
HOW TO WRITE A PETTY CASH RECEIPT

The petty cash receipt examples in the page may provide information and inspiration in making a constructive receipt or
a security deposit receipt. All of the .

The establishment of a petty cash system begins by making out a check to cash, cashing it, and placing the
cash in a petty cash box: A petty cash custodian should be designated to safeguard and make payments from
this fund. Two copies are made: one copy goes to the customer or other source, and the other cash receipt you
keep. This makes it easier to follow the paper trail if there is a dispute about the amount dispensed from petty
cash or the purpose for which it was used. At the same time, receipts are removed from the petty cash box and
formally recorded as expenses. Update cash book It is advisable to immediately update the petty cash book as
petty cash is released. Increasing the Base Fund As a company grows, it may find a need to increase the base
size of its petty cash fund. Petty Cash Receipt Template with Introduction. You may also check out payment
receipt acknowledgment. Your Petty Cash Fund Petty cash, just as the name implies, is for small amounts of
cash and little expenses. After encashing the check, the money is then added to the petty cash fund so the
custodian again has the original amount of cash for the funds. Furthermore, an invoice is much more detailed
than a cash receipt, often itemizing the list of goods or services purchased. For example, a retailer will
compare daily cash sales to the actual cash found in the cash register drawers. A check for cash is prepared in
an amount to bring the fund back up to the original level. You may also like money receipt samples. The
receipt date This refers to the date when the funds were provided or issued to the recipient. This is the
indication that they are aware of such spending and has given approval that the request is just and appropriate.
You may also see receipt formats. Release cash Once the necessary paperwork has been accomplished, it is
time to release the requested amount. MyExceLab Policies should be established regarding appropriate
expenditures that can be paid from petty cash. You may also see paid receipt templates. You may also check
out rental receipt samples. However, you should also have the recipient sign the receipt. References 3.
Managing Receipts Every dollar amount -- no matter how small -- deducted from petty cash requires a receipt.
Otherwise, it should be kept close to avoid theft and other security reasons. How to disburse petty cash 1.
Getting the Right Signature The custodian of petty cash should sign the receipt to indicate that he authorized
the funds. If a surplus or shortage is discovered, the difference will be recorded in Cash Short Over ; a debit
balance indicates a shortage expense , while a credit represents an overage revenue. Count the money before
handing it out. Although petty cash funds are usually small, the money you withdraw can add up over the
course of several months, and a petty cash receipt helps you track how the money is being used. You may also
see transport receipt templates. This voucher could contain the disbursed amount, expense type, date of
release, and the name of the person who will be receiving the amount. Description â€” To be filled with a brief
report on what the funds were used for. All of the parts listed above are important in any forms of petty cash
receipt and should be present at all time. Fill-up voucher Before the cash can be disbursed, the person making
the request should fill up a documentation to help track the type of expenditures being made. No matter what
type of receipt it is that you are using, always keep in mind that it is not just a piece of paper that you can
easily get rid of or throw away. Petty Cash Receipt 2 File format:. You may also see free cash receipt sample.


