GEORGIA INSTITUTE OF TECHNOLOGY
PETTY CASH FUND
REPLENISHMENT/REIMBURSEMENT REQUEST

(Complete the appropriate box below to designate replenishment or department reimbursement)

PETTY CASH FUND REPLENISHMENT

DEPARTMENT REIMBURSEMENT

(For Departments with on-site petty cash funds)

PETTY CASH LEDGER ACCOUNT #

FUND CUSTODIAN

DEPT

CAMPUS REFERENCE #

(For Departments utilizing Bursar's Office petty cash funds)

NAME

DEPT

MAIL CODE

TELEPHONE

Travel, personal service, award, gift, and entertainment transactions are not allowable expense reimbursements through petty cash. Food
and beverage purchases are only allowable only for agency and continuing education funds. The purchase must be related to the program.
A detailed description of each purchase must be noted fro each receipt submitted.

Small individual receipts must be attached to an 8.5" X11" piece of paper to permit audit and document scanning.
DRIVER WORKTAG # DRIVER WORKTAG DESCRIPTION

SPEND CATEGORY MONETARY AMOUNT

SC727100

SC727100

SC727100

SC727100

SC727100

SC727100

SC727100

SC727100

SC727100

SC727100

TOTAL AMOUNT:

TOTAL NUMBER OF RECEIPTS:
*All petty cash transactions will be classified as a other operating expense, spend category SC727100.
| certify that the above replenishment/reimbursement request is supported by the attached, original receipts. The purchase identified by

the receipts comply with the requirements of Institute policies and procedures regarding petty cash purchases. | authorize expendtiures to
the above ledger account(s) and certify that sufficient funding is available.

Authorized Approval Date of Submission

(Signature)

Title

(Printed Name)

Bursar's Office Use:

Funds Received by: Receipt #:

Verified by:

NOTE: Georgia Tech will enter one entry for the total of each different driver worktag for the distribution of the petty cash expenses.
Please complete the Petty Cash Reimbursement Form accordingly.
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