FO1 (03/23)
	[bookmark: _GoBack]香   港   教   育   大   學

	THE EDUCATION UNIVERSITY OF HONG KONG

	付  還  零  用  現  金  申  領  表

	PETTY CASH REIMBURSEMENT CLAIM



	註 Note:
1	每宗付還額不可超出一千元。 不可將收據或售貨單分拆，或分多次購買同款貨物，以避開每宗付還額一千元的上限。
	Each individual transaction shall not exceed $1,000.  The splitting of receipts / sales dockets or the multiple purchases of identical items in order to circumvent the $1,000 per transaction limit is not permitted.
	
	財務處專用 For Finance Office use only

	2. 	所有收據或售貨單必須隨申領表遞交。
	All relevant receipts / sales dockets must be attached to the back of this form.
	
	

審核人
Checked by 	
	

日期
Date 	 

	3.	如資金來自經常撥款，則無須填寫。
	Please leave it blank if the funding source is recurrent.
	
	
	

	4.	如該款項不涉及任何項目，則無須填寫。
	Please leave it blank if it is not related to any activities.
5.      申領人不能批准自我的申領。如申領人是賬項主管時，其上司或其直系主管必須簽批爲實。
         Claimants cannot approve their own claims.  Supervisor / Line Manager’s signing approval is needed when the claimant is the budget holder.
6.      所有零用現金申領必須遵守大學及出資機構之政策及指引。
         The University’s and funding bodies’ policies and guidelines should be followed for all payment claims.
7.      我聲明在購買交易中沒有任何利益衝突，而服務或貨物是在良好的條件下滿意地完成或收到
         I declare that I am not aware of any conflict of interest in purchase transactions and the services/goods are received satisfactorily in good conditions                      

	
	
	



	

日期
Date

	
細   節   Particulars
	賬戶編號  Charging  Code
	
金   額   Amount

	
	
	撥款
	賬目

	賬項預算

	項目

	

	
	
	Fund
	Account
	Budget
	Activity
	

	
	
	(Note 3)
	
	Holder
	(Note 4)
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	總   額   Total Claim
	
	


零用現金出納員/支付人	姓名	日期
Petty Cash Custodian/Paid By  		Name  			Date  					
                                                        Signature

	

				
	簽署Signature	   日期  Date

		
申領人姓名Name of Claimant (Note 7)



	
職位及部門 Designation & Budget Unit
	
	

				
	簽署Signature         	日期  Date

		
授權人員 (賬項主管)
Authorizing Officer
(Head of Budget Unit / Line Manager)  (Notes 5 & 7)

	
職位及部門 Designation & Budget Unit
	
	

				
	簽署Signature	 日期  Date

		
	收款人姓名Name of Cash Recipient



		
職位及部門 Designation & Budget Unit



