PETTY CASH FUND RECONCILIATION 

The Fund Custodian is responsible for insuring that the total amount of the fund is accounted for at all times and should reconcile the Petty Cash Fund once a week.

The Petty Cash Fund must be also be reconciled whenever the Fund Custodian changes; forward a copy to the appropriate Financial Services accounting office in this situation.

Index/Fund where Petty Cash is recorded:      
Cash on Hand: 

Currency $     
Coin $     
Cash Items: 

Petty Cash Advances for Purchases $     
Receipts for Purchases:
 $      (total number of receipts:     )

Total Cash and Cash Items $     
Less: 

Original Petty Cash Balance $     
Difference: (Should be zero) $     
 

___________________________________________ __________________
Fund Custodian/Date 

___________________________________________ __________________
* New Fund Custodian/Date 

*For a change of Fund Custodian 

