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FM053 – Change to petty cash custodian


· Refer to the Petty Cash policy on the UCT Finance department web site. 
(http://www.staff.uct.ac.za/ > Finance > Finance Operations > Policies & guidelines)
· Use this form when any CHANGE is made to the petty cash custodian.

· For new floats or changes to floats, use FM034.
· For new or changed delegated finance signatory, use FM048.
· For petty cash reimbursements, use FM047.
· Return completed form to Procurement & Payment Services (PPS), 2nd Floor Meulenhof (previously known as Shell Court), 93 Main Road, Mowbray.
Payment will be made when the relevant procedures and authorisations are complete in PPS.
See the Online Help topic Collecting petty cash floats and reimbursements.
A  DETAILS OF PETTY CASH FLOAT
	Faculty/PASS department
	
	Department/Section
	

	Current total of float
	R
	SAP Vendor #
	

	Fund #
	
	Cost object #
	


B  DETAILS OF NEW PETTY CASH CUSTODIAN
	Name of new custodian (PRINT)
	

	Staff #
	
	Signature
	

	

	Floats under control of this custodian
	# of floats
	
	Total value of floats
	R

	Please replace ………………………………………………………………….. with the above custodian with immediate effect


C  AUTHORISATION
	I confirm that this person may be appointed as the petty cash custodian for the above fund.

	Fund holder
	Name:
	Signature:
	Date:

	I confirm that I am aware that this person has been appointed as the petty cash custodian for this fund

	HOD/Manager
	Name:
	Signature:
	Date:

	I confirm that I have noted the change to the petty cash custodian for this fund on my petty cash database

	Faculty/PASS finance manager
	Name:
	Signature:
	Date:


For PPS office use only:

	Vendor management processing

	Date change effected on SAP
	
	Comments:

	Date dept. informed
	
	

	Date copy of form sent to Treasury
	
	

	Name
	
	

	Signature
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