coffee Sundries 2 1.75 
Paper clips Printing, Postage & Stationery 3 1.00 
Bus fare Volunteers Expenses 4 4.50 

    

 Total  13.85 

 
Then she numbers the receipts and staples them to the voucher, and 
signs the voucher. Rizwana who is responsible for the cash tin, then 
signs and numbers the voucher and gives Jo the money. She then 
puts the voucher with the attached receipts in the tin. 

 
At this point the cash in the tin and the total amount on the voucher would add 
up to the original float. 

 
2. Greg needs some cash to buy a new printer cartridge costing about 

£10. Rizwana gives him £15 from the tin and Greg writes an IOU for 
£15 which he also signs. The IOU is then signed by Rizwana and 
placed in the tin. 
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Again at this point adding up voucher no.1, the IOU and the cash would add 
up to the original float. 

 
When he returns from the shop he fills in a voucher: 

 

Name: Greg Mayonnaise Date: 15/6/xx Voucher No.   2. 
Signed:    

Co. Signed:    

Details Account 
Receipt 
No. 

Amount 

Print cartridge Printing, Postage & Stationery 1 12.49 
    

    

    

    

 Total  12.49 

 
He staples the receipt to it and signs it. Rizwana checks the receipt and 
the change. She then signs and numbers the voucher and puts it all 
into the tin and removes the IOU. 

 
To see how these transactions are written up there is a sample petty cash 
book on the below. 

 
Writing up the Petty Cash Book 
Here’s how it would look written up into the petty cash book. 
For this example the float has been set at £50 and will topped up monthly. 

 

On the 2nd of June the petty cash was set up by cashing a cheque (number 
2603) for £50. 

 
Receipts June xxxx Payments June xxxx 

 

Date 

 

Details 

 
Chq. 
No. 

 

Total 

 

Date 

 

Details 

 

No. 

 

Total 
Printing 
Postage 
Stationery 

 

Sundri
es 

 
Vol 
Exp. 

2/6/xx Cash from bank 2603 50.00 7/6/xx Jo King: 1 13.85 7.60 1.75 4.50 
30/6/xx Cash from bank 2619 26.34 15/6/xx Greg Hayes: 2 12.49 12.49  

          
          
 Totals Receipts  76.34  Totals Payments  26.34 20.09 1.75 4.50 

           
           
 Opening Balance  0.00        
 Add Total Receipts  76.34        
 Less Total Payments  26.34        
 Closing Balance  50.00        
           
 Checked by:          
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Enter the date that the voucher was put into the tin, not the dates from the 
receipts (if they are different). 

 
The transactions from a voucher are analysed under the different headings. 

 
On Jo’s voucher there are two purchases for printing, postage & stationery, 
these have been added together to write them into the book. 

 
Adding up the two vouchers shows that £26.34 has been spent. A cheque is 
then written to this value to bring the petty cash float back to £50 (number 
2619). 

 
The book should then be signed and dated to show that it has been checked 
and reconciled to the money in the tin 

 
When the vouchers have been written up and the float restored, the vouchers 
can be filed away in number order for that month. 

 
The month has then been completed and the next page should be headed up 
for the following month. 

 
 
 
 
 

 
WYCAS Advice Line: 0113 270 6269 

Website: www.wycas.org.uk 
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