
Petty Cash Tracking Form 
	
Name and Job Title: 
 
Show: 
 
Date: 
 
Purpose: 
 
 
 
Amount 
Withdrawn & 
Date: 

Receipt Totals 
Amount 
Returned & 
Date: 

Spending 
Total 

    

 
Initial: 
 
 
 
 
      
Signature: 
 
Date: 
 
 
Please Attach receipts to a separate piece of paper with 
scotch Tape.  Above each receipt please label with a 
description of expense.  On Receipt please High Light the 
Total and the Date with a Yellow Highlighter.  Please  three 
hole punch and staple piece(s) of Paper with attached 
receipts and this form together, place this form on the front 
and staple in the top left corner.  Thank you. 
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