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UCSC - Petty Cash Voucher
Important:  Form must be filled out in Adobe Reader or Acrobat Professional 8.1 or above.  To save completed forms, Acrobat Professional is required. For technical and accessibility assistance, contact the Campus Controller's Office.   Form questions: finpolicy@ucsc.edu
Important:  Form must be filled out in Adobe Reader (www.adobe.com) or Acrobat Professional 8.1 or above. To save a completed form, Acrobat Professional is required. For technical and accessibility assistance, contact the Campus Controller's Office (E-mail controller@ucsc.edu). For form questions, E-Mail finpolicy@ucsc.edu
[date]
Describe purpose including answers to the questions who, how many, what, when, where, and for  what purpose
My signature below means that I promise to return receipt(s) for the purchase (itemized, if available) and any change from the difference between the cost of the items purchased and the amount received.  I also acknowledge that I have read and understand the potential consequences for failure to return the receipts and change.
Receipt and change must be returned within two (2) working days of purchase or penalties listed below will apply.
For Office Use Only
For Office Use Only - this section to be completed when the funds are returned.
Amount
Petty Cash Voucher Procedure
Purpose:  This procedure is for use when it is not practical or reasonable to ask a person (particularly a student) to purchase an item for an event (such as a study break) using their own cash nor is it cost effective or practical to issue a purchase order.  Use this procedure for small purchases ($10, $20, $30 or the like) when processing a purchase order would be more costly than the purchase itself.
 
When you may NOT use this process:  Petty cash expenditures may not be used for entertainment; this means events which are primarily or exclusively for professional staff.  You may use it for "supply" purchases of food and beverages for small events organized by and for students and attended primarily by students.  Petty Cash may not be used for travel reimbursements, liquor purchases, hazardous materials purchases or other restricted items.
 
Procedure:
    1.  Have recipient fill out voucher describing event and item(s) to be purchased.
    2.  Estimate cost and fill in amount of cash to be given to recipient
    3.  Have recipient sign this form
    4.  Put form in with cash as support for the petty cash balance 
    5.  When recipient returns receipt and any change, note date of return and amount of change returned.
    6.  Clip receipt to this Petty Cash Voucher Form and file with other documentation for petty cash disbursements.
          Maintain documentation until petty cash reimbursement is received.
 
Consequences for Failure to Return Receipt and Change:
    1.  Recipient will forfeit privilege of receiving Petty Cash advances for the remainder of the academic year.
    2.  Recipient will be responsible for reimbursing Petty Cash fund for entire amount of the advance.
    3.  Recipient may be billed through Series Z to recover amount if reimbursement is not made.
    4.  In the case of extenuating circumstances, and at the discretion of the College Administrative Officer (CAO) or         Designee (Assistant CAO), a waiver of these consequences may be made; in that case, a signed request for         exception from the student describing how the receipt was lost, what the amount of the expense was, and/or what         happened to the change, may be submitted to the CAO or designee (Assistant CAO).  The CAO or designee will         counter-sign for the exception to policy or procedure, and the voucher and approved request for exception should         be filed as in Procedure, Step 6 above.
* If the Employee Identification number is not used, the Social Security Number must be shown.  Pursuant to Federal Privacy Act of 1974, you are hereby notified that disclosure of your Social Security number is required pursuant to Sections 6011 and 6051 of Subtitle F of the Internal Revenue Code and Regulations 4, Section 404, 1256, Code of Federal Regulations, under Section 218.  Title II of the Social Security Act, as amended.  The Social Security number is to verify your identity.  The principal use of the number shall be to report payments you have received to Federal and State Gov't.        
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