 SEQ CHAPTER \h \r 1
Accounting I

Petty Cash Activity
Items Needed:


Supplies:

Cash Box




Monopoly Money ($100) and ($60) for Barney, the Banker Teller



Seven Name Signs (for Role Play - see below)


Forms and Copies Needed for Each Student:



Instruction sheet (front/back)



Checks (2 to a page) 



Journal (1)



Petty Cash Slips (5 to a page)

  *plus one extra page of petty cash slips cut up to fill out and         put in petty cash box*



Petty Cash Report (1)


Transparencies:



Checks



Journal











Petty Cash Slips



Petty Cash Report


Students to Role Play:


Leo Lion - Owner (will have to write on overhead)



Barney - Bank Teller
Polly - Pamida Clerk



Petey - Postal Worker
Lucy - “The Leader”



Ed - Ed’s Small Engines
Franny - FBLA Student

 BARNEY
(Bank Teller)
 ADVANCE \y 492
PETEY
(Postal Worker)
POLLY
(Pamida Clerk)
 ADVANCE \y 492
ED
(Ed’s Small Engines)
LUCY
(“The Leader”)
 ADVANCE \y 492
FRANNY 

(FBLA Student)
LEO 

(Owner, Leo’s Lawn Service)
 ADVANCE \y 492
PETTY CASH REPORT
Date:                                         



Explanation



                  Amounts
Fund Total








    100
00  

Payments:


    Miscellaneous Expense                                

   28
00

    Supplies                                                        

     5
00

    Repair Expense                                             

   20
00

    Advertising Expense                                      
               7   00 

Less total payments







      60   00
Equals recorded amount on hand





      40   00
Actual amount on hand






       40  00 

PETTY CASH REPORT
Date:                                         



Explanation



                  Amounts
Fund Total









    100
00  

Payments:

Less total payments







                 
Equals recorded amount on hand





                 
Actual amount on hand






                  
 ADVANCE \y 564

Accounting I

Petty Cash Activity
Leo Lion is the owner of Leo’s Lawn Service.  He mows lawns for various customers in his community.

Some businesses keep an amount of cash on hand to use for making small payments.  This is called a petty cash fund.

Leo has decided to open a petty cash fund.  He wants to keep $100 on hand to help pay for small items needed on a day-to-day basis.  Keeping a small amount of cash available eliminates the need to write a check every time for these small amounts.

1. 
Check Stub and Check.  Leo will need to write check #50 to the bank to get $100 cash.  His beginning balance for check stub #50 is $1,437.00.  Leo needs to take his check to Barney, the bank teller, to get $100 cash.
2. 
Journal.  Leo needs to journalize the establishing of a petty cash fund.

Since it is raining today, Leo is going to use this time to run a few errands and buy some items he needs for his business. 

3. 
Petty Cash Slips.  Leo must remember to make out a petty cash slip  each time he spends any money out of his petty cash fund.  Leo has the following expense accounts:  Advertising, Gasoline, Miscellaneous, Repair, and Utilities.  On the back are some items he needs.

** Leo goes to the Post Office and buys $8.00 worth of stamps

** Leo is kind of wimpy and has some blisters on his hands from



mowing.  He  decides to buy some gloves from Pamida to wear



while he is mowing.  They are $5.00.

** The blades on the push mower need sharpening and some minor



 repairs need made.  Leo goes to Ed’s Small Engines and he is 



charged $20.00 for the repairs.

** Lucy from “The Leader” calls and wants Leo to put an ad in the



Special Sports Section.  He agrees and drops off $7.00 to pay



for the ad.

** While at “The Leader,” Leo gets hit up by Franny, the FBLA



student, to donate $20.00 to help Franny run for a State Office.

Since Leo was a former FBLA student and knows what a great organization it is, he donates $20.00 to Franny.

Note:  Leo should have five petty cash slips to put in his cash box.

4. 
Petty Cash Report.  After Leo has returned home, he needs to fill


out a petty cash report.  He pulls out the petty cash slips, checks


the amount of money left in the cash box, then completes the form.

5. 
Check Stub and Check.  Leo needs to write check #51 to replenish his petty cash fund.  Go back to Barney to get $60 cash.  There should once again be a total of $100 in the cash box.  

7.  Journal.  Using the information on the petty cash report, Leo needs to journalize the replenishing of his petty cash fund.

PETTY CASH SLIP
No.                
Date: 


Paid to: 


For:                                        $            


Account:  


Approved:                                      



PETTY CASH SLIP
No.               
Date: 


Paid to: 


For:                                        $            


Account:  


Approved:                                      



PETTY CASH SLIP
No.                
Date: 


Paid to: 


For:                                        $            


Account:  


Approved:                                      



PETTY CASH SLIP
No.               
Date: 


Paid to: 


For:                                        $            


Account:  


Approved:                                      



PETTY CASH SLIP
No.                
Date: 


Paid to: 


For:                                        $            


Account:  


Approved:                                      





Roles to be played:
Leo Lion - Owner, Leo’s Lawn Service
  


Barney - Bank Teller
  

Petey - Postal Worker
  

Ed - Ed’s Small Engines
  

Polly - Pamida Clerk 
  

Lucy - Worker from “The Leader” 
  

Franny - FBLA Student 
  

