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Record of Petty Cash Form

	
	

	Period:     from      /     /        to        /     /
	


Windward Industries
	Date
	Description of Transaction
	Money
  In 
	Money
Out 
	Balance
$
	Rec No.
Note/comment:
	Staff Member’s Signature 
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Receipted amounts to be sent with receipts to the Finance Manager
Copy – To remain in book
Reconciliation (for completion by Supervisor)
I certify that to the best of my knowledge this is a true and correct record.  

Signature (Supervisor)
_______________________________________________
 Date:
_____________________________
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