College Station Independent School District

Petty Cash Request Form

Approval must be obtained prior to purchase.

Fill out the first section and bring to your petty cash clerk for approval.

Once approved, bring a copy of the sales tax exemption form to present at check-out (do not print double-sided).
Any sales tax charged will be paid by the purchaser.

Purchases must not violate District policies regarding allowable expenditures.

Sign receipt(s) and return with change to your petty cash clerk.

To be filled out by employee requesting petty cash:

Request date:

Campus/Department:

Employee requesting petty cash:

Place of purchase:

Description of purchase:

Amount requested (up to $50):

To be filled out by administrators:

Budget code:

If using an Athletics or Fine Arts budget code, signature will also be needed from that department's director

Amount advanced (up to $50):

Amount returned:

Total disbursement:

RECEIVED BY SIGNATURE — PRINCIPAL/DEPARTMENT HEAD

DATE APPROVED SIGNATURE — ATHLETICS/FINE ARTS DIRECTOR
If applicable
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