A GUIDE TO… 


Completing the Petty Cash Reimbursement Form

This Guide To document gives an overview of the steps required to maintain a Petty Cash Float, including completion of the reimbursement form to receive top-ups from Cashiers and reconciliation of those purchases within the General Ledger.
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	Important:  The Petty Cash Claim Form is used as part of the Petty Cash process, which is only summarised in this guide.  For full details please visit the Petty Cash Process.


Departments will maintain a list of small items not purchased through the Purchase to Pay process and reconcile it regularly to the cash remaining in the petty cash float.  The reimbursement form is used by departments holding a petty cash float to reclaim amounts spent in order to return the float to the maximum held.  Departments will then need to move the expenditure to the correct location within Oracle Financials.
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	Note:  It is possible to use the Petty Cash Claim form as a source document for the journals or, as it is in Excel, to copy the details into an ADI journal template.


	Guidance Navigation:
Text in bold identifies forms to be downloaded or text to be input

Text in italic identifies an area of a form

[Text] indicates where your own department/name should be inserted
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	Note:  The minimum reimbursement or top-up of a float that can be requested is £30 or 60% of the float (whichever is the greater).


Record Receipts

1. All expenditure of petty cash must be noted in a petty cash book detailing the:

· Value

· Nature of transaction

· Individual using the petty cash
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	Note:  Individuals may either request petty cash before making their purchase (an advance) or may use their own money and reclaim the amount spent.  Receipts for advances should be retained until the proper receipt is received.


2. All receipts must be retained with the petty cash float.
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	Important:  The amount in the float plus the purchase receipts should be totalled regularly to ensure it reconciles to the original float value.


Reimbursement

3. When the total of receipts is £30 or 60% of the float, complete the Petty Cash Claim Form.
4. Enter [Department Name] in the Department box.

5. Enter an appropriate [Cost Centre code] in the Cost Ctr Code box.

6. Enter the date of the claim in the Date box.

7. Enter for each expenditure item that has been made:

· Cost Centre, Account, Activity, SoF, Org (optional – to make entering the journal easier)
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	Note:  These columns will not be used by the Cashiers Team.


· Amount

· Description, in full
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	Note:  Receipts can be bulked together to avoid long lists of similar expenditure items.


8. The total will be calculated in the Total Claimed box.

9. Count the cash remaining in the float and enter this in the Cash in Hand box.

10. These last 2 items should add up to the total original float, and this will be calculated in the Float Total box.

11. If required, complete the Breakdown box if you need to specify the nature of the cash you wish to be delivered.

12. Confirm that the Breakdown total equals the Total Claimed.

13. Optionally, indicate whether a manual or ADI journal will be used to track the expenditure.

14. Confirm that the cash has been reconciled to the amount in the Cash in Hand box.

15. Complete the signatory details at the foot of the form:

· Authorised signatory – the Departmental Administrator should sign the completed form

· Delivery Name – the Departmental Administrator signing the form

· Delivery Address – the Department and address where the top-up cash will be delivered to
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	Note:  Photocopies of the form and receipts should be retained within the department in order to assist with journaling the expenditure to the appropriate natural accounts (see below).


16. The signed claim form and original receipts should be sent to the Cashiers at Hythe Bridge Street.

	[image: image9.png]



	Note:  The original receipts should be enclosed with the claim form in the same order as listed on the form.  They may be numbered to make checking easier.


Reconciliation to the General Ledger
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	Important:  All claims paid by the Cashiers will be debited to Natural Account Code 61115.  This is purely a ‘holding’ account.  Departments are responsible for journaling transactions to expenditure codes as appropriate.


17. Each item on the Petty Cash Reimbursement form, or group of items, should also be coded to an appropriate General Ledger account code combination, or a Research Award and Project.  This will determine the next step.

Expenditure should be charged to a General Ledger account code combination

18. Enter a manual General Ledger journal to move the expenditure from the Petty Cash holding natural account to the correct natural account within the department.
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	Note:  It is possible to use the Petty Cash Claim form as a source document for the journals or, as it is in Excel, to copy the details into an ADI journal template.
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	Note:  Further details on how to journal in General Ledger can be found in How to Journal between General Ledger Codes.


Expenditure should be charged to a Research Award and Project

19. Enter a Grants Miscellaneous Transaction journal to move the expenditure from the Petty Cash holding natural account to the correct research award and project.
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	Note:  Further details on how to move expenditure in Grants and Projects can be found in How to Journal Expenditure Items to Grants.
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