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idaho State Univ
Petty Cash Advance / Reimbursement Form

Dregpawtmaenl Nmie:

Petty Cash Advance

Invoioe #:

Employes Receving Cash:

{13 Armount Advancnd:
Descriplion of nlended Purchase:

Egnate of Empioyen Recasmg ddvanm

Fund Custork an S gnature

Paotty Cash Reimbursoment

| Indes @ Account Code

o Total Purchases 00
_in Amount Advanced Famse (tjse)] $0.00
Sottement Amount s (2 mes e )
Pty [ ergras M pamesd .:I-nhl'd $0.00
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EXPENSE REIMBURSEMENT FORM

Petty cash reimbursement form template

The ER1 Form i to be used by employees and students elsiming reimburiement from UINSW for business-related
expenses. Recelpts, tax invoices and other relevant documentation must be attached to this form,

Usze the MV2 Private Wehicle Mileage Form if claiming motar vehicle expentes on a privately awned vehicle wed
for UNSW business purposes [ M2 Form),

Ernployes 10/Student 1D

School/Dept/Unit Name

Claim Description

Tronsporl — mefores, fons, b
e T e e ey
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Reimbursement Request Letter
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Petty Cash Voucher

A new petty cash voucher should be completed by fie petty cash holdes on each occasion that money is
fremthe petty cash floal. Esch form should be consecutively numbered.

When money is sllocated from the petty cash float fislds marked * shoud be compieted by the petty cash
Thevoucher should alsa be signed by the recipientio hiave :

When receipis, and any unused pefly cash, are refurned the remainder of he form should be completed.
details of the expenditure against the petty cash voucher number showld then be recorded in the Petty Cash
Listof Transactions.

This completed form should be saved for seven years and it should be kept with your Petty Cash Book
Transactions.

Department*
Veoucher mumber®
Date"

Authorised by (petty cash holder)*

Received by*

[Purpose’ | Petty cash given® | Peity cash retumned | Totalexpenditure |
| &g Samps 25D 1,40 &1.10




e Company Name
Websine whivrasareDs inESaneL L J0Mm L
Email Address: abifP example com Lesgir Hier
Phae: 555-555-55055555 .
Faa: 123-256-256113888 PEtt}' Cash ShEEt Company Loga
Depariment MamE:\____.________
Prepared BY:
Date Particulars Cash In [5) Cash Out [5)
|
|
Tatal Q0000000 QOO0oD. 00
Authorized Signatures
Petty Cash Template

Petty cash reimbursement request form template.

Maintaining a petty cash fund is 90 percent record keeping. To ensure your petty cash is appropriately used, perform periodic audits. The other 10 percent is controlling who is allowed to access the funds. You can keep it in anything from a drawer to a closet to a safe, but avoid keeping it in portable boxes or other storage containers that can be
moved or carried away easily. If you're in charge of a company or a small organization you may find yourself in need of some extra money in each branch of the company to allow the employees to purchase necessary materials for their work, like office supplies and etc. Although petty cash is beneficial, there will be employees who will take advantage
of the fund for their own personal gain. This extra cash is typically called petty cash in business, and like all expenses in a business, there is the possibility of requesting reimbursement from the company simply by following the necessary procedures. Don't just stuff your receipts in a folder, but file them chronologically and consider putting the
receipts in separate folders for each month. No matter what type of business you're in and no matter what you use your petty cash for, following these two principles along with some simple budgeting procedures will keep your petty cash fund balanced. Don't use petty cash indiscriminately. When running a petty cash fund, the first thing you need to
do is establish an efficient and functional record keeping system. To protect yourself and anyone else with access to the cash, you should have written rules about what are acceptable expenses. You should have specific guidelines set for what you can use the cash for and what you can't. That is why every time there is a petty cash reimbursement, the
main branch of the company will start a petty cash reconciliation to prove if the claim true.Petty cash reimbursements are just one of the many types of reimbursement benefits of working in a company, and the most general of forms to use for any reimbursement would be to use an employee reimbursement form.Petty Cash Reimbursement
Advancebusiness.buffalo.eduDetailsFile FormatSize: 583 KBDownloadCashier’s Office Petty Cashryerson.caDetailsFile FormatSize: 51 KBDownloadCollege Petty Cash Reimbursementumanitoba.caDetailsFile FormatSize: 4 KBDownloadUniversity Petty Cashcommunity.pepperdine.eduDetailsFile FormatSize: 219 KBDownloadSample Petty Cash
Reimbursement Formcdu.edu.auDetailsSize: 237.4 KBDownloadBasic Petty Cash Reimbursement Formlssu.eduDetailsSize: 53.5 KBDownloadGuidelines for Petty CashMake sure that whatever the reason for the usage of the petty cash is valid and of utmost importance because the usage of petty cash is as so.Petty cash transactions are required to
have a written account of the actual transaction so as to have a log of each transaction.Petty Cash Reimbursement Forms must always be kept even after the interrogation or petty cash reconciliation.Petty cash can be written within an expense reimbursement form, but will still require being identified as a petty cash reimbursement. You should get
receipts and invoices for every single transaction where petty cash is used and make copies of them. Don't give out keys or combinations to more than a few people. It is important to restock the petty cash box, by requesting a petty cash reimbursement using petty cash reimbursement forms to give employees access to the said funding at all
times.What is a Petty Cash Reconciliation?A petty cash reconciliation is the review and analysis of every last petty cash transaction that took place to determine if there are any false reimbursements of petty cash, or any improper usage of the petty cash funds. Without audits, petty cash funds may be prone to misuse or poor management. This ensures
you have two separate files in case you lose a receipt. For example, buying alcohol with funds would usually be an unacceptable use, even if the alcohol was for a business-sponsored social event. Effective audits are unannounced and the purpose is to randomly check on the records, accounting procedures and control of your petty cash fund. So in
order to keep the employees more focused on work, they allow the employees to request reimbursements for certain expenses of the employee.Request for Petty Cash Reimbursementmtu.eduDetailsFile FormatSize: 116 KBDownloadAgency Petty Cash Reimbursement Supplementalohio.govDetailsFile FormatSize: 215 KBDownloadPetty Cash Receipts
Summaryfinance.columbia.eduDetailsFile FormatSize: 18 KBDownloadExpense Reimbursement Voucherfairborn.k12.oh.usDetailsFile FormatSize: 190 KBDownloadPetty Cash Reconciliationumanitoba.caDetailsFile FormatSize: 660 KBDownloadWhat is a Petty Cash Reimbursement?A petty cash reimbursement is a repayment or compensation of a
now empty or low petty cash funds. The simplest way perform an audit is to have a manager who doesn't have access to the cash check in on the fund every few weeks or so. Reimbursements in the workplace are fairly common, because most companies find it that employees can perform better if they do not have to constantly have to worry about
their daily expenses especially if those expenses are directly related to work. As stated earlier, petty cash is in its most basic form, emergency funding for the employee’s to use for when there is a need to purchase materials, office supplies or even just to replace a water machine for the employees.The purpose of petty cash is to allow the employees
access to a small amount of funding for any repairs or materials the company may need to continue functioning. Always keep your petty cash fund locked up. Ideally, you should only give one or two people a key, and have anyone else ask these key-holders for any cash they need.
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