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DIVISION OF ADMINISTRATION AND FINANCE

1801 East Cotati Avenue

Rohnert Park, California 94928-3609

 

	PETTY 
PRIVATE
CASH COUNT RECONCILIATION

Name of Custodian _________________________  Amount of Fund $ __________

Name of Petty Cash Fund _______________________________________________

Currency:                                 Coins:

        $1 . _____ X = ____________           .01 . _____ X = _________

        $2 . _____ X = ____________           .05 . _____ X = _________

        $5 . _____ X = ____________           .10 . _____ X = _________

       $10 . _____ X =____________            .25 . ______X = _________

       $20 . _____ X = ____________           .50 . _____ X = _________

       $50 . _____ X = ____________           $1  . _____ X = _________

       $100 ______ X = ____________

*Total Currency . .  .$ ___________       Total Coins . . .$ ___________

Total Cash: 

       Currency . . . $ ___________            

       Coin . . . . . $ ___________       *TOTAL CASH:     $____________

          

Vouchers (list each voucher separately, and attach tape):
_______________________________________________________   $ ____________

_______________________________________________________   $ ____________

_______________________________________________________   $ ____________

_______________________________________________________   $ ____________

_______________________________________________________   $ ____________

Total Vouchers ………………………………………………………………… . . . . . . . .  $ ____________

Total Vouchers and Cash** $______________Variance $ ________________
COUNT performed by: ______________________ ____________________ ________

                                  Signature                      Title            Date      

COUNT verified by: _______________________ ____________________ ________

                                  Signature                      Title            Date

**Should equal amount issued to custodian. If there is variance, i.e.,  funds are short or over, please explain below and provide signed acknowledgment and action taken by Department Chair. 



	COMMENTS (for any discrepancies, and other relevant information):

_______________________________________________________________________________________




      _______________________________________________________________________________________

      Acknowledgment by Department Chair:______________________________________Date:____________

      Action by Department Chair:    $_______Deposited or Fund Replenished on ___________[______]Initials

(circle appropriate action).
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