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M E M O R A N D U M

TO:
The Director: Financial Services
FROM:     __________________________________________

UNDERTAKING BY PETTY CASH CUSTODIAN
I  _________________________________________________________ from 

__________________________________________________ (Department / Division/Unit) hereby undertake that an amount of R _____________________ 

is paid to me and that I have read the rules and policy regarding petty cash management and that I accept the rules and the responsibility attached to this. I specifically confirm that: 
a. All cash and proof of expenses will be securely stored in a money box wich will in turn will be stored in a safe or a reinforced filing cabinet, which will be locked at all times. 
b. Anny loss of cash or the misuse of funds by others, remain my responsibility and any losses incurred as such will refunded by me.
c. That any loss of cash due to theft of other reason will be reported to the Director: Financial Services as soon as possible. 
d. That the Director: Financial Services may recall any petty cash advance at any time if any of the rules for the management of petty cash are contravened.
Name :    _________________________________________

Signed:  ________________________________________

Date:    ____________________________

