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	Petty Cash No.            /             
Date:       /     /                 


Petty Cash Advance Request                     
In accordance with the provisions of Article 29 of Financial Regulations No. 97 of 2009
Petty Cash Advance request: ☐   Supplies        ☐   Works          ☐    Technical services       ☐    Consulting services
Your approval is kindly requested to issue a petty cash as per the below details:
	Amount: (                               ) JOD
	Requesting Party: (                                              )
	Requesting Party

	Purpose:

	

	Justification:

	

	Petty Cash Advance Type:
☐ Recurring Petty Cash Advance (max. of 200 JOD) to be settled by the end of each month and closed before the end of the fiscal year. (Article 29/A.1)
☐ Temporary Petty Cash Advance (max. of 500 JOD) (Issued once and closed after fulfilment of its purpose by no later than      /      /        . (Article 29/A.2)
☐  Temporary Petty Cash Advance (Above 500 JOD) (Issued once and closed after fulfilment of its purpose by no later than      /      /        . (Article 29/C)
	

	Dean/ Director:
Name:                                                                Signature & Date:
	Petty Cash Advance Holder:
Name:                                                                Signature & Date:
	



	☐ Requested items are included in University’s procurement plan. Item (          )
☐ Requested items are not included in University’s procurement plan.

Head of Planning and Supply Section:
Name:                                                              
 Signature & Date:
	☐ Requested items are not available in Department’s Warehouses
☐ Requested items are available in Department’s Warehouses

Head of Warehouses Section:
Name:                                                                Signature & Date:
	Supply and Inventory Management Department

	Director:
Name:                                                                                       Signature & Date:
	


Director of the Finance Department, Kindly proceed with the financial reservation to purchase the above-mentioned items as they are not available in SIMD’s warehouses, and referring to Supplies Request No. (         /          ) dated (      /     /           ).
	☐  Funds are available in Chapter No. (             ) Account No. (                                                                  ) titled (                                                                            )
☐  Funds are not available.
☐  Funds are insufficient.
	Finance Department       

	Director:
Name:                                                          
Signature & Date:
	Budget Section:
Name:                                                           
Signature & Date:
	



	President (Petty Cash Advances above 500 JOD)

☐ Approved                                  ☐ Not Approved
Signature & Date:
	Vice President/ Secretary General (Petty Cash Advances up to 500 JOD)
☐ Approved                                       ☐ Not Approved
Signature & Date:
	Presidency Department



	I the undersigned: (                                                                                                          ), with Employee ID No. (                                              )
Working at the: (                                                                                             ),
Acknowledge that I have received from the University an amount of: (                                 ) JOD for a Petty Cash Advance request: (                     )
In accordance with the Financial Regulations, I am to be considered responsible for this Petty Cash with my personal finances, and undertake to provide all required supporting documents to prove the amount spent and its purposes, and the amount remaining, and to close the Petty Cash by no later than (      /       /            ). Otherwise, I hereby authorize the Financial Director or whomever he/she authorizes to deduct the amount from my salary all at once and without prior notice.
Name: (                                                                         ),  Employee ID No. (                                   ), Signature:                                                        

	Acknowledgment of the Petty Cash Advance Holder


The Petty Cash Advance Holder may not utilize the petty cash to cover the following expenses:
o Staff salaries or any financial rewards for university workers.
o Purchase of fixed assets (any item/ asset with a lifespan of more than one year).
o Buying any items that are not in line with the previously specified purposes, even if their value has not exceeded the petty cash limit.
o Expenses of gifts, gratuities, or personal expenses.
o Purchase of stationery, inks, office supplies, or cleaning materials, except with the prior approval of segmentation/division of the purchase order by the competent minister.

	Total invoices’ value: (                                                        ) JOD

Input document No. (                                 )                                 Output document No. (                                          )
	 Supply and Inventory Management
   Department (Petty Cash Closure)

	Director:


Signature & Date:
	Head of Warehouses Section:


Signature & Date:
	SIMD Officer:


Signature & Date:
	



	Expenditures Section:
Disbursement voucher/ cheque No. (                                 ), dated: (               /             /                  )
Issued petty cash advance value: (                                         ) JOD
☐ Petty cash has been closed                                ☐ Petty cash has not been closed
	Finance Department (Petty Cash Closure)

	Director’s Notes:

Signature & Date:
	Head of Expenditures Section:

Signature & Date:
	

	Payroll Section:
 
An amount of (                 ) JOD has been deducted from the salary for the month of (       /              )
	

	Director:

Signature & Date:
	Head of Payroll Section:

Signature & Date:
	



	تاريخ الإصدار/ التحديث:  30/1/2024
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