PETTY CASH REQUEST FORM INTRUCTIONS

1. Program – enter site name and project code. (ex. Ivy HS - 42400, Mosqueda HS– 42402, Molly Nevarez HS – 42485, etc.)

2. Request Date – enter the date you are filling out the request form.

3. “A.) Fund Balance” – enter the dollar amount of petty cash you are responsible for.

4. Cash Count – If you have any remaining cash enter the amount of cash broken out by denomination. (ex. Currency- If you have 2 - $5 bills enter “2” in # column and “$10.00” in the $ column, 2 x $5 = $10.00.  Coins – If you have 50 cents in nickels, enter 10 in # column and .50 in $ column, 10 x .05 = $0.50.) Total the cash and enter in “B.) Total cash on hand”.

5. Receipts and Vouchers – Enter the date, vendor, account code you want the receipt charged to, and dollar amount spent.  Total the receipts and vouchers and enter in “C.) Total Receipts & Vouchers.”

6. Add “B.) Total Cash on hand” plus “C.) Total Receipts & Vouchers” and enter into “D.) Total Funds Accounted for (B+C).”

7. Subtract “A.) Fund Balance” from “D.) Total Funds Accounted for” and enter difference. If zero, enter “0”.

8. Enter the dollar amount listed in “C.) Total Receipts & Vouchers” into the “Amount requested (C.)” box.  Accounts Payable will process the check for that amount.

9. Sign the request form as petty cash custodian and forward the request and receipts for approval.

