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                     　Petty Cash Voucher
Staff name     : ________________________

Date of claiming the expense :    ________________________

For the month                         :    ________________________

	Types of expenses
	Please tick

	1. Travel
	

	2. Entertainment
	

	3. Miscellaneous
	


	The items to claim the expenses


	Sub-total

   HKD $ 

	1.


	

	2.


	

	3.


	

	4.


	

	5
	

	6.
	

	7.


	

	8.


	

	9.


	

	10.


	

	11.


	

	12.


	

	                                                                                                              Total amount $
	


	By Staff’s signature :


	Approved by your:

	Date : 
	Date : 


* When you submit this form to the Administration Department , please also attach the relevant supporting receipt to the items you would like to claim. 

