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PETTY CASH RECEIPTS FORM

Purchases such as paper, stationary, etc can generally be done at booth level assuming 

you have authority from Management.  When leaving the booth, ensure you have posted 

in Slack that you are making a purchase for approval.

1. When you purchase items for the station you have to record this using the Petty 

Cash Receipts form: https://www.ezytaxblue.com.au/admin-portal > Petty Cash 

Receipts OR https://form.jotform.com/211100632534035 

2. Enter both your first and last name.

3. Enter the station number for which you are taking the cash from to pay for the 

items. Eg. EWTQ02 or EIBQ01.
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4. Enter what item is being purchased such as paper or pens. 

5. Before you purchase anything you need to get authorisation. Post in slack eg: 

“Need to get paper”.  Write the name of the person who authorised your purchase.
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6. When you purchase anything you need to also record it on the Banking Worksheet 

for the station that you are on.  See Float/Banking Worksheet manual for more 

details. 
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7. You need to keep the receipts for any purchases and record them in the JotForm. 

Click on Browse File and select the Camera icon. 

8. Take photo of the receipt and click ok. The file should appear with success under 
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the file.

9. Once the file is uploaded you need to sign the JotForm.  Enter the date the you are

signing and click Submit.  Keep the Receipt in the petty cash box. 
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