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                         Signature:                          Date:                                                                          

Office of the Assistant Dean, Postgraduate Studies and Research 
PETTY CASH FORM FOR
INTERNAL/EXTERNAL RESEARCH PROJECTS
Project No: … 
Principal Investigator: ……………………….Signature: ………   Date ……………
	Code No.
	Description of items purchased
	Vendor name & 

Receipt No.
	Date
	Amount 
RO.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	


1. Pre-approval from Assistant Dean (PGSR) must be obtained before any purchase is made. Receipt of items purchased without pre-approval may not be reimbursed. 

2. All fields in the above table must be filled.

3. Receipts older than three months will not be reimbursed.
4. Code No. : Capital Equipment (04), Recurrent Items (05), University Facilities (06), Computing Costs (08), Miscellaneous (11), Local Travel (12), Publication (13).


· PI, please explain how the above expenditure is related to the project:

· Mail Transfer Fees of components used in the project.

CIS/CET/Technical Affairs: …………………  Signature: ………………   Date …….
Approval:
Head of Department: … …………
Signature: …..................... 
 Date ……….
Assistant Dean (PGSR): …………………    Signature: …………… …. Date ……….
Finance Department: …………………….     Signature: ……………….. Date……….






