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FM048 – Delegated petty cash signatory

· Refer to the Petty Cash policy on the UCT Finance Department web site. 
(http://www.uct.ac.za > Services & Operations > Financial Services > Policies, guidelines and forms)
· This form must be completed by the Faculty/PASS finance manager.

· Use this form to:
- delegate authority to an appropriate staff member who will serve on YOUR behalf as the petty cash signatory OR
- change the delegated signatory
· This form will be used by the Finance Treasury cashier to verify the signature when presented with FM047 (petty cash reimbursement).

· The completed form should be sent to Head of Treasury, Treasury Office, Level 3, Kramer Building, Middle Campus, UCT.

	Tick appropriate box:
	
	New signatory
	
	Change of signatory
	


A  DETAILS OF PETTY CASH FLOAT
	Faculty/PASS department
	
	Department/Section
	

	Account name
	
	SAP Vendor #
	

	Total of float
	R
	Fund holder
	

	Fund #
	
	Fund Center
	


B  DETAILS OF SIGNATORY
	Name of signatory (PRINT)
	

	Staff #
	
	Specimen signature
	


C  MANAGEMENT AGREEMENT
	
	I confirm that I have nominated the above person to act on my behalf to sign off petty cash reimbursements

	
	I confirm that this person signed the form in my presence

	
	I agree to inform Treasury immediately this person ceases to be an authorised signatory

	
	This is a change of signatory:

	Please replace ………………………………………………………………….. with the above signatory for this fund with immediate effect.

	

	Name of Faculty/PASS finance manager
	
	Signature
	

	Staff #
	
	Date
	


D  AUTHORISATION
	I confirm that I have agreed that this person may sign off petty cash reimbursements for the above fund.

	Fund holder
	Name:
	Signature:
	Date:

	I confirm that I am aware that the Faculty/PASS finance manager has nominated this person to sign on their behalf for this fund

	HOD/Manager
	Name:
	Signature:
	Date:


	For Treasury office use only:

	Form received on 
	Date:
	And has been filed for verification purposes
Y(

	If change of signatory, this form has replaced the previous form for this fund
Y( 
N/A (

	Treasury cashier, Finance
	Name:
	Signature:
	Date:
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