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Petty Cash Voucher Template 

Company Logo 

Company Name 
Address 
City, State  Zip Code 
Phone & Fax numbers 
Website URL 

PETTY CASH VOUCHER 
 

DATE VOUCHER NO. 

  
 

 
PAID TO: 
____________________________________________________ 
 
FOR: 
_______________________________________________________ 
 
ACCOUNT: 
__________________________________________________ 
 

 
 
$ __________________________ 

 
RECEIVED BY: 
________________________________________ 
 

APPROVED BY CUSTODIAN: 
________________________________________ 

 

Petty Cash Record Template 

PETTY CASH RECORD 

For the month of [month, year] 

Date Voucher 

No. 
Description Payments 

Distribution of Payments 

Special 

Account #1 

Special 

Account #2 

Special 

Account #3 

Other 

 Account Amount 

          

          

          

          

          

   Totals       

          

   Reconciled Bal.       

   Replen. Check       

   Total       

          

 

Petty Cash Requisition Form Template 

PETTY CASH REQUISITION 

 

Accounts for which payments were made: Amount 

[list accounts here in separate rows] 
 
 
 
 

[list amounts here in 
separate rows] 

Total cash needed to replenish fund:  

 
REQUESTED BY: ______________________________ 
  
APPROVED BY: _______________________________ 
 

 
DATE: ____________ 
 
DATE: ____________ 
 
CHECK NO. ________ 
 

 


