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Financial Procedures Manual for Schools

Appendix 5.4 -  Sample Petty Cash Bank Letter

<Date>



Bank

Branch

Address

Address

Postcode

Dear Sir/Madam

RE: CASH CHEQUES

I would like to inform you that _____________________ is authorised to cash Cheque number:  __________ for the sum total of £_________ on behalf of <School Name>.

Should you have any queries regarding this then please contact:  <Headteacher’s name> on 020 xxxx xxxx.

Many Thanks

A N Other

Headteacher
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