
Example 12: Petty cash book

	Date
	Particulars
	Rec’ts
	Payments
	Postage
	Stationery
	Misc.

	1/1/03
	Cheque no.123
	$50.00
	 
	 
	 
	 

	3/1/03
	Stamps
	 
	$1.00
	$1.00
	 
	 

	 
	Account Book
	 
	$3.15
	 
	$3.15
	 

	7/1/03
	Stamps
	 
	$1.00
	$1.00
	 
	 

	21/1/03
	Matches
	 
	$0.50
	 
	 
	$0.50

	22/1/03
	Butter
	 
	$2.20
	 
	 
	$2.20

	25/1/03
	String
	 
	$2.95
	 
	 
	$2.95

	 
	Total Spent
	 
	$10.80
	$2.00
	$3.15
	$5.65

	 
	Cash on Hand
	 
	$39.20
	 
	 
	 

	 
	 
	 
	$50.00
	 
	 
	 

	31/1/03
	Balance on hand
	$39.20
	 
	 
	 
	 

	 
	Cheque no.128
	$10.80
	 
	 
	 
	 

	 
	Reimbursement
	$50.00
	 
	 
	 
	 


