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Petty Cash Policies 

Petty Cash Movement For Advance 

 

Payment Updation in Cash Book 

Yes satisfied 

PCA will check the request form & 

reimbursement attachments like bills etc 

Reimbursement Request Form to be Filled 

1
st

 PCA will adjust the advance given if 

any & if advance is nil or claim is more 

than advance then cash delivery form to 

be prepared  

To PCA: 

Cash payment Made & Signature on cash Delivery Form will be 

obtained from cash receiver 

To SM Accounts/CFO- 

Cash Delivery Form  & Claim will be verified by SM if claim is less than 

20000/- otherwise shall be approved by CFO 

Approved by Deptt. Head 

It will come to then Petty Cash Incharge 

Not satisfied then resend to 

requester for reclaim 

properly 

If advance is more than claim 

then no further payment for 

this reimbursement claim 


