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	Petty Cash Signature List


This form should be used to inform the Income Office which member of staff is authorised to collect/reimburse your Departmental Petty Cash.  Please ensure that your departmental staff, authorised to collect Petty Cash, complete this form.  
Please obtain the signature of the head of department and petty cash holder.
The original form must be handed in at the Cash Office before any petty cash transactions can take place.  Any changes in responsibility should be immediately notified to the Income Office and the form amended to reflect the changes.
Please take a photocopy of the completed form, before taking the original form to the Cash Office, Level 6, University House, Western Bank.
	


	Department
	                                                                                    Date

	Head of Department
	Name                                                                         Signature                                                                                 

	Petty Cash Holder
	Name                                                                         Signature


(One of the above signatories must authorise All Petty Cash Vouchers)

Staff Authorised to Collect Petty Cash 
(with proof of identity – University u-Card)
	NAME-Please Print
	APPOINTMENT
	SIGNATURE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


