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“a) Petty cash shall be used only when absolutely necessary, when immediate cash payment is

required, and must not be used to circumvent proper purchasing payment procedures-

b) Payments must not be made for personal items, memberships, subscriptions, dues, fixed assets,
and payment for personal services or travel advances- Funds shall not be used to cash

cheques and or advance loans-

c) As a general rule payments from petty cash fund must not exceed MVRI1,000 per transaction
for purchase of goods and services- However, exemption is given in situations when it is not
practicable to purchase through regular procurement method- Expenses that may be reimbursed
from the petty cash fund in excess of the single transaction limit includes, but are not limited

to the following;

Incidental expenses related to constructions sites

Refreshments or meals for business meetings

e Cargo clearance expenses of procurement

Urgent purchases, subject to the special approval by the head of department"”
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