[image: image1.png]NORTHERN ILLINOIS
* UNIVERSITY




Request For Petty Cash Advance

I hereby request a Petty Cash Advance in the amount of $                .  This advance is to be used for the purpose of making small purchases of items or services for Northern Illinois University, Department

of                                             .  
Please make check payable to                                                                    






Name of custodian of fund (please type)

Please send check to following                                                                    








Campus address

The following restrictions and policies pertain to all Petty Cash Advances:

1. The Petty Cash Fund is to be used for University business only.  Personal loans, hold checks, etc. are not permitted.  Misuse or abuse of the advance will result in immediate recall of the original amount.


2. Each individual purchase should be under $50.00.


3. The Petty Cash Fund should be replenished on a timely basis via check request form.  Valid current receipts must accompany and support the check request form and should clearly indicate the business purpose.


4. The Petty Cash Fund is not to be used for travel or meal expense.  These expenses are reimbursable on a travel voucher.


5. All Petty Cash Funds are subject to audit at any time by the Internal Audit staff of the University.  The custodian of the fund is responsible for the accounting and safekeeping of the fund.  Any shortages of the fund are the responsibility of the custodian.


6. The Petty Cash Fund is to be immediately closed should the custodian terminate employment or be reassigned.

GENERAL POLICY – All funds are to be returned, intact, to the University when the fund is no longer needed or upon the request of the Chief Accountant. 

Closing the Petty Cash Fund consists of depositing the original amount of the advance, intact, with the University Bursar.  A receipt will be given to the employee.

I have read the above restrictions and policies pertaining to all Petty Cash Advances and understand that I am personally responsible for the administration, accounting, and ultimate redeposit of the Petty Cash Advance into the University’s Working Cash Fund.  Should I not redeposit this advance with the University per the aforementioned policies, the University is authorized to collect the full amount of the Petty Cash Advance from me through payroll deduction. 








______________________________________









Signature (custodian of fund)
Date

Approved _______________________________    Approved __________________________________



Department Head
Date


Chief Accountant

Date

Revised 05/14/2001


