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FM047 – Claim for petty cash reimbursement

· Refer to the Petty Cash policy on the UCT Finance Department web site
(http://www.staff.uct.ac.za/ > Finance > Finance Operations > Policies & guidelines)
· Take this form directly to the Cashiers Office, Level 3, Kramer Building to collect your petty cash reimbursement 
Note: For amounts greater than R5,000, the Treasury office, Finance requires at least 2 days notice
· Please ensure that the form has been signed by the delegated petty cash signatory OR Faculty/PASS finance manager. 
· If signed by the
· delegated petty cash signatory, form FM048 must have been completed previously and be on record in the Treasury section
· Faculty/PASS finance manager, ensure Treasury has a specimen signature on record.
· This form must be accompanied by a purchase order with attached slips.

· Payment will only be made if payee can show a legitimate UCT Staff Card.

A  DETAILS OF CLAIM
	Faculty/PASS department
	
	Department/Section
	

	Amount of reimbursement
	R
	

	Purchase Order #
	
	Goods Receipt #
	


B  DETAILS OF PAYEE
	Name of payee
	

	Staff #
	
	Signature
	


C  CONFIRMATION OF VALIDITY OF REIMBURSEMENT, COMPLETED CHECKS & PAYEE DETAILS
	I have checked the attached slips for this petty cash reimbursement, and am satisfied that:

	
	The slips are valid original receipts or till slips

	
	The slips constitute valid UCT expenditure, in line with the petty cash policy

	
	The slips match the total value claimed

	
	The value of the slips matches the value of the attached PO

	In addition, I confirm:

	
	I have checked that the above expenses have been correctly reflected in the petty cash book/Excel spreadsheet

	
	The above-named payee may collect the cash

	

	Name of delegated petty cash signatory
	
	Signature
	

	Staff #
	
	Date
	

	OR

	Name of Faculty/PASS finance manager
	
	Signature
	

	Staff #
	
	Date
	


D  CONFIRMATION OF SECURITY CHECKS (For Treasury use only)
	
	I confirm that the above-named payee presented a valid staff card.

	
	I have checked the signature of the delegated petty cash signatory matches the specimen signature on FM048

	
	I have checked the signature of the Faculty/PASS finance manager matches that on the current list of finance managers

	

	Treasury cashier, Finance
	Name:
	Signature:
	Date:
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