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SUBJECT:  Petty Cash Fund 
 
 

The purpose for the each petty cash fund is to reimburse employees for out-of-pocket 

expenses incurred in purchasing small dollar value items for the University. The fund will 

not be used for travel advances.  Each petty cash fund will be controlled by and be the 

responsibility of a custodian. The custodian will sign the Petty Cash Report acknowledging 

said responsibility, and purchase items for the University upon the approval by the 

appropriate department head in an emergency situation as follows: 

 

Petty Cash Report (approved by the Department Director) 

 All receipts will be attached to a Petty Cash Report.  

 A description of the item(s) purchased will be written on the invoice or receipt if 

not shown.  

 Receipts that are presented to the custodian for reimbursement will be signed by 

the department head, dated, and will have the general ledger accounting 

information shown.  

 All Petty Cash reports will be forwarded to the Custodian for approval.  

 

Custodian 

 The custodian will not accept receipts that have not been approved. 

 The custodian of petty cash will replenish the fund as needed.  

 The custodian will sign the Petty Cash Report acknowledging said responsibility. 

 All Petty Cash reports will be forwarded to the Bursar’s for approval.  

 

Bursar Office 

 A Reimbursement request greater than $50 require the Controller’s approval. 

 The Bursar’s Office will forward the Petty Cash Report to Accounts Payable for 

payment. 

 

Controller’s Office; unannounced petty cash audits will be conducted by the Controller’s 

Office periodically. 

 


