
EDWIN FAIR COMMUNITY MENTAL HEALTH CENTER, INC.


ADMINISTRATIVE MANUAL


CASH ON HAND

POLICY:

Cash On Hand shall be maintained at the following location:



Ponca City Outpatient


$ 100.00
PROCEDURE:
Shall be kept in a safe place and controlled by assigned personnel.  The custodian shall be responsible for any losses in this fund.
Shall be reconciled at month-end (25th of the month) by custodian, and by someone other than the person maintaining the fund.
Cash on hand shall not be used for "Petty Cash" disbursements or expense reimbursements. 

Deposits should be made every Friday morning and the morning of the 25th or last business day before 25th of month.
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