
[image: image1.png]C om m o n w e a l



REQUEST FOR PETTY CASH OR CHANGE FUND
Date: __11/27/06__        





         Amount Requested $_1,000.00___
Type of Fund Requested:                     Petty Cash                 Change Fund       X        Participant/Patient Study 

                         EXAMPLE
Custodian:    Jane Doe
Department: 
Treasury Reporting







Study/Sponsor Name (if applicable):       XYZ123 Study
Mailing Address:    P.O. Box 843031




Telephone No.:   827-1874
Location of Funds (Building, Room #):      809 W. Broad Street, Rm 210

Type of Action Requested:

1.
__X__
Establishment of a New Fund (complete Attachment A)




_____ Funds needed indefinitely




__X__ Funds needed for the specific period of time ending ____03/2007_______________

2.
_____
Alteration to a Fund




_____
Increase to an existing fund (complete Attachment A)




_____
Decrease to an existing fund




_____
Closure of fund (complete Attachment B)

3.
_____
Change of custodian (complete Attachment B)


                                New Custodian






       Effective Date



                              Old Custodian


By signing this Request for Petty Cash or Change Fund, I agree that I have read and understand the Petty Cash Policies and Procedures as stated in Section 5.30 of the Financial and Budget Administration Policies and Procedures Manual.  I agree that I will notify Treasury Reporting of any overage or shortage and of a change in custodian.  I understand that I am solely responsible for the safekeeping of the petty cash funds and for the reimbursement of the petty cash funds.  I understand that I shall close the petty cash fund as soon as possible when it is no longer needed.

Requested By:    Jane Doe 







11/27/06
         



Custodian Signature 





Date
Approved By:      John Smith







11/27/06



       Dean/Department Head Signature





Date

Send completed form to: Treasury Reporting, Box 843031

For Use by Treasury Reporting Only

Approved By:  

           

  Manager, Treasury Reporting 





Date


TFRS-37


Rev 10/06
_1053507292.doc
[image: image1.png]C om m o n w e a l







