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General controls for the petty cash: -

1. Petty cash will be limited to the purchase of consumer goods only, such as: (spare parts for equipment and training
equipment and training equipment and materials for consumer affairs, academic and other support services), except
the stationary.

2. Clarify the rationale and the reasons for requesting the petty cash.

3. That there is an urgent need to the materials required.

4. The advantage of using the petty cash is to submit all the required materials with maximum amount Twenty

thousand Saudi Riyals (20,000SAR). Be note without conflict with the statement No. (1).

Be filled the petty cash application and approved by the Head of Department.

Complete the application and approval before you do anything (statement No.5).

The advance is closed within 90 days from the date of issuing the advance or before the end of the academic year.
The advance does not contain (hospitality requests - devices and equipment).
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Special controls for the invoices submitted: -

That invoices are original (white color).

That invoices must Signed with the Date and Stamped by the supplier.

That invoices must have the words “cash” instead of “credit”.

The invoice has been written by Arabic or both Arabic and English languages.
The invoice has been addressed to Education sector.

The invoice shall have signed by the receivers and chairman approve.
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