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Cash Purchase Authorization 
1. Obtain a Cash Purchase Authorization form from your department.  Complete the top section of the form, including the signature for departmental approval.  Sign your name on the line labeled “Person Authorized to Make Purchase”. 
2. The maximum amount allowed for each cash purchase is $50.00 per day per vendor (exclusive of sales tax).
3. If you need a cash advance: take the completed Cash Purchase Authorization form to Cashiering in SSC 230.  They will have you sign for the cash advance and give you the cash requested, along with the yellow and pink copies of the form. Make your purchases and be sure to obtain itemized receipts that include the vendor’s name and address.

4. If you don’t need a cash advance: make your purchases and be sure to obtain itemized receipts that include the vendor’s name and address.  If the purchases are made with a personal check or credit card, complete the Invoice for Reimbursement Under $50 (see page 6). 
5. Take the receipts, the Invoice for Reimbursement Under $50 (if applicable), any change from the cash advance, and the Cash Purchase Authorization form to the Accounts Payable Office in Kendall 208.  They will ask you to sign the form as receiver of the goods.  Accounts Payable will retain the receipts.

6. If you had a cash advance, return any change with the yellow copy of  the Cash Purchase Authorization form, signed by Accounts Payable, to the same cashier (if possible) who gave you the advance,.

7. If you did not use a cash advance, return the yellow copy of the Cash Purchase Authorization form, signed by Accounts Payable, to Cashiering in SSC 230 for reimbursement.  
8. Return the pink copy of the Cash Purchase Authorization form to your department for account reconciling.

Cash Purchase Authorization Form (Sample)

	Department       
	Date      

	Transactions must be completed within 2 days

	Campus Zip      
	Campus Extension      

	Person Authorizing Cash Purchase      
	Maximum Purchase Authorized $     

	 Printed Name/Signature


	PeopleSoft Chartfields To Be Charged (*Required)

	*Account
     
	*Fund

      
	*DeptID
      
	Program

     
	Class

     
	Proj/Grant

     
	Amount

     

	*Account
     
	*Fund
      
	*DeptID
      
	Program

     
	Class

     
	Proj/Grant

     
	Amount

     

	I accept responsibility for the timely return of cash and/or receipts

	Signature:_______________________________________________________

(Person Authorized to make purchase)



	Section below to be completed at Accounts Payable (Kendall 208) or Cashiering (SSC 230) Offices



	Item
	Amount
	Date Received
	Signature of Person

Receiving Item Specified

	Cash Advance

(If needed)
	C)
	C)
	P)

	Receipts turned in
	AP)
	AP)
	AP)

	Money Returned

To Cashier
	AP)
	C)
	C)

	Money Disbursed

To Purchaser
	AP)
	C)
	P)

	Cashiers Initials:
	

	AP – Accounts Payable    C – Cashier   P - Purchaser


Limitation on Cash Purchase Funds 

The maximum amount allowed for each cash purchase is $50.00 per day per vendor (exclusive of sales tax).  Orders may not be split to circumvent the $50.00 limit.

Cash Purchase Funds are prohibited for the following purposes:

1. Purchase of items by or under State Contract

2. Payment for Temporary Help or Student Assistants

3. Travel Expenses

4. Personal loans to individuals

5. Cashing checks, money orders, Etc

6. Purchase of party supplies, coffeepots, gifts, Etc.

7. Services

Nothing in this document is to be construed as a waiver of State purchasing policies or procedures.
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Invoice for Reimbursement Under $50 

	To:  CSU, Chico

        Chico, CA 95929
	Date:      

	From:      
(Claimant’s Name)

Campus Extension      

	Claimants Signature _________________________________________________

Maximum Purchase Authorized $

	Total Amount of Reimbursement $        


	Reimbursement is requested for the following goods that I have personally paid:

     

	Note: Claimant must submit this invoice along with a Cash Purchase Authorization Form AND the original paid receipt to the Accounts Payable Office.

	(Accounts Payable use Only)

PEOPLESOFT CHARTFIELDS TO BE CHARGED (*Required)

	*ACCOUNT
     
	*FUND

      
	*DEPTID

      
	PROGRAM

     
	CLASS

     
	PROJ/GRANT

     
	AMOUNT

     

	*ACCOUNT

     
	*FUND

      
	*DEPTID

      
	PROGRAM

     
	CLASS

     
	PROJ/GRANT

     
	AMOUNT

     

	

	Please submit completed form (s) and original receipts to:
	     Accounts Payable Office

     CSU Chico, CA 95929

     Campus Zip – 243

      (530) 898-6426




This invoice is to be used for purchases made with an individual’s credit card, or personal check.




Note:  Questions about the legality or acceptability of any purchase should be directed to Procurement Services at Ext. 5134.
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