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SERVICE UNIT PETTY CASH WORKSHEET

**Do not mix personal money with petty cash**

Return Within One Week of Event To:  Service Unit Treasurer
If expenses are less than petty cash received, return the remainder of the cash.
Include ALL receipts.
FROM 




  FOR 









      Name





   Event/Program
Amount of initial check received for petty cash

$



EXPENSES

EXPLANATION





          TOTAL

Food











Program Supplies









Tokens of Appreciation








Equipment










Telephone










Postage & Shipping









Photocopying










Meeting/Conference Fee








Other
___________________________






Total Amount Spent






$



Expense over (to be reimbursed to you)



$



Expense under (to be reimbursed to Service Unit)

$










       Date

M28
5/24/11
   TM/nlmr
