University of Alberta
Petty Cash Requisition Form
The form requires the approval of the budget owner of the DeptID to which the requisition is coded and the name of the custodian. 
Note, all custodians must be approved by the Faculty SFO prior to requesting petty cash. Contact the Faculty SFO for more information.
Email all completed Petty Cash forms (regardless of amount) to fs.cashier@ualberta.ca at minimum three days prior to pick up date indicated on the form. Financial Services Cashiers will email the confirmation date funds will be available for pick up. 
Note: Requests exceeding $500.00 require written justification at the bottom of the form and are subject to approval by Financial Services.
Ensure the custodian has the original form and photo ID (One Card preferred) when coming to collect funds at: 

University Cashier - Financial Services 
3rd Floor Administration Building
Hours of Operation: 

Monday, Wednesday and Friday 
1:00 - 3:30 P.M. 

This form is not to be used for emergency student loans and bursaries.

If the requisition is to replenish petty cash funds due to a loss or mysterious disappearance (i.e. theft or fraud) confirmation of the Campus Security Services incident report is required.
Refer to the University’s Petty Cash Procedure for important information pertaining to the use of petty cash funds and requisitioning unit, budget owner and petty cash custodian responsibilities.

	Requesting Unit:
	
	Date:
	

	
	                                                                         Pick up Date:
	


	
	Petty Cash Requisition

Financial Services – Cashier – 3rd Floor Administration Building


	Address:
	
	Phone:
	


	Fund
	DeptID
	Class

	
	
	

	Program
	Project
	Sponsor

	
	
	


	Speed Code
	Account
	Amount Requested

	
	502101
	


Given the amount is insignificant, once charged to 502101 do not reallocate to other expense accounts. If Petty Cash funds are no longer required, return the unused cash to 502101.
By signing below, I acknowledge and accept the responsibilities detailed in the Petty Cash Procedure.
	Approved by:
	
	Cash Received By:
	

	
	(Print Budget Owner Name)
	
	(Print Petty Cash Custodian Name)

	
	
	
	

	
	(Budget Owner Signature)
	
	(Petty Cash Custodian Signature)


	If specific denominations are required please indicate below:

	

	Requests exceeding $500.00 require justification and Financial Services approval:

	

	

	

	      Check to verify the appropriate Payment Forms were completed for each recipient receiving an Honoraria, and submitted to the Department/Faculty and Payroll (for taxation purposes and record keeping).

	Amount:
	
	Approved by:
	

	
	
	(Financial Services Authorizing Signature)




Revised: Feb 4, 2020

