Library Petty Cash Reimbursement Procedures and Request Form
· Complete this Petty Cash Request form. 
· Obtain the required signature from your Unit Head.
· Tape receipts below or on a blank sheet of paper.
· Bring the form and receipts to the Petty Cash Custodian (Danielle Truppi).
· Sign to acknowledge receipt of the reimbursement.
	Date:
	 
	
	Phone:
	 

	
	
	
	
	

	Name of Purchaser:
	
	
	Email:
	 

	
	
	
	
	

	
	
	
	Amount:
	 

	
	
	
	
	

	Description of Expense:
	

	
	

	Authorized Signature: (Unit Head)
	

	


Tape Receipt - this area
Note:  Library travel and entertainment expenses cannot be reimbursed by petty cash.  Use the forms on the LBS website: http://www.lib.berkeley.edu/Staff/LBS/travel.html
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