REQUEST FOR PETTY CASH OR CHANGE FUND

Attachment A
Request for New/Increased Petty Cash or Change Fund

EXAMPLE
1.
Justification for proposed use of a new or increased Petty Cash or Change Fund and estimated average and frequency of expenditures:



    Nature of Expenditure
Average $ Amount
            Frequency






             Example:  Stamps
$6.80                                              Once a Week


Incentive for study participants
$25.00 a visit
Once a Month



If payments are being made to test subjects, please provide a copy of your procedures for documenting the receipt of payments, etc.

Comments: 
  Study participant to fill out and sign University W-9 form.


2.
We will utilize the following method(s) to safeguard the funds:

           
  Safe

       X
Locked File Cabinet

              X
Locked Cash Box


Other (please specify):



Physical Location of Funds:     809 West Broad Street


(Building, Room #)








Room 210
3.
If requesting a Change Fund, please include a copy of your procedures for management of the fund.


SIGNATURE:     Jane Doe



                 Custodian Signature

Email address: __janedoe@vcu.edu_________________
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