
 

 

Fiscal   Facts  
 

Every   month,   the   staff   in   the   Fiscal   Services   Office   will   be   sharing   “Fiscal   Facts”   to   help   you   stay   up-to-date  
and   informed   on   the   various   fiscal   processes.   
 
Petty   Cash:  
Q:    Can   I   purchase   items   prior   to   receiving   Fiscal   Office   approval   and   picking   up   the   Petty   Cash?  
 
A:    Only   full-time   employees   may   request   Petty   Cash.   Receiving   Petty   Cash   is   the   requestor’s   authorization   to  
make   a   purchase   or   place   an   order.   The   requestor   must   have   an   approved   Petty   Cash   voucher   and   have  
received   the   Petty   Cash   prior   to   placing   any   order   or   making   any   purchase.  



Process  

1. Complete   all   of   the   information   on   Petty   Cash   Voucher   and   provide   a   detailed   description   of   purchases  
to   be   made   with   the   petty   cas


