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Financial Procedures Manual for Schools

Appendix 5.1 -  Sample Petty Cash Reimbursement Form

School Name

PETTY CASH REIMBURSEMENT FORM

Please complete and return with receipts attached

CASH:

PAYMENTS UP TO £25.00

CHEQUE:
PAYMENTS OVER £25.00

NAME OF CLAIMANT: ________________________________________

	Description
	Net Amount
	VAT
	Budget

	Description of item, reason for claim, date etc.


	
	
	
	
	

	
	
	
	
	
	

	Total Amount Claimed:
	
	
	


Signature of Claimant:  ____________________________________________

Date:
_________________________________________________________

Claim Approved By: 



Payment by: (Please tick as appropriate)

	
	
	
	
	Cash

	
	
	
	
	Cheque


Name ………………………………………………………………

Signature: …………………………………………………………

Date: ……………………………………………………………….

NO RECEIPT = NO REIMBURSEMENT

Cash Received by:
_______________________________ Date: ___/_____/2______

(Signature of Requestor)
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