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Financial Procedures Manual for Schools

Appendix 5.3 -  Sample Petty Cash Control Sheet

	 
	PETTY CASH CONTROL SHEET FOR:
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	       Update white cells only
	 
	Agreed Float:
	 
	 
	 
	 
	 

	 
	 
	 
	 
	B/fwd balance:
	 
	 
	 
	 
	 

	 
	 
	 
	 
	Cheque cashed:
	 
	 
	 
	 
	 

	 
	 
	 
	 
	C/fwd balance:
	 
	 
	 
	 
	 

	 
	 
	 
	 
	Amount claimed:
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Date
	Voucher no.
	School Budget
	CFR Code
	Cash 
Paid Out
	Cash 
Received
	Vatable?
Y/N
	Net
	VAT

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	1
	 
	 
	 
	 
	 
	 
	 
	 
	 

	2
	 
	 
	 
	 
	 
	 
	 
	 
	 

	3
	 
	 
	 
	 
	 
	 
	 
	 
	 

	4
	 
	 
	 
	 
	 
	 
	 
	 
	 

	5
	 
	 
	 
	 
	 
	 
	 
	 
	 

	6
	 
	 
	 
	 
	 
	 
	 
	 
	 

	7
	 
	 
	 
	 
	 
	 
	 
	 
	 

	8
	 
	 
	 
	 
	 
	 
	 
	 
	 

	17
	 
	 
	 
	 
	 
	 
	 
	 
	 

	19
	 
	 
	 
	 
	 
	 
	 
	 
	 

	20
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	I certify that the petty cash has been balanced and checked and request a cheque to the value of £0
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Custodian
	 
	 
	 
	 
	Dated
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Notes:
	 
	 
	 
	 
	Cheque Number:
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