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	Petty Cash Reimbursement Voucher


This form should be used to replenish a petty cash float.  Please complete this form to itemise the type of expenditure incurred and the University account code(s) to be debited.  Please obtain the signature of the Head of Department or petty cash holder.
Please add together all items to be debited from the same account codes e.g. stamps purchased on 1st, 4th and 18th of the month – all to be debited from GL 61904 Cost Centre 321321.
Please take a photocopy of the completed form before taking the original form and the Petty Cash Book or List of Transactions to the Cash Office, Level 6, University House, Western Bank to replenish the float.
	


	Department
	

	Voucher Number
	

	Signature

Head of Department or Petty Cash holder
	
	Date
	


	Purpose
	Account code expenditure to be charged to
	VAT Code
	Amount

	
	Cost Centre
	WBS
	Expenditure GL Code
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	Total
	£
	p


	Received from the University of Sheffield the sum of 
	£

	Collected by
	

	Paid out by
	


