Augusta State University

Petty Cash Reimbursement Procedure

1. Requisitions are to be entered or Purchasing Cards used when paying for purchases. If a Purchasing Card is not available and the purchase is $25.00 or less, you may make the purchase and receive petty cash reimbursement at the Business office. In rare instances, the Director of Financial Services may grant approval for reimbursement from the petty cash fund, for a purchase that exceeds $25.00.   Request for approval MUST be obtained BEFORE the purchase is made, or petty cash reimbursement will be refused.   This policy includes ALL Funds, including grants.     
2. Request for reimbursement should be made at the Business Office within five working days after the date of purchase.
3. The original sales receipt is required for reimbursement.  The receipt must bare the name of the vendor, date of the purchase, product information, and the signature of the person who is authorized to approve purchases on the account to be charged.  
4. A cashier in the Business Office will provide a pre-numbered petty cash ticket. The ticket is to be completed and signed by the recipient of the reimbursement.  Please note, it is the responsibility of the person requesting the reimbursement, to provide the account number that is to be charged.  
5. The original copy of the petty cash ticket and the receipt will be retained by the Business Office.  The yellow copy is given to the recipient, to be retained by the department for their records. 
6. FOOD, PARTY SUPPLIES, DECORATIONS, COFFEE POTS, TROPHIES AND OTHER AWARDS, AND GREETING CARDS ARE EXAMPLES OF ITEMS WHICH CANNOT BE PURCHASED WITH STATE FUNDS.  THESE ITEMS THEREFORE, CANNOT BE REIMBUSED FROM THE PETTY CASH FUND.  GASOLINE AND OTHER TRAVEL-RELATED EXPRENSES MUST BE FILED ON A TRAVEL EXPENSE STATEMENT.

7. If you have questions, please contact Beth Schwenzfeier at extension 4651.
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