
 

 

Community College of Philadelphia 

MINUTES 

Business Affairs Committee 

Library Conference Room 

Date: April 9, 2014 

I. Call to Order-  meeting called to order at 3:05 pm 
II.  
III. Attendance  

Administration – Jim Spiewak, Todd Murphy (A) ,Carol Whitney, Eloise Hall, Wayne 
Wormley 
Federation – Emile D’Amico, Kristy Shuda McGuire, Cathy Blaine, Kalika Colbert 
Students –Erika Lawrence , Jon David,  , Harim Hardeman 
 

IV. Approval of Minutes –  
 

V. Old Business 
 

a. Discussion of Smoking Policy 
Members discussed the direction the committee could take concerning a policy 
which included: 
 Establish smoke free zones 

Smoke-free campus with a number of designated smoking areas (weather 
protected or not) 

  Other considerations: 

   Affordability and aesthetic look of smoking areas 
   Confrontational issues  
   Announce policy well in advance of implementation 

Do in conjunction with other campaigns such as smoking cessation 
programs 

 
  Next Steps: 
   A clearly stated policy needs to be drafted 
   Publications identified that should include the policy 
   Location of urns and signage 
   Decision on parking areas and public streets 
 



 

 

C. Blaine distributed an article from the Tampa Bay Times concerning related to 
the dangers of smoking and Congress granted the ability to regulate tobacco to 
the Food and Drug Administration 

 
b. Shredding Best Practices 

i. J. Spiewak agreed to discuss with general counsel 
ii. Revision to P&P 204 – Petty Cash Usage 

1. J. Spiewak and T. Murphy discussed the need for changes to 
current policy.  K. Shuda McGuire moved for recommending 
changes as presented; C Blain seconded motion; unanimous vote 
in favor of recommending to IWC 

 
  

1. Adjournment – Meeting concluded at approximately 4:30. 
 

  



 

 

COLLEGE POLICIES AND PROCEDURES 

MEMORANDUM NO. 204 

 

PETTY CASH USAGE  

 

July 1, 2014 

January 1, 2014Original Number: 131 
Original Date of Issue: June 8, 1992 

College employees are encouraged to use the check request process as a means of reimbursement 
for personally incurred expenses made on behalf of the College. When the use of petty cash is 
essential, the following policies and procedures apply: 

1. Petty cash usage is restricted to reimbursing employees for small out-of-pocket expenses 
in such areas as hospitality, local travel, and emergency supply purchases. 

2. The  maximum reimbursable amount is $50.00  
3. Request for reimbursement must be presented no later than 30 days from the date of the 

expense. All requests must be presented in-person at the Office of the Bursar. 
4. Receipts must be provided to receive reimbursement with the exception of the petty cash 

request form for overtime allowance. 
5. All petty cash requests must be signed by the appropriate individual. 
6. The use of multiple petty cash requests is not to be abused or used to circumvent the 

College’s purchasing policies. The Office of the Bursar may decline to honor the petty 
cash request and require that reimbursement be made by check request. 

7. Internal Revenue laws prohibit the use of petty cash for any form of salary payment. 
8. The overtime and meal allowance payment may be received via check or petty cash at the 

employee's option. In either case an overtime allowance form must be completed (see 
samples attached) and signed by the appropriate supervisor. 

9. Individuals may not receive an advance of funds through petty cash.  
10. Approvals of petty cash reimbursement requests must conform to College Policies and 

Procedures Memorandum No. 203. 

Internal financial control procedures, as well as the requirements of outside auditors, specify that 
College personnel should not approve their own petty cash expenditures. To conform with this 
principle, the following hierarchy of petty cash approval is to be followed: 

o Petty cash vouchers must be approved by the supervisor responsible for a specific 
Organizational unit (cost center) for departmental (non-personal) expenditures.  

o The expenditures of Academic Department Heads or other first-level 
Administrators must be approved by the Division Dean or Administrator to whom 
they are directly responsible. 



 

 

o The expenditures of Division Deans and other second-level Administrators must 
be approved by the Senior Officer (or designee). 

o Date Effective: January 1, 2014 

 

 

 


