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How to fill out a Petty Cash Form

1. Unit / Dept or Activity – These are optional fields used by the Department only.  

2. Amount requested $ -- Enter the total amount being requested (this can be an estimated amount since prior approval is needed).

3. Requested By and Date – The person (employee) doing the purchases.

4. Dept. Head/Advisor or Unit Head –  The signature of person authorized to approve purchases on the designated account (Cannot be the same person who is doing the purchases). 

NOTE:  Signature must be handwritten.  Stamps or initials are not acceptable.

5. Fiscal Agent – Designated person in Fiscal office who will review voucher for completeness and appropriateness – then approve the funding.

6. Purpose – Enter a brief, but speficic explanation of what funds are to be used for.  

NOTE:  “Purchase of supplies” is not sufficient.

7. Received by – Recipient's signature and the date the cash is received.  Person receiving the funds is responsible for safekeeping and proper use of the funds.  This field should be signed and dated when the funds are received. 

NOTE:  Signature must be handwritten.  Stamps or initials are not acceptable.
8. Account – Enter the appropriate CFS account number(s).  Voucher can be split into multiple accounts or object codes.
9. Amount/ Cash Returned/ Receipts Submitted/ Amount -- Leave Blank (for Fiscal Cashiering Office use only).
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