Management Handbook Form Instructions

MO-5 Petty Cash Receipt and Agreement
This form is used when the petty cash fund is given to a new manager or the petty cash fund is
increased for a manager.

The manager is personally responsible for accounting for the petty cash at the time he/she leaves
the property.

Petty cash funds must be returned to the bookkeeping department and cannot be transferred to
the next manager.
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