
Instructions for Completion of USNH Petty Cash Voucher - Form USNH-F45

PAID TO is the printed name of the vendor or individual paid for goods/services and the
date of payment. In an imprest checking account, "Paid To" should be the payee
shown on the check. (Note: Normal vendor invoices should be forwarded to the
appropriate business unit for entry and payment via USNH computer-generated
general disbursement checks so that the integrity of the General Ledger and Vendor
history may be maintained and tax laws may be complied with.)

DATE is the date the voucher is completed. In an imprest checking account, this should
also be the date on the check.

PCV NUMBER so that each Petty Cash Voucher is numbered consecutively by the
department beginning with No. "1" at July 1 of each fiscal year and follow the
guidelines established on each campus, this should be a unique number
to the custodian for purposes of reference in the future.


