
COMMITTEE ON ACCOUNTS, ENROLLMENT AND REVENUE 
ADMINISTRATION

November 21, 2023 at 5:15 PM
Aldermanic Chambers, City Hall (3rd Floor)

Members:  Aldermen Heath, Long, Levasseur, Cavanaugh, Barry

AGENDA

The Chairman calls the meeting to order.
 

The Clerk calls the roll.
 

1. Update on the City's Revolving Loan Fund.
Ladies and Gentlemen, what is your pleasure?

  

2. Communication from Kim LeBlanc, Financial Analyst II, submitting Finance 
Department reports as follows:

• Accounts Receivable over 90 days
• Aging Report
• Outstanding Receivables

Ladies and Gentlemen, what is your pleasure?
  

3. Communication from Sharon Wickens, Finance Officer, regarding the City’s 
Monthly Financial Report (unaudited) for the first four months of fiscal year 2024.
Ladies and Gentlemen, what is your pleasure?

  

4. Communication from Jennifer Heon, Finance Department, requesting approval 
of a Petty Cash policy.
Ladies and Gentlemen, what is your pleasure?

  

5. Communication from the Manchester Arts Commission Chair requesting the 
release of $264.07 from the art fund to reimburse the cost of purchasing 
exhibition and display materials.
Ladies and Gentlemen, what is your pleasure?

  

If there is no further business, a motion is in order to adjourn.
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City of Manchester 
Petty Cash Policy 

OVERVIEW 

This document outlines the policies and procedures used for establishing and maintaining a departmental 
petty cash fund. 

1. Purpose of petty cash: Departments are strongly encouraged to use their Purchasing Cards to pay 
expenses. When / if that is not possible, petty cash funds may be used for minor business transactions. 
Petty cash should be the mechanism of last resort to make payments, when other disbursement methods 
are impractical or cannot be used. Petty cash may only be used for authorized expenditures and should not 
be used as an operating fund.  Petty cash may not be used: 

 To make personal loans 
 To pay employees or non-employees compensation for services rendered  
 To pay unauthorized expenses 
 As a check-cashing service 
 To pay for an expense that is personal or otherwise not allowable according to the City’s 

purchasing policy, procedure or practice. 

2. Establishing a petty cash fund. Each petty cash fund is the primary responsibility of one employee 
called the "Custodian" of the fund. There may be only one Custodian per petty cash fund. The Custodian 
is responsible for the value of the fund and to ensure that all policies and procedures are adhered to when 
using the fund. Requests to establish petty cash fund must be submitted to Finance by the responsible 
Department Head. 

3. Revocation of a Petty Cash Fund. If it is determined that a petty cash fund is being misused or not 
properly accounted for, the fund will be closed.  

DETAILED OPERATING PROCEDURES 

1. Background  

The intent of petty cash is to provide a way for departments to make prompt or unexpected payments for 
minor business transactions. Petty cash funds are established on an imprest basis -- that is, at a fixed 
amount which is restored to its authorized level by replenishing the cash in an amount equal to the 
expenditures made from the fund.  

2. ESTABLISHING A PETTY CASH FUND 

a. Requesting a Petty Cash Fund - Requests to establish a petty cash fund shall be submitted in writing to 
Finance by the responsible department for approval of the Finance Officer.  The amount to establish the 
petty cash fund will come from a determined departmental expense account.  

b. Size of a Petty Cash Fund - A petty cash fund is intended to be used on occasion and a small enough 
amount to require replenishment on an as needed basis. In no case will a petty cash fund be established in 
an amount exceeding $500 unless specifically approved by the Board of Mayor and Alderman or the 
Finance Officer.  

3. RESPONSIBILITIES   

a. Establishment of Petty Cash Account - The City will issue a check payable to the responsible 
department c/o Custodian to establish the petty cash fund. The Custodian remains accountable for the 
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petty cash fund until custody is formally transferred to another employee or until the fund is formally 
closed. It is the responsibility of both the Custodian and the Department Head to acquire a thorough 
knowledge of the City’s applicable policies and procedures and to ensure the funds are properly 
safeguarded. 
 
b. Protection of Petty Cash - Access to cash funds must be restricted. Petty cash must be kept in a locked 
strong box in a locked desk or cabinet whenever not in use or whenever the Custodian is absent. Loss of 
petty cash funds will be charged to the responsible account. Petty cash funds must never be commingled 
with other City funds, personal funds, miscellaneous cash receipts, or collected revenue of any type. The 
Custodian's supervisor or designee should periodically inspect the records and count the cash (in the 
continual presence of the Custodian) in the petty cash fund to ensure proper accountability. 
 
c. Change of Custodian - The petty cash fund must be physically counted and reconciled before it is 
accepted by a new Custodian. 
 
d. Absence of the Custodian - During absence or vacation, a Custodian may place the petty cash fund 
with a temporary Custodian. The temporary Custodian and the regular Custodian shall physically count 
the petty cash box, and the temporary Custodian will sign a copy of the reconciliation as a receipt. This 
receipt is retained by the regular Custodian or their designee. When the regular Custodian returns, the 
same procedures must be followed with the receipt retained by the temporary Custodian. 
 
e. Confirmation of Petty Cash Funds - Custodians may receive a request from the Finance Department to 
confirm the amount in their petty cash box. Funds may be randomly selected for a surprise audit of cash 
and records to ensure proper accountability and appropriate application of the City’s purchasing policies 
and procedures. 
 
f. Closing a Petty Cash Fund - If a petty cash fund is no longer needed the responsible department must 
send written notice to the Finance Department requesting the closure. Upon closure, the funds will be 
returned to the appropriate department account.  

