Petty Cash Payment Voucher
For small routine cash payments and reimbursements
Voucher Information
	Voucher No.: ____________________
	Date: ____________________

	Department / Cost Center: ______________________________
	Currency: ____________________


Payee Details
	Paid To: ______________________________________________________________
	

	Employee / Vendor ID: ____________________
	Contact: ____________________


Payment Details
	Purpose / Description: __________________________________________________
	

	Supporting Document Ref.: ____________________
	Requested By: ____________________


Amount
	Amount in Figures: ____________________
	Amount in Words: ____________________________________


Authorization
	Prepared By: ____________________
	Checked By: ____________________
	Approved By: ____________________

	Payee Signature: ____________________
	Cashier Signature: ____________________
	Payment Date: ____________________


Notes
	________________________________________________________________________________

	________________________________________________________________________________


PCV  |  Internal payment record




