[image: image1.png]UNIVERSITY OF CAPE TOWN

IYUNIVESITHI YASEKAPA * UNIVERSITEIT VAN KAAPSTAD




FM034 - Petty cash float 


Instructions

	· Use this form to close a Petty Cash float. 

· Before completing this form, make sure that:
· A receipt requisition is processed by the Debtors Office for any cash remaining (using GL 4850)

· A journal is processed by the Ledgers Office to account for any slips remaining (credit GL 4850)

· You may use the Petty cash recon template to support the journal request.
· Email completed form to Vendor Management (vendor@uct.ac.za).


A. FLOAT DETAILS

	Faculty/PASS department
	
	Float total
	R

	Department/Section
	

	Fund
	
	Cost object
	

	SAP vendor #
	
	General ledger account
	4850


B. COMPLETE THE FOLLOWING TO CONFIRM THAT THE FLOAT TOTAL IS ZERO IN THE FUND
	Receipt Requisition #
	
	Amount
	R

	Journal doc #
	
	Amount
	R

	                                                                     Total (to equal Float total in (A) above)
	R


C. AUTHORISATION 
	Petty cash custodian
	Name:
	Signature:
	Date:

	Fund holder
	Name:
	Signature:
	Date:

	Faculty/PASS finance manager
	Name:
	Signature:
	Date:


	Vendor Management

	Vendor officer name
	
	Signature 
	
	Date
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