REQUEST FOR PETTY CASH REIMBURSEMENT

(
Total reimbursement of $35 or less.

Drop off with your Financial Advisor; return to pick up cash from Rozell.  Check for pick-up time: jacksonr@upenn.edu or 898-0886; Monday through Thursday only.
List all expenses below.   Be specific. The description must fully explain the expense; e.g., ‘duplicating agendas for general meeting, refreshments for....’  
SAC Budget Categories are specific to your group’s funding.  Check your budget brief for the appropriate category
	Description of Purchase
	SAC Budget Category 
	Amount

	
	
	

	
	
	












Total $ __________

	Requestor
	Organization*
	E-mail 

	
	
	


*Org:  SAC—name of group, SPEC—committee and CRef, Grads—name of group or division of GAPSA (Social, Equity and Access, etc.).  Grad groups: attach letter of approval.
	Treasurer’s Approval (if required)
	E-mail
	Date Submitted

	
	
	


	Cash picked up by (signature):
	Date

	
	


Office use:  PC #_________   date ___________

Org/Obj/Cref:   _____________________________
