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The Evergreen State College
	



	PETTY CASH VOUCHER

INSTRUCTIONS FOR COMPLETING THIS FORM ARE INCLUDED ON THE SECOND PAGE.  
COMPLETE ONLY THOSE AREAS PERTINENT TO YOUR CLAIM.
	1. CHECK ONLY ONE

 FORMCHECKBOX 
  Advance up to $100

 FORMCHECKBOX 
  Advance over $100

 FORMCHECKBOX 
  Reimbursement

	AUTHORIZATION SIGNATURE REQUIRED FOR ADVANCE/REIMBURSEMENT OF FUNDS



	2. REQUESTOR'S NAME (PLEASE PRINT)
	3. REQUESTORS A #
	4. EMAIL
	5. DATE 

	         
	    A     
	         
	        

	6. ORGANIZATION APPROVAL SIGNATURE  

	7. DATE 
    
                                                                     

	
8.___________________________________
    ACCOUNTING APPROVAL
  ___________________________________
   SIGNATURE OF ACCOUNTING MANAGER (for advances over $100)  
	9. PREPARED BY:
     
            

	
	10. PREPARER'S  
      EXTENSION
             
	11. EMAIL
           

	12.  DESCRIPTION OF ITEMS PURCHASED OR TO BE PURCHASE
       (One receipt per line)
	13. RECEIPT TOTAL

INCLUDING TAX
	14. ORGANIZATION

CODE
	15.  ACCOUNT

CODE

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	16.  TOTAL
	     
	
	


AFTER COMPLETING ITEMS 1 THROUGH 16, DELIVER THE ORIGINAL INCLUDING BACK-UP DOCUMENTATION  TO BUSINESS SERVICES “PETTY CASH”  MAILBOX, L1125.  REQUESTS RECEIVED PRIOR TO 3:00 PM WILL NORMALLY BE AVAILABLE WITHIN 24 – 48 HOURS AT THE CASHIER'S OFFICE.
TO BE COMPLETED AT THE CASHIER'S OFFICE

	17.                       FORMCHECKBOX 
 PETTY CASH ADVANCE ONLY
	18.                     FORMCHECKBOX 
 PETTY CASH REIMBURSEMENT ONLY

	I certify that I have received $       as a cash advance to 

be expended as proper charges to TESC and the account indicated 
above.  I agree to account for this advance within five (5)  working 
days,  or by       or allow it to be deducted from any funds 
                       DATE
due me by the college.
	I certify that I have received $       as reimbursement for expenditures that 

are proper charges to The Evergreen State College and the account indicated 

above.

	19.  SIGNATURE OF PERSON RECEIVING ADV/REIMB          DATE
	20.  SIGNATURE OF CASHIER                                                            DATE

	      
	
	      
	     

	21.  SIGNATURE OF PERSON CLEARING ADVANCE                 
	DATE
	23.  AMOUNT ADVANCED
	

	       
	
	24.  LESS AMOUNT RETURNED
	

	22.  SIGNATURE OF CASHIER CLEARING ADVANCE                
	DATE
	25.  ADD AMOUNT DUE TO 

       ORGANIZATION
	

	      
	
	26.  AMOUNT SPENT/TO BE

      CHARGED TO ORGANIZATION
	


CASHIER'S OFFICE HOURS

9:30 AM - 4:00 PM

INSTRUCTIONS FOR COMPLETING PETTY CASH VOUCHER

Advances or reimbursements from this fund are limited to $100 unless authorized by the Accounting Manager.

1. Indicate whether you are applying for an advance or reimbursement.  Check only one.

2-4.
Print the name, A number and email of the person requesting the advance or
 reimbursement. This should not be the same person authorizing the transaction.

5.
Date of request.

6–7.
Obtain the authorized organization signature and date of signature.  Signature must be in ink: 
no signature stamps permitted.

8. TO BE COMPLETED BY ACCOUNTING:  Accounting must approve that the charge(s) are


appropriate for the account being charged.

9–11.      Preparer’s name, extension, and email.
12-13.
When requesting reimbursement, itemize the purchases and receipt totals, and attach the receipts.  Acceptable receipts are paid invoices, detailed sales slips, OR a detailed receipt to include the item(s) purchased, sales tax paid, and method of payment.  A valid sales receipt/cash register tape must have the vendor name imprinted on it or it must be signed by the sales clerk certifying the receipt of the specific amount of money for the specific item(s) sold by that vendor.

NOTE: 
The following items are NOT acceptable as proof of payment. CREDIT CARD RECEIPTS, altered receipts, unprocessed checks or copies of checks (checks that have not been processed by the bank), unpaid invoices, photocopies of receipts, statements, adding machine tapes, packing lists or letters requesting payment.
14. Enter the appropriate organization code.

15. Enter the appropriate account code.

16. Enter the total of all the receipts

After completing items 1 through 16, deliver the original including back-up documentation to Business Services “Petty Cash” mailbox, L1125. Make sure to retain a copy for your records.  Accounting approves the expenditure(s) then forwards to the Cashier’s Office.  Requests received before 3:00 p.m. will normally be available within 24 - 48 hours at the Cashier’s Office.
Items 17 through 26 will be completed at the Cashier’s Office.  The person receiving the advance or reimbursement and the cashier will sign for the amount of money received.

ADVANCES MUST BE CLEARED WITHIN FIVE WORKING DAYS.

To clear an advance, return the receipts, a copy of the voucher, and any remaining cash (checks are not acceptable) to the Cashier’s.  The person clearing the advance and the cashier will sign the voucher.  

Revised:  Monday, November 01, 2010
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