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Payee:_____________________________________________________ Date:__________________________

Budget Number:_________-_____________

Check Number:____________________________

Description of Items Purchased






Amount of Purchase
1.__________________________________________________________________
$_________________

2.__________________________________________________________________
$_________________

3.__________________________________________________________________
$_________________

4. __________________________________________________________________
$_________________

5. __________________________________________________________________
$_________________

6. __________________________________________________________________
$_________________

7. __________________________________________________________________
$_________________








TOTAL EXPENSE
$_________________

I hereby certify under penalty of perjury that the items listed herein are proper charges for materials, merchandise or services furnished to the University of Washington and are related specifically to this project.

REQUESTED BY:_____________________________________________  DATE:  _______________________

AUTHORIZED BY:____________________________________________  DATE:  _______________________

CHECK RECEIVED BY:  _______________________________________  DATE:  _______________________


Attach all your receipts to this form.

PLEASE SEE THE REVERSE SIDE OF THIS FORM FOR PETTY CASH PROCEDURES

PETTY CASH PROCEDURES
The CHDD revolving petty cash account is to be used for the payment of subject fees, and for the purchase or reimbursement of goods and supplies required for the conduct of research projects, the operation of Center administrative functions, and the operation of Center core facilities.  Unauthorized purchases include the following: personal choice, convenience, or decorative items (e.g., pens, clocks, picture frames, flowers, drapes, desk sets, briefcases, watches) unless the budget to be charged is a discretionary fund; food or beverages (alcoholic or non-alcoholic) and related items (e.g., banquet permits, glasses, paper cups and plates, mixers, ice) unless the budget is on the list of budgets approved for such purchases; personal services or honorariums (excludes research subject fees); services rendered by University employees; items on a state of Washington contract (eg., rubber stamps, printing, furniture). 

Follow these procedures in conjunction with the use of the CHDD petty cash account:

1.
No single reimbursement will exceed $200.00 including tax and other applicable charges.

2.
All receipts presented for reimbursement to individuals must be original cash register receipts. A CHDD request for petty cash reimbursement which includes a brief description must be completed for each purchase and be signed  by the principal investigator, core facility director, or  other designee who can verify that the items were received and are being used for the project charged.  No one can certify for themselves.

3.
Payments made directly to vendors in the local area for immediate pick up must be substantiated by an original cash register receipt. A CHDD request for petty cash must also be completed for these purchases and verified by a designated person from the project or core facility. If the receipt is not returned to the petty cash custodian in a timely manner a stop payment may be issued for the check.  For materials purchased by IDL staff needed for active work orders, the IDL work request must be referenced on the CHDD request for petty cash.

4.
All University Book Store receipts must be itemized. Items available through Central stores should not be purchased from another vendor unless an emergency exists.  For book orders, titles must be listed and relationship to the project indicated.

5.
Request for use of petty cash in lieu of a purchase order must be accompanied by a CHDD purchase order form completed in the usual manner.  The purchase order form, copy of the check and copies of the vendor order form are forwarded to the budget coordinator for follow up concerning receiving, etc.
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