[bookmark: _GoBack]Short Sample Task 6 (Level 2): Petty Cash (manual)  

Notes for the Supervisor 
Petty Cash is one of the topics the students learn in their Financial Services course. It is assumed that the student has learned it already. If not yet, you may need to provide some initial explanation. 


Task organisation
1. Work request form 
· Fill in the work request form on the next page and print the work request for the student. [Insert your organisation name/logo]
2. Briefing 
· Brief the student about the task. You may need to provide some initial explanation.
3. Check  student work
 


 [Insert your organisation name/logo]
Work Request for Work Placement Student

Student name: ___________________________________________________________

Work Requested by: ______________________________________________________

Contact phone/email: _____________________________________________________

Date requested: __________________________________________________________

Date and time required: ____________________________________________________

Task importance (please circle):		URGENT	    Normal	           Low

Task details
A client, Essential Co, has recently established a petty cash fund. The Petty Cashier, Karen, has prepared the vouchers for expenses paid to employees and recorded the transactions in the Petty Cash Book up to 19/7/13, after which she went on leave for 2 months. The manager of Essential Co has sent scanned copies of the dockets and vouchers and has requested us to update the Petty Cash records for the month of July. 

You are assigned with this job request. 

· Check the recorded transactions are correctly entered. Correct any errors by ruling out the error and writing the correct information beside it. Put your initial and the date next to the correction. 
· Write up the voucher for the receipt for the purchase of milk and coffee (Coles receipt), which should be allocated to ‘Staff Amenities’.
· Continue to enter the expenditure in the Petty Cash Book to the end of the month. 
· Balance and calculate the reimbursement required for the Petty Cash Fund at the end of the month




 (
BBC Hardware Limited
A. B. N.   11 000 03 378
Trading as
D
UNNINGS WAREHOUSE
Castle Hill
Ph: 02 9450 0799
……………………………………………………………………..
Sale
**   TAX INVOICE   **
……………………………………………………………………..
8406688
DECKER DUST BUSTER
1  @  $35.75
$35.75
1  @  Sub Total:
$35.75
Total 
$    35.75
GST INCLUDED IN THE TOTAL
$3.25
Cash
$36.00
Change
$  1,.35
**”NO GST INDICATES NON TAXABLE ITEM(S) **
03/07/13 15:42:56
R8  P228 S7168 C147177 #080031179
……………………………………………………………………..
Thank you for shopping with Bunnings
*** TRADING HOURS***
Monday to Friday 
7AM – 9PM
Sat, Sun and P Hols
 8AM – 6PM
Please retain this receipt for proof or purchase
) (
Petty Cash Voucher         No: 2
Date…..7/…7.…/ 2013…
Account……
Travel
……….…….
Details
Total
Ex GST price
GST
3 X Books Stamps
$15.00
$13.64
$1.36
2 X Express Envelopes
$18.00
$16.36
$1.64
Totals
$33.00
$30.00
$3.00
Received……
 Ben  Smith
 …………
      Approved…
 
J Mild
 (Office Manager)
Petty Cash Voucher         No: 1
Date…3…/…7…/…2013…
Account……
Sundries
 
….
Details
Total
Ex GST price
GST
Dust Buster Vacuum
$35.75
$32.50
$3.25
Totals
$35.75
$32.50
$3.25
Received…
A Venus
Approved…
 J Mild
 (Office Manager)
)



















 (
AUSTRALIA POST
Wahroonga
 Post Office 
2076
$
Stamps standard book                      3
15.00*
Express post DL padded satchels    2     
18.00*
TOTAL
$33.00
Payment Tendered Details:
Cash
35.00
Payout details:
Change
-2.00
*Post applied, price includes
GST on POST Taxable Supply:
3.00
ABN 26 864 780 543
TAX INVOICE
7/7/2013  01/409
80kb/b              244179 16:25
AUSTRALIA POST – PROUD 
SUPPORTER OF TAFE IN AUSTRALIA
)































 (
Petty Cash Voucher         No: 3
Date…13…/…7…/…2013…
Account……
Stationery
….
Details
Total
Ex GST price
GST
Bulk Envelopes
$11.55
$10.50
$1.05
Totals
$11.55
$10.50
$1.05
Received…
Tom Tan
Approved…
 J Mild
 (Office Manager)
AUSTRALIA POST
Wahroonga
 Post Office 
2076
$
1000 Standard DL envelopes
11.55*
TOTAL
$11.55
Payment Tendered Details:
Cash
20.00
Payout details:
Change
-7.45
*Post applied, price includes
GST on POST Taxable Supply:
1.05
ABN 26 864 780 543
TAX INVOICE
13/7/13  01/40980kb/b              244179 16:29
AUSTRALIA POST – PROUD 
SUPPORTER OF TAFE IN AUSTRALIA
)





















