How do I get Petty Cash?

Petty cash is processed through the Cashier’s Office in Rowley Hall. You must present a petty cash request form, signed by your department manager and include your entire GL number (i.e. 10-000-0000-0000) including the object code. 
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How much petty cash can I get at one time?
Petty cash through the Cashier’s Office is limited to $300 per department. If you have outstanding receipts, you will not be able to request additional petty cash until the receipts have been returned and reconciled. 

How long do I have to return my petty cash receipts?
Petty cash receipts should be returned within 7 days from the date of your request.  You will not be able to request additional funds if you have outstanding receipts. 

How do I deposit funds from my department?
Payments received by individual departments can be processed through the Cashier’s Office in Rowley Hall.  You must present a Payment Received Transmittal Form to the cashier. The form MUST include your entire GL account number (i.e. 10-000-0000-0000) including the object code in order to process the funds.

How is tuition remission processed?
Tuition remission must first be processed through HR before it can be processed through Student Financial Services.  Employees must fill out and return a tuition remission form to HR every semester.  Once processed through HR, tuition remission will be applied AFTER the semester’s add/drop period. 






