
VILLANOVA UNIVERSITY 
REQUEST TO ESTABLISH A PETTY CASH ACCOUNT

This form is being used to (please check one):

Establish a new petty cash account

Increase the amount of an existing petty cash account

Amount Requested: (Fund 101, Account 1150)

Department:

Location:

Contact Person:

Approvals

Note:  By signing below, the requestor and the department head acknowledge that they have read the University's
"Policy and Procedures Related to Petty Cash Accounts", that they understand the document, and agree that they will
administer the petty cash account in accordance with the University's policy and procedures.

Requestor:
Print Name Signature Date

Dept. Head:
Print Name Signature Date

Controller's Office:
Print Name Signature Date

Disbursement

Cash Received By:
Print Name Signature Date
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