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5.5 For checking accounts, receive a check from Accounts Payable for the imprest amount. 

5.6 For checking accounts, mail to Bank of America the Bank-Depositor Agreement, check, 
and a transmittal memo. The transmittal memo identifies the parent account number 
under which the account should be set up and requests a box of checks. 

5.7 For checking accounts, after approximately four days, contact Bank of America for the 
bank account number. 

5.8 For checking accounts, add the new petty cash account to the petty cash database. 

5.9 To open a petty cash CAL Card account, contact the Purchasing Director at ext. 6662 
for a request form. 

6.0 ASSOCIATED DOCUMENTS: 

6.1 Petty Cash Manual (ACC-W043) 

6.2 Bank-Depositor Agreement (bank form # 95-14-4619B) 

6.3 Request for Petty Cash Checking Account Form (ACC-F001) 

6.4 Transmittal memo template in Microsoft Word 

7.0 RECORD RETENTION TABLE: 

Identification Storage


