
 

 

Tips and Tricks for Handling Petty Cash 

To be able to successfully make your petty system work, you should take some time to learn a few tricks 
which will help you out. These tricks can guide you and help you out so you can effectively start using 
your logbook to record all the transactions.  

1. Establish a Reasonable Amount for Your Fund 
Think about all your daily expenses and set an amount for your fund. It should be enough to cover all 
small expenses in your business daily but not too big that the people who work for you might be 
tempted to steal it. Also make sure that the amount you set won’t require replenishing too frequently so 
you don’t have to be stuck with a tedious task. 

2. Identify Where the Cash Can Be Used 
Since this fund is readily available, your employees may have the tendency to start spending it on things 
for the office, but not really related to your business. It’s important to identify when the cash is to be 
used and emphasize that if it’s not for those purposes, the cash must not be utilized. You can stick a list 
on your cash box so your employees won’t forget and won’t have any reason to spend the money in any 
other way. 

3. Require Your Employees to Record Everything 
Just because the transactions involved in this system are small, your employees might forget to record 
them or consciously neglect writing them down, especially if the amount is insignificant. However, this 
may cause problems for you in the long run so stress the importance of recording everything to your 
employees and make sure they do it. If you need to, do random checks so your employees are kept on 
their toes and they would record everything in the off chance that you show up and check the log. 

4. Don’t Give All Your Employees Access to the Funds 
Petty cash systems aren’t for everyone. Make sure to only involve the people who have been in your 
business the longest or those whom you really trust. You can assign the task to one or two of your 
employees to ensure that the log is neat and you know exactly who is accountable when there are any 
discrepancies. 

5. Never Leave Your Funds Unsupervised 
These funds are very liquid, meaning they are very much prone to theft. Even if you have an office full of 
trusted employees, leaving any kind of cash out in the open may tempt anyone, whether it’s one of your 
employees or maybe one of your customers. Make sure your box is locked away, only accessible to 
those who are in charge of it. 

Following these tips or at least using them to guide you would definitely help out in establishing your 
petty cash system and keeping a good log of all the transactions. Now let’s learn to actually establish a 
good system where you will be able to use your log book. Whether you decide to make a petty cash 
form or an actual book, the steps would be the same and the outcome would result in how well you 
manage the whole system. 


