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Process for Receiving Funds from Petty Cash

1.
The ROP purchasing requisition form will also be used to obtain petty cash reimbursement.  

2.
The purchasing requisition form must be filled out completely, including a valid budget account code.

3.
The invoice for an acceptable petty cash item must be attached to the purchasing requisition form along with a description of the purchase.  The authorized account signatory must sign the purchasing requisition.

4.
The purchasing requisition may then be presented to the custodian who will review the form for the completed budget account number, amount, description, authorized signature, and attached receipt.
5.
If the purchasing requisition form is completed accurately, the custodian will reimburse the employee with cash.  

6.
If petty cash is disbursed in advance to make a purchase, the purchase requisition form must be submitted within two business days of funds disbursement to avoid automatic charge to user's budget.

7. At the time of petty cash replenishment, all purchasing requisitions will be turned into the purchasing department, charges will be made to each account, and a reimbursement check will be drawn to replenish petty cash.