4. MAINTAINING A PETTY CASH FUND 

a. Accounting for Petty Cash Transactions - Proper accounting for petty cash requires that Custodians 
make payments for authorized expenditures only, obtain receipts, and record expenditures. Petty cash 
expenditures are subject to all City policies, procedures and practices relative to proper expenses, 
authorization, accounting and documentation.  

Note: there must be an original sales slip, cash register tape, or other receipt attached to the petty cash 
reimbursement request for each expenditure. The reimbursement request must come from an authorized 
person through accounts payable. In accordance with City policy; employees may not approve his or her 
own expenses. 
 
b. Reconciling Petty Cash Funds - Receipts for all expenditures must be retained. At any time, the sum 
of the cash on hand, total receipts and replenishment requests in process should equal the authorized 
amount of the petty cash fund. If the fund does not balance, Finance should be immediately contacted for 
assistance. A petty cash fund must always be balanced (i.e., reconciled) before a request is made for 
replenishment. 

c. Replenishment of Petty Cash Funds - When disbursements deplete the amount of cash available, an 
accounts payable must be entered to reimburse the department from their appropriate expense line.  
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October 18, 2023 
 
Honorable Mayor Joyce Craig  
And Board of Aldermen 
1 City Hall Plaza  
Manchester, NH 03101  
 
 
Dear Honorable Mayor Craig and Board of Aldermen:  
 
I am writing on behalf of the Manchester Arts Commission to release art funds to reimburse 
myself for the purchase of picture rods and the required hooks ($237.09) and two display 
stands (26.98) to display submissions for the City Employee & Family Show. They were 
supplemental to what we had on hand (some of picture rods were bent or missing hooks, and 
we didn’t have enough to hang the show). The remaining funds for the event came from a grant 
from the National Art Programs. Naturally, we’ll be able to use these items for future shows, 
including Art on the Wall.  
 
Please find my receipts and invoice attached.  
 
 
Thank you.  
 
Sincerely, 
 
 
 
Kathy Daneman, Chair 
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KATHY DANEMAN  
www.kathydanemanpr.com 

252 Willow St. #417 
Manchester, NH 03103 
Phone : 917.232.6078 
Kathy.@kathydaneman.com [Fax Number]  
EIN:  47-2225849 
 

INVOICE 

INVOICE #DANEMAN1010 
OCTOBER 18, 2023 

 
TO: 

Kim Leblanc 
Via email kleblanc@manchesternh.gov 
 

FOR: 

Manchester Arts Commission expenses reimbursement 
PO#: Daneman_MAC_City Art Show 

 
DESCRIPTION HOURS RATE AMOUNT 

Picture Rods & Hooks  n/a  237.09 

Display Stands n/a  26.98 

    

    

    

    

    

    

    

    

    

    

 TOTAL 264.07 

 
Make all checks payable to KATHY DANEMAN  
Total due in 15 days. Overdue accounts subject to a service charge of 1% per month. 
I do accept payment by Credit Card, PayPal, Venmo and bank transfer (Zelle), but client incurs all transfer fees.   
Venmo: Kathy-daneman 
Zelle: Daneman.kathy@gmail.com or kathy@kathydaneman.com  
 
 

THANK YOU FOR YOUR BUSINESS! 
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From: Sales sales@systematicart.com
Subject: Systematic Art Inc.: New Order # SA-568042
Date: October 2, 2023 at 4:59 PM
To: kathy daneman daneman.kathy@gmail.com

kathy daneman,

Thank you for your order from Systematic Art Inc.. Once your package ships we will send an email with a link to track your order.
If you have questions about your order, you can email us at sales@systematicart.com or call us at 1-888-426-4406.

Your Order #SA-568042
Placed on Oct 2, 2023, 4:59:34 PM

Billing Info
kathy daneman
kathy daneman
252 Willow Street
Manchester, New Hampshire, 03103
United States
T: 9172326078

Shipping Info
Kathy Daneman
252 Willow Street
Manchester, New Hampshire, 03103
United States
T: 9172326078

Payment Method
PayPal Express Checkout

Payer Email daneman.kathy@gmail.com

Shipping Method
United Parcel Service - UPS Three-Day Select

Items Qty Subtotal

Aluminium J Bend Hanging Rod
SKU: CLSRODA70L

Unit Price: $18.95
Length

60" / 152.4cm
Color

Silver

4 $75.80

Museum Rod Hook
SKU: AK-HP-118
Unit Price: $8.95

12 $107.40

Subtotal $183.20

Shipping & Handling $53.89

Grand Total $237.09
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