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2. Have Petty Cash Custodian Reimbursement Request form approved by an individual (other than the 
Petty Cash Custodian), who has "full signing authority" for your department (meaning there are no 
restrictions on the account numbers they can sign for). 

 
3. Attach the receipts totaling your claim to the yellow copy of the Petty Cash Custodian 

Reimbursement Request form and retain them in your Department. These documents will have to 
be kept for seven years as it is subject to audit.  

 
4. Take the white copy of the Petty Cash Custodian Reimbursement Request form to the Cashier's 

office for reimbursement.  


