


the legal requirements on an account, contact the Foundation Accounting Office 
for more information. 

• All purchases made with petty cash must abide by restrictions set forth in the 
Foundation Expenditure Policy. 

• The petty cash fund may not be used to circumvent Foundation purchasing 
procedures. 

• A petty cash fund or custodian may be revoked at the discretion of the Foundation 
Accounting Office. 

• The amount of the petty cash fund may be reduced at the discretion of the 
Foundation Accounting Office. 

Accountability of Petty Cash Fund 
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the Internal Auditors, and State appointed Auditors. 

• The custodian will be personally accountable for the Petty Cash Fund until all of 



• Petty cash funds must be properly safeguarded. The custodian is 
personally responsible, at all toCc3f 



Appendix A - Petty Cash Reconciliation 

PETIY CASH RECONCILATION 
883284 

Cash at start 50 Balance 
6 calendars 09.04.13 6.47 43.53 

Water for Friends Board l.unchein-Sharon Faust 01.09.14 3.48 40.05 
Water for (:elebratiori Concert-Sharon Faust 03.20.14 5.54 34.51 

34.51 
34.51 
34.51 
34.51 

cash 
TOTAL EXPENSES 34.51 remaining 
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Appendix B- DPA for Event Change Fund Sample 

Oate 1(5/15 WESTERN ILLINOIS UNIVERSITY 
DIRECT PAY AUTHORIZATION 

e"!>Cll>ss ___ _ 

Desai;>lion petty cash adva~----~. "~-_. • ., .•.••.•..••....•... ···-·· •••.• ·------------ 't<>1at Am.,.,nt ___________ 2_o_o_.o_o_-

p,;~e -~~ry Prue_ss ___________________________ FE!NiSSN ____________ _ 

Addrea• 1001 Riverfront HaU 

Requested Bv Dawn Schmitt 309-754-2400 Phone N"""b<!r 

Sub eo<~<> '""'";""Amount 
29332 COR 1/30115 1/5115 0 

01 

~~~~~~ru;1:--~~~------------------r---------r-------~--~ 
L 07 .. j ·, 

09 

200.00 

o.: ••• u.unw 
rr·.~l!;~¥'«~w~~tr~"~·A,r:av~~~¥tanrf'l~~r~,:~.trt'w"·{MMr~¥.Yt.Vif.!f'~ 

.:~ .)~)J!i.)!: .a\r...·Jtjli '?¥:.~r~~.:l·?{~ &. <ill~;~~" ~:+isi:t:"';..;..~ .t~A~-~'":w~ .. !li\~ ~ "'--~·;:t:.<~>L.~~-:r ~ "~ ;a 
t.:.~\\J!M."'~la..':ro .. ···,~'"~-m; ~d~~iE..\QI>~I!f.:~l'l:'~'•~~~llltm·~f.il.>•li*JI'ltb:zk.~ ... ;t~'L.o:~~!! 
ll:lt~~ito'i~.i~·~"~..iJt.wd~'r;~-~~,;~··:mr-ti'4;T,!i.~E"~~~, .. :e 
r~Yil::~ .. ~ .. ":B'Ut•·§t."'~~· 

B1 
~~;;;::•;~·::vt•··;r;;;:miiia1';t:~)"ha·~~'U;·;;tv:r· ".", ... , , , , .. i3WI •. , 

Note: get signature on 2 lines above! 
COMMF.NT$. 

Please send check to WQPT offices by January 23, 2015. Petty cash will be used as a change for day of 
registrations at Champagne on the Rocks to be held the last week of January. 

~n 
t'Z.£\\1) 
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Western Illinois University Foundation 

Petty Cash Certification Form 

0New Petty Cash Fund 

0Petty Cash Fund Change 

Account # Holding/Disbursing Petty Cash: 8- -----

Account 