 (
Petty Cash Voucher         No: 4
Date…..19  /…7.…/ 2013…
Account……
Travel
……….…….
Details
Total
Ex GST price
GST
Taxi Fare 
(Sales Manager) 
$15.40
$14.00
$1.40
Totals
$15.40
$14.00
$1.40
Received………
 Xiang Lee
……..……………
Approved………
 
J Mild
 (Office Manager)
)
 (
Swift Taxis 
31 Link Road
Ph 1300 4895
SOMEWHERE
Fax 1251
9876
NSW 2065
www.SwT.com
TAX INVOICE 
Number 
324
From:…
North Sydney   
……………………….
To
: City Centre ……(Meeting with REPCO rep).
Date  
19…
/…
07
../
2013 
 Time…
4.20
…..
am
/pm
Fare
……$15.40
………includes GST
..$1.40
)






























 (
Petty Cash Voucher         No: 5
Date……/……/…
…
..
Account……
………..……………….
….
Details
Total
Ex GST price
GST
Totals
Received……………………………………….…
Approved……………………………………………
Petty Cash Voucher         No: 6
Date………/……..…/
…
.....
Account………………..……….…….
Details
Total
Ex GST price
GST
Totals
Received……………………………………..
Approved……………………………………..
)
























 (
Petty Cash Voucher         No: 7
Date……
.…/……..…/…
…
...
Account………
………………………..
……….…….
Details
Total
Ex GST price
GST
Totals
Received……
………………….
…………….…………
Approved…………………………..…………………..
) (
Coles Supermarkets Australia Pty Ltd
Tax Invoice ABN:  45 004 189 708
coles
    
Save everyday
HORNSBY
Store: 0860
Hunter St Hornsby 2077
Phon
e:  (02) 9482 1422
Receipt: 2655
    Fax:  (02)  9482  1720
Open 6:00am – Midnight
7 days a week
Date : 20 July 13
Time:  10.42
Reg  9  Served By:  J
enny
 – 456
$
Savings Milk 1 Litre
2.95
% Nescafe Instant Coffee 250g
9.65
Sub Total
$12.60
Rounding
0.00
Total for 2 items
$12.60
Cash
15.00
Change
2.40
GST INCLUDED IN TOTAL
$0.88
Please retain receipt for refund
or exchange purposes
%= Taxable items
)




























 (
Coles Supermarkets Australia Pty Ltd
Tax Invoice ABN:  45 004 189 708
coles
    
Save everyday
HORNSBY
Store: 0860
Hunter St Hornsby 2077
Phone:  (02) 9482 1422
Receipt: 9654
    Fax:  (02)  9482  1720
Open 6:00am – Midnight
7 days a week
Date : 28 July 13
Time:  16.05
Reg  2  Served By:  David – 745
$
% Palmolive Dishwashing  250 ml
5.50
Sub Total
$5.50
Rounding
0.00
Total for 1 item
$5.50
Cash
10.00
Change
4.50
GST INCLUDED IN TOTAL
$0.50
Please retain receipt for refund
or exchange purposes
%= Taxable items
) (
Coles Supermarkets Australia Pty Ltd
Tax Invoice ABN:  45 004 189 708
coles
    
Save everyday
HORNSBY
Store: 0860
Hunter St Hornsby 2077
Phone:  (02) 9482 1422
Receipt: 9666
    Fax:  (02)  9482  1720
Open 6:00am – Midnight
7 days a week
Date : 29 July 13
Time:  11.51
Reg  9  Served By:  Muriel
 – 786
$
%Savings light globes 6pkt
17.60
% Door Mat - DustCatcher
8.80
Sub Total
$26.40
Rounding
0.00
Total for 2 items
26.40
Cash
30.00
Change
3.60
GST INCLUDED IN TOTAL
$2.40
Please retain receipt for refund
or exchange purposes
%= Taxable items
60
)
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	Amount Received
	Date
2013
	Details
	Voucher/chq No
	
Total Paid
	GST

	Travel
	Postage
	Stationery
	Staff
Amenities
	Sundries

	$150.00
	1/7
	Imprest
	Chq128
	
	
	
	
	
	
	

	
	3/7
	Dust Buster Vac
	1
	35.75
	3.25
	
	
	
	
	32.50

	
	7/7
	Stamps, Envelopes
	2
	33.00
	3.00
	
	30.00
	
	
	

	
	13/7
	Bulk Envelopes
	3
	11.55
	1.05
	
	
	10.50
	
	

	
	19/7
	Swift Taxi
	4
	15.40
	1.40
	14.00
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