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BUSINESS OFFICE - PETTY CASH

Date: _________ ________

Pay to_____________ ______	Received by _________________________________

Approved by:  __________________________              ____________________________	   
    	            (Print)				          (Signature)

Cost Centre: ____________           Account Code:  ___________________	  

                            
Amount:  $____________      


For__ _________________		

Commonly Used Account Codes

	Account Code
	Description

	
	

	24950000
	Miscellaneous

	26101000
	Postage

	26241000
	Travel, local  - TTC, Taxi

	26562000
	Catering – staff (not patients)

	26571000
	Catering – patients (not staff)

	26604000
	Medical Notes

	26959104
	Honorarium

	26960000
	Business Meeting expenses (for visitors, not for staff)




INSTRUCTIONS

· Take completed and authorized form to Business Office (room 3242) for reimbursement
· Petty Cash reimbursements are limited to $100 per person/per cost center/per day
· Anything above $100 requires a cheque requisition
· Splitting of costs to remain below the $100 threshold is unacceptable 
· Petty cash cannot be self-approved
· Receipts must be attached and  totaled
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