COMMUNITY BASED ORGANIZATION

PETTY CASH FUND REQUEST

	NAME OF CBO  ________________________________ AGENCY ID # __________

ADDRESS           ________________________________________________________

CITY __________________________ STATE ________     ZIP CODE   __________

  ____________________________________________        ______________________

      Name of P/C Custodian                                                           Amount requested




Petty Cash Fund is a form of a cash advance to enable Agency to pay for small purchases, limited to $ 100.00 per purchase and to $ 200.00 per Contract. 

Petty Cash purchases can be reimbursed by Fiscal Agent during the Fiscal Year, based on the receipts matching the budget provided funds. A Petty Cash Reimbursement Voucher should summarize all the expenses claimed for a reimbursement.

At the end of the Fiscal Year, or in case of an earlier termination of CBO contract, the Petty Cash Fund balance has to be liquidated. CBO should provide Fiscal Agent with appropriate receipts, or refund the unused (or not covered by the budget) Petty Cash amount.

______________________________

_____________________
 Signature of Executive Director
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