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Petty Cash Policies 

Petty Cash Movement of Bank Drawing 

 

Cheque Prepared & Signed by CFO 

Drawing Letter Approved by SM/CFO 

as per their authorization Power 

CFO/Sr. Manager Accounts 

Less than 20000 Drawing- Letter to SM 

More than 20000 Drawing- Letter to CFO 

Request Letter from Petty Cash 

Accountant for Bank Drawing 

Receiving Form Submission to Accountant for Tally Entry 

Drawing letter with approval will 

come to PP Manager 

Sign on PP by SM/CFO/PCA 

PP Manager will check approval & Prepare PP 

Cash Received & delivered to PCA & Getting 

his receiving Signature in the Delivery Form 

Accounting Entries in Tally 

Printing of Tally Voucher & Signed by Accountant & Sr Manager Accounts 

Filing the Printed Tally Voucher, Receiving form & 

Drawing letter in Box File of Accounted Voucher 


