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SAVANNAH STATE UNIVERSITY(912) 358-4044 PHONE
(912) 351-3566 FAX 
OFFICE OF THE BURSAR
BOX 20419
SAVANNAH, GA 31404

A UNIT OF THE UNIVERSITY SYSTEM OF GEORGIA 

APPLICATION FOR PETTY CASH OR CHANGE FUND
OFFICE OF THE VICE PRESIDENT 
FOR BUSINESS AND FISCAL AFFAIRS
ACCOUNTING USE ONLY

Request For: (Complete One)				Issued By: ____________________
Petty Cash Fund 	$_________				Check # ______________________
Change Fund	   	 $_________				Date _________________________
______________________________________________________________________________
Name of Department _________________________	Account No. __________________
Name of Custodian __________________________	Title _________________________
______________________________________________________________________________
Description of Need for Fund: 

____________________________________________________________________________
Location of Fund:
Building _________________________			Type Storage __________________
Room ___________________________			Other ________________________

This fund and responsibility, therefore, is issued to the named custodian and cannot be transferred. If, for any reason, a fund is no longer needed or there is a change in the custodian, this fund must be turned in to the university cashier, thereby terminating the responsibility of the custodian. If the need continues, a new fund will be issued upon application. 

I accept the above stated cash fund with the understanding that I am personally responsible for the proper safekeeping and use of said funds. It is further understood that I will be personally liable for all shortages and uninsured losses. 
					________________________________________________					Signature of Custodian				Date		
I approve the designation of _______________________________ as custodian of the above stated cash fund. It is further understood that I will be jointly liable for all shortages and uninsured losses. 
					________________________________________________
[bookmark: _GoBack]					Signature of Dean, Director, Dept. Head		Date
  	                                                          ________________________________________________
	                                               Approved: VP for Business and Fiscal Affairs 	           Date
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