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Guide to Petty Cash 
This guide explains how to operate a petty cash 

account. 

 
 

1. How and where do I keep the cash? 

 
2. On what can I spend petty cash? 

 
3. Claiming the reimbursement 

 
4. Where can I find the form? 

 
5. Filling in the form 
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The completed forms should be brought for reimbursement to:- 

The Receipts Office, Room G01, Whiteknights House 

 

Please contact receipts@reading.ac.uk to arrange a time to come.   

 

4. Where can I find the form? 

In order to reclaim petty cash expenditure, you need to complete the Petty Cash Claim Form. 
Request a copy from the Receipts Office on receipts@M33 842.04 re
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10. How do I see petty cash expenditure items on my cost centre statements? 

Petty cash floats are shown on account code 8880, with the appropriate project code. That 
will always show the float value, not the amount of cash remaining at any one time. 

Expenditure items are charged to I&E account codes when you submit the receipts for a 
reimbursement. Narratives for those entries contain PC (Petty Cash). 

 

 

11. To cancel the petty cash float 

When you no longer require the petty cash account then pay the remaining cash at the 
Receipts Office. 

Credit the full float amount to the petty cash code 8880, which will then be brought to zero. 
If the amount being paid in is partial, and therefore not sufficient to cover the full float, 
then there must be receipts for the difference. Charge (debit) the relevant expenditure codes 
with the receipted amount. 

 

 

12. Summary of contact names 
 
 

If you have any queries please contact receipts@reading.ac.uk 

 


