Petty Cash 
The Board of Examiners (or statutory authority provided by NRS___________) has approved a petty cash fund of $ ___________ for the Division. [L1] The purpose of the fund is __________________. [L2] The _________________ is responsible for securing the cash in the ______________ (state where this is), keeping a log of all cash transactions including the date, purpose of each transaction and receipt number of the transaction. [L3] The _____________________ prepares the request for replenishment of the petty cash fund. The request for replenishment, original receipts, [L4] and petty cash log are given to _________________ for approval and then forwarded for payment.  _____________________, a position independent of custody, is responsible for performing a monthly [L5] reconciliation of the log and the cash receipts generated to ensure the cash and the receipts equal the authorized petty cash level.

Outside Bank/Trust Accounts 
The Board of Finance (or statutory authority provided by NRS___________) has approved an outside bank (or trust) account for the Division [L7]. The purpose of this account (or trust fund) is __________________ [L8].  The names of the account (fund) and the financial institution holding the account have been submitted to the Treasurer’s Office [L9].  The _________________ is responsible for ensuring that all transactions involving the account comply with the intended use of the account [L10] and that account decreases are supported by original receipts (or signed drawdown requests) [L11]. _______________, a position independent of the depositing and check writing functions, performs a monthly reconciliation of the account records and the bank statement [L12]. This reconciliation is then forwarded to the Controller’s office each month and at fiscal year end [L13].  
Other [L15-17]
If your agency has any other fiscal processes that are unique to your agency, state so here. Include a discussion of adequate internal controls and documented procedures.
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