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Petty Cash Reimbursement 
Western University Financial Services Suite 6100, Support Services Bldg. Phone: ext 85415 or  85424 Fax: 519-661-3829 or ext 83829 fin-pettycash@uwo.ca 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Petty Cash Processing Notes
 
1. Use a petty cash reimbursement form to replenish departmental petty cash or receive one-time 
incidental reimbursements.
 
2. Individual purchases should be less than $100.00.
 
3. Only one line per account is required; attach a tape if multiple receipts are being submitted for one account 
 
4. If the receipt claimed includes HST, input the exact HST amount into the blank space.
 
5. Staple original receipts to the back of the form.
 
6. For charges to Research Grants/Contracts, the Card Holder/Principal Investigator (or delegate) must sign the Petty Cash Reimbursement Form as Departmental Approval as well as original receipt.
 
7. Departmental Approval is required for reimbursement.
 
Note: 
Petty cash cannot be used for payments to suppliers or individuals for living allowances, salaries, honoraria, employee travel or services of any kind. 
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