	PETTY CASH
SETTLEMENT/REIMBURSEMENT
Associated Students, Inc. Cal State University East Bay 
510-885-4843

	

	     
	
	     

	Date
	
	Department ID Number (People Soft)

	
	
	Check to be distributed as follows

	     
	
	 FORMCHECKBOX 
  U. S. Mail

	Payee: Petty Cash Custodian
	
	 FORMCHECKBOX 
  Payee/Dept. Staff Pick-up
	     
	

	
	
	
	Name
	

	     
	
	Payee’s Ext
	     
	

	Associated Students Department 
	
	Payee must present appropriate I.D. before check

	
	
	will be released.

	

	1.
	Cash in fund
	$
	     

	2.
	Previous reimbursement request – 
	
	

	
	dated 
	     
	not yet received
	$
	     

	3.
	Total amount of receipts/support documents in fund (attached)*
	$
	     

	
	Description 
	People Soft Number 
	Amount 

	
	
	     
	
	
	     
	$
	     

	
	
	     
	
	
	     
	$
	     

	
	
	     
	
	
	     
	$
	     

	
	
	     
	
	
	     
	$
	     

	4.
	TOTAL (lines 1 + 2 + 3)
	$
	     

	5.
	TOTAL AUTHORIZED FUND
	$
	     

	6.
	OVER/SHORT (line 4 less line 5**)
	$
	     

	7.
	Reimbursement requested (must agree with line 3)
	$
	     

	* Attached a receipt/support documents must add up to this total and each item should have the following: Date, Payee/Vendor, Description, Signature of Employee and Supervisor.

	** Over (short) amounts normally do not occur in petty cash funds, but when they do, discuss with your supervisor immediately.  Shortages are the responsibility of the custodian.  Variances and/or recurring over (short) amounts indicate problems in the management of the petty cash fund which require special audit considerations and may lead to closure of fund.

	

	
	
	     
	
	
	
	     

	Custodian Signature
	
	Date
	
	Authorized  Signature
	
	Date


	
	All Associated Student  forms can be downloaded from our website
	

	
	www.asi.csueastbay.edu  
	


INSTRUCTIONS

PETTY CASH SETTLEMENT/REIMBURSEMENT REQUEST
This form is submitted when the petty cash funds are diminishing.  Receipts, invoices, and other appropriate records verifying the petty cash disbursements must accompany the check request.  The replenishment check is made payable to the petty cash custodian.  Petty cash disbursements must comply with all ASI funding policies and procedures.
Department ID Number - This number is assigned to all ASI departments by the ASI / UU accounting office for people soft coding.
1. CASH IN FUND - Total amount of actual cash on hand.

2. PREVIOUS REIMBURSEMENT REQUEST - This is filled out only when an existing petty cash reimbursement request was previously submitted though cash has not been received.

3.
TOTAL AMOUNT OF RECEIPTS - Total receipts or documentation should add up to the amount being requested with a breakdown of the G/L account (Line item #).  
4. TOTAL - Total of lines 1, 2 & 3.

5. TOTAL AUTHORIZED FUND - Total amount of petty cash fund.

6
OVER (SHORT) - When the total cash on hand and the receipts do not equal to the amount of petty cash fund.

7. REIMBURSEMENT REQUEST - This amount must agree with the total amount of receipts.

CUSTODIAN SIGNATURE - Signature of petty cash custodian, who is the person receiving the replenishment funds.

DATE - Date Custodian requested replenishment.

AUTHORIZED SIGNATURE - The Project Director or other authorized signer must approve the request for replenishment.

DATE - Date authorization obtained.  







