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chart, larger, structure, jobs, depends, formal 
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delegation, subordinates, messages, line managers, authority, 
command, hierarchy 
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Human Resources (HR) Department, The Research and 
Development (R&D) Department, Accounting Department, I.T. 
Department, The Legal Department, Marketing Department 
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Total petty cash: ______________ 
Total expenditure: ______________ 
Total remaining: ______________ 

Department* 

Date* 

Authorised by (petty cash holder) * 

Purpose* Voucher 
number 

Given to Dept. Petty cash 
given* 

Petty cash 
returned 

Total 
expenditure 

e.g.
Stamps 

342 Kevin 
Dunn 

Sales €2.50 €1.40 €1.10 

ATTACH RECEIPTS HERE 



 

12 
 

Level 3 Office Procedures 

 

 

 

 



13 

Level 3 Office Procedures 



14 

Level 3 Office Procedures 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 



15 

Level 3 Office Procedures 

































16 

Level 3 Office Procedures 



17 

Level 3 Office Procedures 



18 

Level 3 Office Procedures 

% 

% 




