
 

ACCESSING ORGANIZATION FUNDS 
 

 

PETTY CASH 
 
If you have a purchase to make that is less 

than $50.00 and is not computer or food 

related, you may use petty cash.  To do 

so, simply purchase the item, then bring 

the original receipt to the Cashier/Debit 

Card Office and fill out a Petty Cash 

form.  They will keep your receipt and give you a copy of the form for your records. 

 

PURCHASE ORDERS 
 

If you have a purchase to make that is over $50.00, you will need a purchase order.  You must 

have quotes for any purchase that is over $150.00 and/or computer or printing related (including 

t-shirts).  We have to go with the cheapest quote unless they cannot meet your requirements.    

There are several important factors that are necessary for quotes: 

 You must have at least 3 different quotes. 

 The quote needs to be on company letterhead. 

 The name of the person you talked to and their phone and fax numbers need to be on the 

quote. 

 The name of your organization needs to be on the quote. 

 The costs must be itemized. 

 The completion date or date of delivery must be on the quote. 

 For a check list on what you need to do to get your get your quotes, as well as a list of 

vendors to contact, please stop by the Student Activities and Leadership Center. 

 Guidelines for collecting quotes for various items are included.

 

REIMBURSEMENT 
 

If you need to make a purchase that is over $50.00 and is not computer related and does not 

require any imprinting, you may opt to be reimbursed.  Please check with the Student Activities 

and Leadership Center before deciding on this. 

 

In order to be reimbursed, you will need to bring your receipt to the Office, and we will issue a 

check request.  We will have to have the original receipt and the business office will keep it.  

Your check will be cut in about one week’s time. 

 

 

 

 

 

 

 

“If your outgo exceeds your income, 

then your upkeep will be your 
downfall.” 

-Bill Earle 



 

FOOD 
 

There are two options of payment methods when ordering food for an event or going out to a 

restaurant.  You can either pay the cost yourself and submit a receipt for reimbursement (this will 

take about a week), or you can get a purchase order.  There are several restaurants on the state 

system, so check with the Student Activities and Leadership Center to see if the restaurant you’re 

interested in is on the system. 

 

Important things to note about food: 

 There can be no alcohol on the receipt. 

 You can spend no more than: 

 $5.00 per person for Breakfast   

 $7.00 per person for Lunch or 

 $11.00 per person for Dinner 

 You must cover the tip yourself, your state account will not pay for it.  

 State employees must pay for their own meal, they are not covered by your state account. 

 You must have the names and signatures of all students who attended the meal turned in 

with your original receipt. 


