PETTY CASH RECEIPT TEMPLATE

[COMPANY NAME]

[COMPANY ADDRESS LINE 1]

[COMPANY ADDRESS LINE 2]

[COMPANY PHONE NUMBER]

[COMPANY EMAIL ADDRESS]

Receipt No.: [RECEIPT NUMBER]

Date of Payment: [DATE OF PAYMENT]

RE: Petty Cash Disbursement

1. PAYEE INFORMATION

1.1 Payee Name: [PAYEE NAME]

1.2 Payee Address: [PAYEE ADDRESS]

1.3 Payee Phone Number: [PAYEE PHONE NUMBER]

1.4 Payee Email Address: [PAYEE EMAIL ADDRESS]

2. PAYMENT DETAILS

2.1 Amount Paid: [AMOUNT PAID]

2.2 Amount in Words: [AMOUNT IN WORDS]

2.3 Currency: [CURRENCY]

2.4 Payment Method: [PAYMENT METHOD]

2.5 Payment Date: [PAYMENT DATE]

2.6 Petty Cash Fund Balance Before Payment: [BALANCE BEFORE PAYMENT]

2.7 Petty Cash Fund Balance After Payment: [BALANCE AFTER PAYMENT]

3. PURPOSE OF EXPENDITURE

3.1 Description of Expense: [DESCRIPTION OF EXPENSE]

3.2 Expense Category: [EXPENSE CATEGORY]

3.3 Business Justification: [BUSINESS JUSTIFICATION]

3.4 Department or Cost Center: [DEPARTMENT OR COST CENTER]

3.5 Project or Job Reference: [PROJECT OR JOB REFERENCE]

4. SUPPORTING DOCUMENTATION

4.1 Receipt Attached: [YES/NO]

4.2 Receipt or Invoice Number: [RECEIPT OR INVOICE NUMBER]

4.3 Number of Supporting Documents Attached: [NUMBER OF DOCUMENTS]

4.4 Description of Supporting Documents: [DESCRIPTION OF SUPPORTING DOCUMENTS]

5. APPROVAL AND AUTHORIZATION

5.1 Requested By: [REQUESTER NAME]

5.2 Requester Signature: [REQUESTER SIGNATURE]

5.3 Requester Date: [REQUESTER DATE]

5.4 Approved By: [APPROVER NAME]

5.5 Approver Title: [APPROVER TITLE]

5.6 Approver Signature: [APPROVER SIGNATURE]

5.7 Approval Date: [APPROVAL DATE]

6. RECEIPT ACKNOWLEDGMENT

6.1 I, [PAYEE NAME], acknowledge receipt of the sum of [AMOUNT PAID] from [COMPANY NAME] in full settlement of the expense described above.

6.2 Payee Signature: [PAYEE SIGNATURE]

6.3 Payee Printed Name: [PAYEE PRINTED NAME]

6.4 Date Received: [DATE RECEIVED]

7. RECORDKEEPING AND NOTES

7.1 Posted to Petty Cash Ledger: [YES/NO]

7.2 Ledger Entry Reference: [LEDGER ENTRY REFERENCE]

7.3 Posted By: [POSTED BY NAME]

7.4 Posting Date: [POSTING DATE]

7.5 Additional Notes: [ADDITIONAL NOTES]

8. DECLARATION

8.1 The undersigned certify that the information contained in this receipt is true, accurate, and complete to the best of their knowledge, and that the expenditure was incurred for legitimate business purposes of [COMPANY NAME].

8.2 Prepared By: [PREPARER NAME]

8.3 Preparer Signature: [PREPARER SIGNATURE]

8.4 Preparer Date: [PREPARER DATE]
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