Adopted at Oct 6, 2010 PAC General Meeting
Cash Management Guideline for Committees of JHSS-PAC

Detailed and orderly “Cash Management” is essential in order to protect Members, Executive, and Committee Chairperson(s) in the event questions arise.  A strict paper trail is for the protection of all concerned.

Please adhere to the following guidelines, approved by JHSS-PAC.

1. All fundraised money (raised without a raffle / gaming license) must be deposited into the PAC’s General Account, within 10 days of receipt of funds.  The funds are to be given to the PAC Treasurer for deposit, unless the committee has been issued a deposit book.
2. All fundraised money raised under a “raffle or gaming license” must be deposited into PAC’s Gaming Account (as mandated by the Gaming Commission).  The funds are to be given to the PAC Treasurer for deposit.
3. Since committee members do not have signing authority on PAC bank accounts they cannot sign for cash withdrawals, even on a deposit. For example: there is a cheque deposit of $1,000.00, but $300.00 cash is needed, so $700.00 is deposited.  This is not prudent cash management, the correct procedure is to deposit the $1,000.00 and ask the Treasurer for a cheque of $300.00.  
4. All cheque requests must be accompanied by a bill with the account payable name on the bill. 
5. Items paid by cash, will be reimbursed as long as the receipt (original or copy) is submitted with an explanation of the expense.  In no circumstances should the receipt have personal items listed as well. Treat this expense as a separate purchase.

6. To receive a cash advance, you must submit a written request (signed by requester & committee chairs) to the Treasurer.  Once the cheque is issued and used, the Treasurer must receive an itemized list as to what expenses occurred.
7. When a fundraising event is over, the Treasurer must receive a Balanced Income and Expense statement of the event within 30 days of the event date.
8. Under no circumstance can a committee have deficit without the consent of PAC.
9. Cash must be counted and verified by two (2) people and a PAC (Committee) Deposit Summary must be completed and signed.  (obtain form before the event by contacting PAC Executive)
