University of Alberta
Petty Cash Requisition Form
Complete the form (next page) and bring to:
University Cashier - Financial Services 
3rd Floor Administration Building
Hours of Operation: 8:30 A.M. - 3:30 P.M.
Be sure the required signatures are in place (authorized by the Account Holder and approved by the Internal Control Approver).
Refer to the University’s Petty Cash Procedure  for important information pertaining to the use of petty cash funds and requisitioning unit, account holder and petty cash custodian responsibilities.
This form is not to be used for emergency student loans and bursaries.
If the requisition is to replenish petty cash funds due to a loss or mysterious disappearance (i.e. theft or fraud) a copy of Campus Security Services incident report is to be attached.
	Requesting Unit:
	
	Date:
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	Petty Cash Requisition 
Financial Services – Cashier – 3rd Floor Administration Building


	Address:
	
	Phone:
	


	Fund
	DeptID
	Class

	
	
	

	Program
	Project/Grant
	Sponsor

	
	
	


	Speed Code
	Account
	Amount

	
	502101
	$100.00


By signing below as Account Holder, Internal Control Approver or Petty Cash Custodian, I acknowledge and accept the responsibilities detailed in the University’s Petty Cash Procedure as published in University of Alberta Policies & Procedures On-line (UA PPOL).

	Authorized by:
	
	Received in Cash By:
	

	
	(Account Holder’s Signature)
	
	(Please Print Custodian’s Name)


	Internal Control Approval
	
	Petty Cash Custodian Signature:
	

	
	(Signature)
	
	(Signature)


	Requests exceeding $100.00 require justification and Financial Services approval:

	

	

	

	

	Amount:
	
	Approved by:
	

	
	
	(Financial Services Authorizing Signature)
May 2004


