[image: ]Petty Cash Log

Term _______________________           Year_____________________

All petty cash purchases to be pre-approved by the canteen manager. Any purchases made must be accompanied by a receipt to be placed in the petty cash box. 
The balance of the cash box should be checked weekly by a nominated person on the P&C committee or the canteen manager and replenished when required.
Remember, If you had $100 petty cash and it has all been drained you should have $100 in receipts.

	[bookmark: _GoBack]Date
	Manager approval
	Staff member
	Cost
	Product & place of purchase
	Receipt in cash box

	e.g. 12.04.16
	Yes
	EG
	$2.55
	Printer paper from officeworks
	Yes
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