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SUBJECT: EXPENSE ACCOUNTS 
 
POLICY: 
 
I. AUTHORIZED: PETTY CASH 
 

A. The Board of Directors of Egyptian Electric Cooperative Association authorizes the following 
petty cash accounts: 

 
   HQ - change at cashier counter $300.00 
   HQ - expenditures in main office $500.00 
    

B. The cash in these accounts shall be used for minor expenses only, which have to be paid in cash 
and are too small to pay by check, except in cases where such bills as freight or express, and 
other bills of a similar nature, must be paid and there is no one available to issue checks. 

 
C. All expenses out of these petty cash accounts must be accounted for.  This accounting shall be in 

the form of a report, before petty cash is reimbursed, itemizing expenses, which are to be 
reimbursed.  This report shall be approved by the Manager or Office Manager before the 
account is reimbursed. 

 
D. The cash in these accounts shall never be more than the amount authorized and no additional  

 petty cash accounts shall be established without authority from the Board of Directors. 
 

E. Meals for employees who are required to work during hours other than their regular working 
  hours, when a meal time occurs which would not occur in their regular working day, or when  
 employees are required to work continuously through two or more regular meal times and it is 
 not practical for them to return to their homes for the meals.  If the first meal occurs during the 
 regular working hours, then the second meal and all subsequent meals during the continuous  
 working time is allowed. 

 
II. AUTHORIZATION FOR CASH EXPENSE WILL BE SECURED ON THE FOLLOWING: 
 

A. When employees are required to make trips outside of the Cooperative’s area boundaries they  
  shall secure authorization from the Manager, Office Manager, or their immediate supervisor 
  for the trip and expenses involved. 

 
B. For special activities where expenses are involved, employees shall secure authorization from the  

  Manager or Office Manager for the activity and expenses involved. 
 
III. ACCOUNTING: 
 

A. All expenses involved with the actual handling of cash by any employee will be accounted for.  
This  

 account will be in the form of a report showing the activity and date involved,  and an  
 itemized list of  expenditures.   
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B. Attached to this report will be receipts for each item of expense, if possible.  This report must be  
 approved by the employee's immediate supervisor and/or the Manager before any cash is 

reimbursed, or 
 before the account is closed.  This includes petty cash accounts. 
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