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EST. 1933





PETTY CASH REIMBURSEMENT REQUEST

Petty Cash Requirements:

· Limit $100.00/Per Day (including tax)
· Original sales receipt(s) must be attached indicating proof of payment   

· Computer related software or equipment may not be purchased using petty cash
· Personal purchases must not appear on receipts 

Purchaser Name:  _________________________________________________________________________________
Purchaser Address/Mailstop:  _______________________________________________________________________
Date Submitted:  __________________________________________ Phone: _________________________________

Purpose:  ________________________________________________________________________________________

Detail of Items Purchased:

	Item Description
	Amount
	Tax 
	Total

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	 Total


_____________________________________________


______________________________________
Program/Club Name 






Budget Number
I certify that the item(s) listed above (from attached original receipt(s) were purchased and paid for by me and are a proper charge to Clark College and the State of Washington.  I also acknowledge that if my purchase exceeds the $100 limit, I will not be reimbursed for more than the $100 (including tax).
Name of Purchaser: _____________________________Signature of Purchaser:_____________________________

Approval Signatures:
_________________________________________


__________________________________


Club Officer                               


Date


Club Advisor



Date
(With signature authority and is not purchaser)




(With signature authority and is not purchaser)
________________________________________


__________________________________

Program Director




Date


ASCC Finance Director


Date
_________________________________________


__________________________________

Director of Student Life and MSA


Date


Purchasing Services


Date
Important notes
· Club signature cards must be on file at ASCC indicating advisors and officers with purchase approval authority 

· Advisors and/or club officers may not approve their own purchases. 
· Club reimbursement requests require  signatures from  purchaser, an officer (other than purchaser), and the club advisor

· Please allow at least 2 weeks for reimbursements. 
