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PETTY CASH CLAIM

To be presented to the Cash Section, Finance Department, by the claimant in person.


I hereby acknowledge receipt of the sum of £……. As per the voucher(s) attached, which was expended on behalf of Northumbria University in connection with its approved and authorised activities.

Signature of Claimant: ……………………………………………………………………………….

NB: WHERE ITEM(S) PURCHASED INCLUDE VAT, THE RECEIPT MUST BE A VAT RECEIPT (VAT REGISTRATION NUMBER SHOULD BE SHOWN).

RECEIPTS SHOULD BE SECURELY ATTACHED TO THE BACK OF THE CLAIM & NUMBERED. 
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	Receipt No
	Description of Goods
	Value
	Cost Centre
	Internal Order
	General Ledger

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


  A LIMIT OF £100 PER CLAIM FOR RECEIPTS DATED ON SAME DAY






  AUTHORISED ………………………………………….

FINANCE DEPARTMENT USE ONLY


NET AMOUNT £……………………………
BATCH NO: 

VAT AMOUNT £…………….
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DEPARTMENT
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