Office Petty Cash Log
[Office Name]
[Office Address]
Log Date: _______________________________________________
Opening Cash Balance: ___________________________________
Details of Transactions
	Date
	Expense Description
	Recipient Name
	Amount Spent
	Balance Remaining

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Approved By:
· Name: ________________________________________________
· Designation: ___________________________________________
· Signature: ____________________________________________
Comments/Notes:
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