Digital Petty Cash Request Form

Date of Request
Request No.
Department
Requested By
Purpose

Amount Requested

Currency USD j

Details / Justification

Approval & Acknowledgement

Requested By

Approved By

Received By

Important Notes

This request form must be completed before any petty cash is issued.
All requests are subject to management approval and verification.
Receipts must be attached for all expenses incurred from petty cash.
Misuse of petty cash funds may lead to disciplinary action.

Maintain a copy of this form for departmental records.
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