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	Petty cash book or 
list of transactions layout


A Petty Cash Book can be obtained from Central Stores reference BPC001 PETTY CASH BOOK.  If you would rather record your Petty Cash transactions on a computer please follow the example below for approved layout.
The completed Petty Cash Book or List of Transactions, Petty Cash Vouchers and Reimbursement Voucher, together with receipts, should be taken, in person, to the Cash Office, Level 6, University House, Western Bank to replenish the float.
	


	Petty Cash Voucher Number
	Date Petty Cash Issued
	Purpose
	Account to be charged
	Cost
	Balance of Petty Cash Float

	e.g 
	01.02.08
	Balance
	
	Brought forward 
	£100.00

	1
	02.02.08
	Stamps
	A/123456-11-1 61904
	£1.10
	£98.90
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	29.02.08
	Replenish
	
	£1.10
	£100.00

	
	
	
	
	
	

	
	
	
	
	
	


