COLUMBUS

Rural Nature. Urban Access.

TO: Columbus Mayor & City Council Members

FROM: Cheryl Jenkins, Deputy Treasurer & Grant Larson, Intern
DATE: August 7, 2023

RE: Petty Cash Policy

Background:
In 2009, the Columbus City Council approved a petty cash policy that allows for $100.00 in total,

with $20.00 available for making change for “walk-in” customers. Recently, staff members have
asked to increase the amount of petty cash from $100.00 to $200.00 because they often run
out of money when making change for “walk-in” customers.

Grant Larson reached out to the LMC MemberLink and asked what other cities were
doing for petty cash.

This is a summary of the responses we received:
e Round Lake has $100.00 of petty cash with a card for larger purchases
e Elk River has $300.00 available
e Mora has $100.00 available
e Kiester has $100.00 available
e Rice has $200.00 available and a card for larger purchases
e St. Michael has $100.00 available
e Coleraine has $200.00 available split across multiple departments

All of the cities that responded said they do use petty cash for making change to
“walk-in” customers. While most of the cities responded by saying that $100.00 is
what they use, which is likely only used for more traditional petty cash expenses.
While Columbus does also do that, the petty cash fund is not strictly for traditional
petty cash expenses. Some of the cities that responded said they also keep a card
for larger expenses.
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Per the Office of the State Auditor:

Petty cash funds, referred to as “imprest funds” in Minnesota’s statutes, are authorized for
school districts, towns, counties, and cities. Due to the fact that these are cash funds (currency
in the form of coins and bills), extra security precautions should be taken to safeguard these
funds.

Each petty cash fund must be established by an entity's governing body, and a “custodian” of
the fund must be appointed. Meeting minutes should document the creation, custodian, and
amount of any petty cash fund. The governing body should periodically review these funds to
determine whether they are still necessary.

Petty cash funds are not separate checking accounts. Rather, by law, these funds are cash
(currency). They are allowed for the payment of any proper claim if “it is impractical” to pay the
claim in any other manner. The statutes prohibit the funds' use for salaries or personal
expenses of an officer or employee. Counties and school districts have additional statutory
authority to use a petty cash fund for certain travel advances.

A claim itemizing all disbursements from a petty cash fund must be presented to the governing
body at its next meeting. If the governing body approves the claim, the fund’s custodian should
be given payment to replenish the fund. If the governing body fails to approve the claim in full,
the fund’s custodian is personally responsible for the difference. The laws governing petty cash
(imprest) funds are Minn. Stat. §§ 123B.11 (school districts), 366.01, subd.

12 (towns), 375.162 (counties), and 412.271, subd. 5 (cities).

Conclusion:

The amount of $100 will be sufficient for our needs as the expenses to be covered are in small
amounts. However, in our case it is not sufficient to cover cash transactions at the front
counter, and therefore there is a need to establish an increased amount of $200.

City Staff Recommendations:
1. Increase the amount of petty cash to $200.00 to ensure that there is enough money to
make change to “walk-in” customers.



https://www.revisor.mn.gov/statutes/?id=123B.11
https://www.revisor.mn.gov/statutes/?id=366.01
https://www.revisor.mn.gov/statutes/?id=366.01
https://www.revisor.mn.gov/statutes/?id=375.162
https://www.revisor.mn.gov/statutes/?id=412.271

