Truman State University
Petty Cash/Change Fund
Request to Revise or Close a Petty Cash/Change Fund
Please make the following changes to the indicated Petty Cash Fund:

Fund Name: _____________________________________   Budget Number: _____________
The current balance of the petty cash/change fund is (this balance should be your starting balance less purchases) $__________ and the current total of receipts in petty cash box is $___________ as of ______________.

  (Current Date)

____1. Increase fund 

Increase amount of fund from $_______ to $________ (attach requisition for increased amount)

____2. Decrease fund 

 Decrease amount of fund from $______ to $________ (after approval, attach receipt showing amount of reduction has been deposited at the Business office Cashier window)

____3.  Revise where fund will kept or how it will be secured: 

Fund has been kept: _______________________________________________________

Fund will now be kept: ____________________________________________________
Fund has been secured: ____________________________________________________

Fund will now be secured: _________________________________________________

____4. Close Petty Cash Fund (after approval, attach receipt showing Petty Cash fund as been deposited at the Business Office Cashier window). 

Note: To change the Petty Cash Custodian, appoint an alternate Custodian or change the Petty Cash Supervisor, please use the Change of Custodian/Alternate or Supervisor Request Form. 

Signature section: 

Custodian’s Printed Name: _______________________________________________________
Custodian Signature: ________________​​​​__________________________ Date: ____________
Supervisor’s Printed Name: ______________________________________________________
Supervisor Signature: ___________________________________________​​​_ Date: __________
******************************************************************************
University Comptroller: _________________________________________________ Date: __________

