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HOW TO COMPLETE PETTY CASH REIMBURSEMENT REQUEST 
 

 
1. Review the Petty Cash/Change Fund procedures and click the link to the Petty Cash Reimbursement 

Request form. Have the appropriate Account and Department ID numbers along with scanned copies 
of all receipts ready prior to starting the request. 

 

 

 

 

2. On the next page, select “Petty Cash Reimbursement Form.” 

 

3. Enter the email address for the approving MPP and each custodian that will be handling cash. 
 



04/14/2021  Page 2 

4. After clicking ‘Submit,’ you will receive an email to include all reimbursement information, including 
the purpose of the expense, amounts, and account and department ID codes. You can click the 
paperclip next to each expense to upload a scanned image of receipts 
 

 
 

 
5. Upon submitting the reimbursement request, the form will be routed to the supervisor you indicated 

who has authority to approve the reimbursement request. Upon the supervisor’s approval, the form 
will be routed to Accounts Payable for review. Upon approval by Accounts Payable, the form will route 
back to the original requestor for one last signature. Upon the requestor signing, Main Cashiering will 
be notified of the approval and will be ready to provide reimbursement. 

 
 

If you have questions or need assistance filling out the form, please contact Student Financial Services at 
sfs@csusm.edu or 760-450-4490. 
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