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Petty	cash	reimbursement	form	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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