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Procedural points to consider:
	
		CASH HANDLING
 
To outline the circumstances under which the society will accept cash as payment and to establish guidelines for its security and control. 
[note: the tenancy agreement can specify the forms in which rent can be paid]

1. The society strongly discourages the payment of rent or any other charges in cash and prefers to accept cheques [or electronic transfers of funds], but managers may accept cash at their discretion.

2. If rent or any other charges are paid in cash the society must provide the tenant with a receipt.

3. The society does not accept cash for rent or for any charge over $50.


4. Any cash received should be deposited as soon as possible, and the amount of cash on the premises shall never be more than is covered by the society's insurance policy.


5. The society does not accept cash. 


1. Security of cash: Safe? Strong box? 
2. Frequency and security of bank deposits
3. Payment by money order in lieu of cheques

Petty Cash

1. Each of the society's developments may maintain a petty cash amount of $100, which site managers may use to pay for minor operating costs or to reimburse employees for out-of-pocket expenses of less than $50. The site manager(s) will be responsible for the administration and security of the petty cash account.

2. The General Manager may maintain a petty cash amount not exceeding $200 from which they may reimburse employees for legitimate costs they have paid out of pocket. 

Claims for the petty cash fund must be verified with a receipt, and the [site manager or General Manager] must keep a copy of the receipt and a log outlining the details of the expenditure or reimbursement. 


1. Cash + receipts in the fund must always total the authorized amount.
2. Procedure to use or be reimbursed from petty cash.
3. Whether and which people will be advanced money from the fund or only reimbursed when they present receipts.
4. How often the fund will be balanced and replenished.





