
College Station Independent School District
  REPLENISH PETTY CASH

Campus/Department

Amount

Coins Qty

CASH REMAINING IN BOX

 Value Amt     Bills Qty Value Amt TOTAL SUMMARY OF RECEIPTS
Pennies Ones
Nickels Fives TOTAL CASH REMAINING IN BOX +
Dimes Tens
Quarters Twenties WAITING FOR REIMBURSEMENT +
Halves Other

TOTAL AMOUNT PETTY CASH =

     Subtotal Coins      Subtotal Bills

Business Office Use Only

DateReviewed by: Signature Principal/Department Head 

Date of Purchase

Employee Submitting Report Vendor #

SUMMARY OF RECEIPTS

Vendor Description Budget Code Acct Code

Reconcile petty cash box on a monthly basis and send to the business office
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