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6.0 ASSOCIATED DOCUMENTS: 

6.1 Petty Cash Manual (ACC-W043) 

6.2 Monthly CAL-Card/Petty Cash Transaction Log (ACC-F007) 

6.3 Petty Cash – Process Y-Requisition To Replenish Checking Account or Pay CAL Card 
Account (ACC-W035) 

6.4 CAL Card Training Binder 

6.5 US Bank Statement 

6.6 Receipts to support purchases 

7.0 RECORD RETENTION TABLE: 

Identification Storage Retention Disposition Protection

PETTY CASH – 
CAL CARD 
RECONCILIATI
ON (ACC-W038) 

Petty cash CAL 
Card 
reconciliation 

Intranet 

 

 

General 
Accounting and 
file storage 

Until the Petty 
Cash Program 
terminates 

 

7 years 

Discard as 
desired 

 

Discard as 
desired 

Secured area 

 

 

Secured area 

     

8.0 REVISION HISTORY: 

Date: Rev. Description of Revision:

3/12/07 

 

  

A 

 

  

Initial Release 
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