University of Pennsylvania 

Department of Chemistry

Petty Cash Voucher
	Print Payee Name:
	     
	Amount (less tax): $
	     

	Payee Email:
	     
	@
	     
	Date of Expenditure:
	     

	Purpose of Purchase:
	     

	Name of Account to Charge:
	     
	Account Authorizer Approval:
	

	COA (Business Office use only):
	

	
	
	X
	

	Business Office Approval Signature
	Receiver Signature



Date Received

	ATTACH ALL APPLICABLE RECEIPTS BELOW


Note: Petty cash will be provided for receipts up to $50; exception: purchases containing alcohol.
Complete top portion of Petty Cash Voucher Slip.  Indicate petty cash recipient’s name, amount, email, date, purpose, and account to be charged.  Obtain PI/Supervisor’s approval.  Tape original receipt to the bottom of the Petty Cash Voucher Slip; attach additional sheet of 8 ½” x 11” paper, if required.  If reimbursement is requested for group food/entertainment, also attach a C-1A form. Bring original Petty Cash Voucher with receipt(s) to the Chemistry Business Office.  When petty cash is ready for pickup, an email will be sent to the designated address, and a signature will be required.
