University of New Mexico

Request to Establish or Increase Petty Cash Fund

Justification Memo

Is there an existing Petty Cash fund?:  FORMCHECKBOX 
 Yes; Banner Fund Number: _______________ 

  FORMCHECKBOX 
 No

Existing Petty Cash fund amount:  

_________________

Requested total Petty Cash fund amount:  
_________________

Justification for amount requested (be specific):  ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

General types of purchases to be made with Petty Cash fund:  ________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Can P-card be used as an alternative to Petty Cash?  Yes ___   No ___  (if No, please explain)  ________________________________________________________________________________________________________________________________________________________________________________________________________________________

Fund location:  ___________________________________________________________

Fund Custodian:  ____________________________  Title:  _______________________

Signature:  _________________________________  Date:  _______________________

Dean/Director/Department Head: ____________________________________________

Title: __________________________________________________________________

Signature:  _________________________________  Date:  _______________________

