My Company Ltd.

Our Slogan ™

PETTY CASH JOURNAL
	
	Year:
	YYYY

	Prepared By:
	Accounting Manager Name
	Month:
	MMMM

	

	Date
	Voucher Number
	Account Description
	Account Number
	Payee
	Approved by
	Total
	Balance



	1-Jan
	
	Opening balance
	
	
	
	
	500.00

	4-Jan
	1000
	Equip maintenance
	8000
	My Co Employee
	Accting Mgr
	($187.50)
	312.50

	13-Jan
	1001
	Office Supplies
	8100
	My Co Employee
	Accting Mgr
	($23.45)
	289.05

	19-Jan
	
	Cash Sales
	2000
	Petty Cash Fund
	Sales Mgr
	$50.00 
	339.05

	26-Jan
	
	Transfer to Petty Cash
	3000
	Petty Cash Fund
	Accting Mgr
	$1,000.00 
	1339.05

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	

	
	Total Vouchers Amount:
	(210.95)

	
	Total Receipts:
	50.00

	
	Petty Cash Reimbursement:
	1000.00

	
	Cash on Hand:
	1300.05

	
	Overage (Shortage):
	(39.00)

	
	Balance Forward:
	1300.05

	

	
	
	Date
	Name
	Signature

	
	Audited by:
	
	
	

	
	

	
	
	Date
	Name
	Signature

	
	Approved by:
	
	
	


My Company Ltd. 

Street Address, City, State/Province Country ZIP



TEL: (333) 555-0100    FAX: (333) 555-0111    www.mycompany.com


