
 
 
 
 
 
 
 
TO:  Comptroller 
 
 
FROM: _____________________________________________________ 
 
 
DATE: _________________________________ 
 
 
 Amount of Petty Cash requested $________________ 
 
 Justification for Petty Cash Fund: ______________________________________ 
 
 __________________________________________________________________ 
 
 __________________________________________________________________ 
 
 
 
  Petty Cash Custodian: _________________________________________ 
      Name/Title 
 
    

 
Approved By: __________________________________________ 

      Direct Supervisor 
 
    
_______I have reviewed the Petty Cash procedures and agree to adhere to the guidelines.   


