Petty Cash Advance Form

To be used to advance funds to an employee or student from a departmental Petty Cash Fund in order to make an authorized purchase.

Date of Advance:
______________________

Advance amount:
$ _____________________

Person receiving advance:
________________________________________________ 

Item(s) to be purchased:
________________________________________________

Business purpose:
______________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

Index to be charged:
______________________ 

Supervisor approval: _________________________  __________________________





Signature


printed name

Advanced by:
 ____________________________  ______________________________




Custodian signature


printed name

Received by:
 _____________________________  _____________________________





Signature


printed name

===============================================================

Receipt for purchase(s) and change (if applicable) returned, and this form is canceled: 

________________________________________  _______________________________
 

Custodian signature 




Date

