	
	PETTY CASH REPLENISHMENT REQUEST FORM

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	PETTY CASH RECONCILIATION

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	*FUND TOTAL $
	 
	 DEPARTMENT: 
	 
	 
	DATE:
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Cash On Hand
	 
	  Reconciled From
	
 


	 
	        To
	 
	 

	
	Currency
	
	
	
	
	 
	Receipts/Expenditures

	
	Bills:
	 
	 
	# of Bills
	 Amount 
	 
	Date
	Account Number
	Amount
	 

	
	$20 
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	$10 
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	$5 
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	$2 
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	$1 
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	Coin
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	$1 
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	$0.50 
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	$0.25 
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	$0.10 
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	$0.05 
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	$0.01 
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	TOTAL CASH
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	SUMMARY
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	Total Cash
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	Total Petty Cash Receipts
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	*Total Amount
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	    Overage
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	    Shortage
	 
	 
	 
	         -   
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	TOTAL PETTY CASH RECEIPTS:
	0
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	Prepared by:_________________________________
	
	Approved by: ______________________________________

	
	
	
	
	
	
	
	
	
	
	
	
	

	Extension: _________________
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Closing petty cash fund issued to:  _________________________________________

Expense Account Numbers              



Amounts

________________________________________

______________________

________________________________________

______________________

________________________________________

______________________

________________________________________

______________________

________________________________________

______________________

________________________________________

______________________

________________________________________

______________________

________________________________________

______________________

________________________________________

______________________

________________________________________

______________________

________________________________________

______________________

________________________________________

______________________



Total Expenses: 
_______________________

  Total of original petty cash fund issued:
_______________________

   Cash balance of petty cash fund:
_______________________

