
Enter 
Payee and 
date 

Obtain 
signature(s) of 
authorized 
Account 
Representative(s) 
to approve 
expenditures on 
the related 
project(s)  

Cash Request Form 
(Multi-part form) 

 
Form is available:  Research and Sponsored Programs Office – 25 Main Room 103 
 Foundation Administration Office – 25 Main Room 203 
 

Check 
the type 
of funds 
being 
used

Enter date, 
time, location, 
purpose and 
attendees (for 
less than 10 
provide a list of 
names) 

Enter the 
project and 
object codes to 
be charged and 
the amount 
 
Enter column 
total 

Enter the nature 
of the request 
with as much 
detail as 
possible. 
 
For advances 
include date of 
travel or event 

Complete request form, attach required backup documents and submit to appropriate Foundation Office 
Research and Sponsored Programs, 25 Main Room 103(Zip 870) or 

Foundation Administration, 25 Main Room 203(Zip 246) 

 

Mary

Enter zip so that the green copy of the cash request can be returned, phone number and name 
of person to contact if there are questions regarding paperwork 


