
  (Please complete and submit to Finance Department)

Building/Dept.______________________



Date___________________


Fund Custodian _____________________________________________________________________________





      Name                                                                        Position                                              Phone
Requested Amt ____________________________
Purpose of Funds _______________________________
Type of Storage____________________________
Location of Funds _______________________________































Change of Custodian:



Current Custodian______________________________________












New Custodian
   ______________________________________


Change of Fund Amount:


Current Amount       $____________________






Requested Amount   $____________________


I approve the designation of __________________________________________ as custodian of the above petty 

cash fund.

























_____________________________________________________________________
Budget Administrator






Date

_____________________________________________________________________

Director of Finance






Date































 I, __________________________________, as petty cash custodian, acknowledge receipt of petty cash funds in the 

amount of $_________________.  I certify that I have read, understand, and will comply with all petty cash procedures.  I understand I am personally responsible for the proper safekeeping and use of funds, and I may be held personally liable for shortages and uninsured losses that occur in cases of negligence.
_______________________________________________________

_____________________
Custodian Signature




      Date

  Check Number
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