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PETTY CASH REIMBUSREMENT CLAIM FORM
Total Total
o Amount VAT Excluding
Date Description of Items Purchased Claimed VAT
(£) (£) (£)
Totals:
Claimed By ... Date:. ..o
APProved BY ... ... Date:. oo
ReCEIVEd:. ... e, Dater.oonii

PLEASE NOTE: REIMBURSEMENT WILL ONLY BE MADE UPON PRODUCTION OF VALID PROOF OF
EXPENDITURE — WITHOUT EXCEPTION.

VALID RECEIPTS (WITH VAT DETAILS OF SUPPLIER IF VAT REGISTERED) SHOULD BE APPENDED WITH
ALL PETTY CASH REIMBUSREMENT CLAIMS.
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[ During exceptional circumstances, such as adverse weather conditions, call 020 8408 7508 to check whether the school is open — using ‘School Code’ 3012021 l




