Exercise 3 - Petty Cash

Scenario

On March 1, your firm has made you in charge of the new Imprest Petty Cash Fund. Management has decided that $100.00 is the amount set aside for Petty Cash. During the next few weeks various staff members have Petty Cash claims to be reimbursed.

1. A cheque for $100 for Cash is given to you by the Accounts Dept which you have to write into the Petty cash book.

2. Write up the following transactions using the Petty Cash Vouchers provided

3. Record the transactions using a Microsoft Excel workbook here. 

4. On the 16th March you find that you have a less than $10 in the Petty Cash tin. You need to balance the Petty Cash to ensure all the entries are correct.

5. Prepare the reimbursement cheque to build the amount in Petty Cash up to $100

6. Balance the Petty Cash sheet to continue with further entries

7. Fill in the remainder of the Petty Cash entries up until the 31st March when you find that you again need to top up the Petty Cash. Balance the Petty Cash again and prepare the reimbursement cheque for the 31st March 

Staff Members claims for Petty Cash


Date�
Voucher No�
Payee�
Details�
Voucher amount�
GST�
�
March�
�
�
�
�
�
�
1�
 Chq 10005�
Cash�
Imprest cheque�
  100.00 �
�
�
1�
101�
Jim Mills�
Stamps�
  13.50 �
  1.23 �
�
2�
102�
Mary Vole�
Carton Biscuits�
  12.50 �
  1.14 �
�
3�
103�
Jim Smith�
Taxi�
    8.50�
  0.78 �
�
4�
104�
Peter Baker�
Correction Fluid�
    2.75 �
  0.25 �
�
8�
105�
N Cameron�
Bus Fare�
    3.30 �
  0.30 �
�
8�
106�
Pete Bond�
Bond Paper and Envelopes�
    6.20 �
  0.56 �
�
9�
107�
J Mills�
Courier service�
  15.50 �
  1.41 �
�
11�
108�
M Vole�
Stamps $9.00 Erasers $3.50�
  12.50 �
  1.14 �
�
16�
109�
J Smith�
Taxi $ 8.90 Tissues $3.50�
  12.40 �
  1.13 �
�
17�
110�
F Rutledge�
Bunch of Flowers�
    5.50 �
  0.50 �
�
�
Balance petty cash & reimburse with chq no 10006�
�
17�
111�
Iris Xang�
Coffee & Tea�
  19.45 �
  1.77 �
�
20�
112�
S Price�
Duplicate Keys�
  12.00 �
  1.09 �
�
22�
113�
M Vole�
Envelopes�
    6.50 �
  0.59 �
�
25�
114�
Iris Xang�
Milk�
    3.50 �
�
�
26�
115�
J Mills�
Courier service�
  10.50 �
  0.95 �
�
27�
116�
Pete Bond�
Hire of Pot Plants�
    8.80 �
  0.80 �
�
�
117�
Pete Bond�
Pot Plant food�
    3.35 �
  0.30 �
�
31�
118�
Jack Smith�
Taxi�
  12.15 �
  1.10 �
�
�
119�
Mary Vole�
Serviettes $4.50 and Cheesecake $ 7.50�
  12.00 �
  1.09 �
�
�
Balance Petty Cash & Reimburse with chq no 10013�
�
�
�









