
SAMPLE BELOW

Petty Cash Recoup/Audit Form
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	Petty Cash Audit

	 
	 
	 
	 
	 
	 
	 

	___________

	Date

	 
	 
	 
	 
	 
	 
	 

	Float   $500.00  

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 Denominations 
	 
	Qty
	 
	 Amount 
	 

	Cash on Hand
	 
	 
	 
	 
	 
	 

	 
	 $100.00 
	 
	 
	 
	   
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 $50.00 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 $20.00 
	 
	 
	 
	 -   
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 $10.00 
	 
	1
	 
	 10.00 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 $5.00 
	 
	0
	 
	 -   
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 $2.00 
	 
	1
	 
	 2.00 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 $1.00 
	 
	9
	 
	 9.00 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 $0.50 
	 
	8
	 
	 4.00 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 $0.20 
	 
	13
	 
	 2.60 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 $0.10 
	 
	26
	 
	 2.60 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 $0.05 
	 
	32
	 
	 1.60 
	 31.80 

	 
	 
	 
	 
	 
	 
	 

	Total Vouchers
	 
	 
	 
	 
	 
	 $468.20 

	 
	 
	 
	 
	 
	 
	 

	Total
	 
	 
	 
	 
	 
	 500.00 

	 
	 
	 
	 
	 
	 
	   

	Float
	 
	 
	 
	 
	 
	 500.00 

	 
	 
	 
	 
	 
	 
	   

	Over (Under)
	 
	 
	 
	 
	 
	 -   

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Prepared by : _______________________
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 Approved by

	 
	 
	 
	 
	 
	 

	Checked and entered by: ______________________
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	Petty Cash Recoup
	 

	4-Apr-17
	 

	Date
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	Date
	Employee
	Invoice
	Description
	Code
	 GST (Net) 
	 GST 
	 Gross 
	 

	18/11/2016
	 
	 
	Office photo frame
	Office Expense
	 6.36 
	 0.64 
	 7.00 
	 

	21/11/2016
	 
	 
	Milk
	General Expense
	 2.00 
	 -   
	 2.00 
	 

	21/11/2016
	 
	 
	Express mail
	postage
	 5.77 
	 0.58 
	 6.35 
	 

	22/11/2016
	 
	 
	Team meeting-donuts
	meeting
	 8.64 
	 0.86 
	 9.50 
	   

	24/11/2016
	 
	 
	Milk
	General Expense
	 2.00 
	 -   
	 2.00 
	 

	25/11/2016
	 
	 
	Meeting morning tea-A
	meeting
	 6.70 
	 -   
	 6.70 
	 

	25/11/2016
	 
	 
	Meeting morning tea-B
	meeting
	 15.72 
	 1.58 
	 17.30 
	 24.00 

	2/12/2016
	 
	 
	Petrol reim-photography
	Fuel
	 20.18 
	 2.02 
	 22.20 
	 

	5/12/2016
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 
	 

	7/12/2016
	 
	 
	Tissue Boxes
	general Expense
	 8.95 
	 0.90 
	 9.85 
	 

	8/12/2016
	 
	 
	Postage-padded bag
	postage
	 2.77 
	 0.28 
	 3.05 
	 

	8/12/2016
	 
	 
	Christmas Cards
	ofiice expense
	 11.36 
	 1.14 
	 12.50 
	 

	9/12/2016
	 
	 
	Meeting-morning tea-A
	meeting
	 8.42 
	 -   
	 8.42 
	 

	9/12/2016
	 
	 
	Meeting-morning tea-B
	meeting
	 11.62 
	 1.16 
	 12.78 
	 21.20 

	12/12/2016
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 
	 

	15/12/2016
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 
	 

	16/12/2016
	 
	 
	Bday cake-Blaine
	meeting
	 25.59 
	 2.56 
	 28.15 
	 

	19/12/2016
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 
	 

	24/12/2016
	 
	 
	Milk
	General Expense
	 2.00 
	 -   
	 2.00 
	 

	28/12/2016
	 
	 
	Christmas Cards-A
	Office Expense
	 4.55 
	 0.45 
	 5.00 
	 

	28/12/2016
	 
	 
	Stamps-B
	Postage
	 12.41 
	 1.24 
	 13.65 
	 18.65 

	10/01/2017
	 
	 
	Milk
	General Expense
	 2.00 
	 -   
	 2.00 
	 

	12/01/2017
	 
	 
	Milk
	General Expense
	 2.00 
	 -   
	 2.00 
	 

	16/01/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 
	 

	19/01/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 
	   

	20/01/2017
	 
	 
	Team meeting-afternoon tea-A
	meeting
	 12.15 
	 -   
	 12.15 
	 

	20/01/2017
	 
	 
	Team meeting-afternoon tea-B
	meeting
	 7.36 
	 0.74 
	 8.10 
	 20.25 

	23/01/2017
	 
	 
	Milk/Tea bags-A
	General Expense
	 14.00 
	 -   
	 14.00 
	 

	23/01/2017
	 
	 
	Cleaning essentials-B
	Cleaning
	 21.14 
	 2.11 
	 23.25 
	 37.25 

	25/01/2017
	 
	 
	Staff BBQ ausstralia Day
	Entertainment
	 101.05 
	 -   
	 101.05 
	 

	30/01/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 
	 

	2/02/2017
	 
	 
	Milk
	General Expense
	 2.00 
	 -   
	 2.00 
	 

	3/02/2017
	 
	 
	Fruits-kitchen supply
	general Expense
	 17.45 
	 -   
	 17.45 
	 

	6/02/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 
	 

	10/02/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 
	 

	10/02/2017
	 
	 
	OT-Lunch
	general Expense
	 6.82 
	 0.68 
	 7.50 
	 

	21/02/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 
	 

	24/02/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 
	 

	24/02/2017
	 
	 
	morning tea Supplies-A
	GEneral Expense
	 8.62 
	 0.86 
	 9.48 
	   

	24/02/2017
	 
	 
	morning tea Supplies-B
	GEneral Expense
	 8.67 
	 -   
	 8.67 
	 18.15 

	7/03/2017
	 
	 
	Milk  
	General Expense
	 4.00 
	 -   
	 4.00 
	 

	10/03/2017
	 
	 
	Team meeting-morning tea-A
	Meeting
	 12.65 
	 1.27 
	 13.92 
	   

	10/03/2017
	 
	 
	Team meeting-morning tea-B
	Meeting
	 8.68 
	 -   
	 8.68 
	 22.60 

	15/03/2017
	 
	 
	Milk  
	General Expense
	 4.00 
	 -   
	 4.00 
	 

	20/03/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 
	 

	23/03/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 
	 

	29/03/2017
	 
	 
	Milk tea bags
	General Expense
	 8.50 
	 -   
	 8.50 
	 

	29/03/2017
	 
	 
	Parking-Benjamin way
	Travel-National
	 0.91 
	 0.09 
	 1.00 
	   

	
	
	
	
	
	
	
	
	


Vouchers Details
Entry Details- Payable
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	Petty Cash Recoup

	4-Apr-17

	Date

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	Date
	Employee
	Invoice
	Description
	Code
	 GST (Net) 
	 GST 
	 Gross 

	 
	 
	 
	 
	 
	 
	 
	 

	23/01/2017
	 
	 
	Cleaning essentials
	Cleaning
	 21.14 
	 2.11 
	 23.25 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	25/01/2017
	 
	 
	Staff BBQ ausstralia Day
	Entertainment
	 101.05 
	 -   
	 101.05 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	2/12/2016
	 
	 
	Petrol reim-photography
	Fuel
	 20.18 
	 2.02 
	 22.20 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	21/11/2016
	 
	 
	Milk
	General Expense
	 2.00 
	 -   
	 2.00 

	24/11/2016
	 
	 
	Milk
	General Expense
	 2.00 
	 -   
	 2.00 

	5/12/2016
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 

	12/12/2016
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 

	15/12/2016
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 

	19/12/2016
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 

	24/12/2016
	 
	 
	Milk
	General Expense
	 2.00 
	 -   
	 2.00 

	10/01/2017
	 
	 
	Milk
	General Expense
	 2.00 
	 -   
	 2.00 

	12/01/2017
	 
	 
	Milk
	General Expense
	 2.00 
	 -   
	 2.00 

	16/01/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 

	19/01/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 

	23/01/2017
	 
	 
	Milk/Tea bags
	General Expense
	 14.00 
	 -   
	 14.00 

	30/01/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 

	2/02/2017
	 
	 
	Milk
	General Expense
	 2.00 
	 -   
	 2.00 

	3/02/2017
	 
	 
	Fruits-kitchen supply
	general Expense
	 17.45 
	 -   
	 17.45 

	6/02/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 

	10/02/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 

	21/02/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 

	24/02/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 

	24/02/2017
	 
	 
	morning tea Supplies
	GEneral Expense
	 8.67 
	 -   
	 8.67 

	7/03/2017
	 
	 
	Milk  
	General Expense
	 4.00 
	 -   
	 4.00 

	15/03/2017
	 
	 
	Milk  
	General Expense
	 4.00 
	 -   
	 4.00 

	20/03/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 

	23/03/2017
	 
	 
	Milk
	General Expense
	 4.00 
	 -   
	 4.00 

	29/03/2017
	 
	 
	Milk tea bags
	General Expense
	 8.50 
	 -   
	 8.50 

	 
	 
	 
	 
	 
	 120.62 
	 -   
	 120.62 

	 
	 
	 
	 
	 
	 
	 
	 

	10/02/2017
	 
	 
	OT-Lunch
	general Expense
	 6.82 
	 0.68 
	 7.50 

	24/02/2017
	 
	 
	morning tea Supplies
	GEneral Expense
	 8.62 
	 0.86 
	 9.48 

	7/12/2016
	 
	 
	Tissue Boxes
	general Expense
	 8.95 
	 0.90 
	 9.85 

	 
	 
	 
	 
	 
	 24.39 
	 2.44 
	 26.83 

	 
	 
	 
	 
	 
	 
	 
	 

	25/11/2016
	 
	 
	Meeting morning tea
	meeting
	 6.70 
	 -   
	 6.70 

	9/12/2016
	 
	 
	Meeting-morning tea
	meeting
	 8.42 
	 -   
	 8.42 

	20/01/2017
	 
	 
	Team meeting-afternoon tea
	meeting
	 12.15 
	 -   
	 12.15 

	10/03/2017
	 
	 
	Team meeting-morning tea
	Meeting
	 8.68 
	 -   
	 8.68 

	 
	 
	 
	 
	 
	 35.95 
	 -   
	 35.95 

	 
	 
	 
	 
	 
	 
	 
	 

	20/01/2017
	 
	 
	Team meeting-afternoon tea
	meeting
	 7.36 
	 0.74 
	 8.10 

	22/11/2016
	 
	 
	Team meeting-donuts
	meeting
	 8.64 
	 0.86 
	 9.50 

	9/12/2016
	 
	 
	Meeting-morning tea
	meeting
	 11.62 
	 1.16 
	 12.78 

	10/03/2017
	 
	 
	Team meeting-morning tea
	Meeting
	 12.65 
	 1.27 
	 13.92 

	25/11/2016
	 
	 
	Meeting morning tea
	meeting
	 15.72 
	 1.58 
	 17.30 

	16/12/2016
	 
	 
	Bday cake-Blaine
	meeting
	 25.59 
	 2.56 
	 28.15 

	 
	 
	 
	 
	 
	 81.58 
	 8.17 
	 89.75 

	 
	 
	 
	 
	 
	 
	 
	 

	18/11/2016
	 
	 
	Office photo frame
	Office Expense
	 6.36 
	 0.64 
	 7.00 

	28/12/2016
	 
	 
	Christmas Cards
	Office Expense
	 4.55 
	 0.45 
	 5.00 

	8/12/2016
	 
	 
	Christmas Cards
	ofiice expense
	 11.36 
	 1.14 
	 12.50 

	 
	 
	 
	 
	 
	 22.27 
	 2.23 
	 24.50 

	 
	 
	 
	 
	 
	 
	 
	 

	21/11/2016
	 
	 
	Express mail
	postage
	 5.77 
	 0.58 
	 6.35 

	8/12/2016
	 
	 
	Postage-padded bag
	postage
	 2.77 
	 0.28 
	 3.05 

	28/12/2016
	 
	 
	Stamps
	Postage
	 12.41 
	 1.24 
	 13.65 

	 
	 
	 
	 
	 
	 20.95 
	 2.10 
	 23.05 

	 
	 
	 
	 
	 
	 
	 
	 

	29/03/2017
	 
	 
	Parking-Benjamin way
	Travel-National
	 0.91 
	 0.09 
	 1.00 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 449.04 
	 19.16 
	 468.20 




