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Guide for Completion of Petty Cash Disbursement Report

Department:
Payee & Description:

Account Number:

Total Disbursements this Claim:

Total Cash on Hand:

Fund Balance:

Name of the Department/Faculty
Name of payee and description of item(s) purchased

Items charged to the same account number should be
grouped together. Please enter complete account
number(s)

The total of the disbursements detailed above
Amount of actual cash remaining in Fund

Total Disbursements this Claim, plus Total Cash on Hand
must agree to Fund Balance






Department

PETTY CASH DISBURSEMENT REPORT

| Print Form |

Payee & Description

Account Number

Loc

Unit

Object

Fd

Fu

Amount

Prepared By

Total Disbursements this Claim

Total Cash on Hand

Fund Balance

“In Trust”

Approved for Disbursement

Date

Custodian of Funds

Head, Chairperson, Grantee

Attach Original Receipts for All Disbursements & Adding Machine Tapes of Receipts






