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Financial Procedures Manual for Schools

Appendix 5.2 -  Sample Petty Cash Reconciliation Sheet

Petty Cash Reconciliation Sheet

School Name:  _______________________________          Date:       /       /2______

	Notes
	Quantity
	Value (£)

	£50.00
	
	

	£20.00
	
	

	£10.00
	
	

	£5.00
	
	

	Coins
	
	

	£2.00
	
	

	£1.00
	
	

	50p
	
	

	20p
	
	

	10p
	
	

	5p
	
	

	2p
	
	

	1p
	
	

	
	Total Cash
	

	
	Total Vouchers (list overleaf)
	

	
	Total Cheques (list overleaf)
	

	
	TOTAL IMPREST
	

	
	Petty Cash Float
	

	
	Difference
	


Information Notes:

	


Counted by:
______________________________________________ (Print Name)
Signature: 
______________________________________________

Witnessed by: ______________________________________________ (Print Name)
Signature: 
_____________________________________________

	Vouchers

	Date of Claim
	Ref/Description
	Value (£)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Cheques

	Date of Claim
	Ref/Description
	Value (£)
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