
PETTY CASH PROCEDURES

Reimbursements to Individuals

1. If an employee of Old Dominion University uses personal funds to purchase goods for
departmental use, he/she can be reimbursed from petty cash in the Office of Finance, Rollins
Hall.

2. A Petty Cash Reimbursement Form (Form PC-1) should be completed and sent to the Office of
Finance via campus mail. For Petty Cash Reimbursement Forms received through the mail,
checks are mailed to the employee being reimbursed within three (3) working days of receiptof
the form.

3. If an employee would like to be reimbursed in cash, rather than by check, the completed form
should be taken to the Administrative Services Center in the downstairs lobby of Rollins Hall.

4. Petty Cash reimbursement requests exceeding $50 will be reimbursed by a check.

5. The total reimbursement for one expenditure (to a single vendor) cannot exceed $200. You
must complete a purchase order for a single acquisition of goods or services that exceeds $200.

6. Petty cash funds should not be used to circumvent the State purchasing requirements or as a
substitute for the normal processing of vendor payments.When petty cash is used for vendor
purchases, it must not be used as a means of bypassing the established purchasing procedures
in order to avoid State contract items or to avoid bid procedures.

7. Service hours for petty cash reimbursement are Monday through Friday: 8:00am -5:00pm

Completing the Form

1. Make sure all sections are complete.

# Department Name
# Date (use the date the form is being completed)
# Payee Name (Person who spent personal funds)
# Payee Social Security Number
# Total reimbursement amount (cannot exceed $200 for one
expenditure)
# Brief Description of each purchase (can attach a spreadsheet
and say "see attached"-make sure receipts and list are in same
order)
# Budget Code

# Sub-object Code
# Amount (complete for each purchase)
# Total Amount of Reimbursement
# Approval for Payment (original signature - no initials, no
stamps --of an individual authorized to sign on the departmental
budget who is higher in the organizational structure than the
individual being reimbursed--may not be the individual being
reimbursed).




