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Petty Cash or Change Fund Request

Instructions
1)    Enter the date you are preparing the request.

2)    Enter the fund custodian’s name.

3)    Enter the department name.

4)    Enter the department’s main six-digit Banner Index # or Banner Fund #.
Section 1 - TO REQUEST A NEW PETTY CASH OR CHANGE FUND:
5)    Enter the dollar amount you would like to designate to establish a new PETTY CASH fund. (Contact 
            the Controller’s office at 22352 for assistance in determining an amount for the fund).

6)    Enter the dollar amount you would like to designate to establish a new CHANGE fund. (Contact the   

 
      Controller’s office at 22352 for assistance in determining an amount for the fund).

7)    Enter an explanation of what the fund will be used for.

8)    Indicate whether the fund is going to be permanent or temporary.

9)    If the fund is to be temporary, enter the date when the fund will be returned.

10)    Enter an explanation for how the fund will be safeguarded. Please be specific with regard to an 
      appropriate locked storage unit.

11)    Where will the fund be located? Give the room number and building.

12)    Enter the name of the person who will prepare reimbursement requests for this fund. 

Section 2 - TO MAKE A CHANGE TO AN EXISTING FUND:
Petty Cash Fund

13)    Indicate whether you are requesting an increase or a decrease to an existing petty cash fund. 

14)    Enter the petty cash fund number (i.e., GFPC#XX).

15)    Enter the current amount of the petty cash fund, and the new amount you wish to request. 

Change Fund

16)    Indicate whether you are requesting an increase or a decrease to an existing change fund.

17)    Enter the change fund number (i.e., GFCF#XX).

18)    Enter the current amount of the change fund, and the new amount you wish to request.

Change in Custodian

19)    Enter the appropriate fund number.

20)    Enter the existing (previous) Custodian’s name, and the new Custodian’s name.

21)    Print the form and obtain the required signatures and dates as indicated on the form. 

 Send form to Controller’s Office, 234 Schwartz Center                                                                                  
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