
Preliminary request for petty cash before formal approval

Subject: Provisional Petty Cash Request

    Dear [Finance Manager],

    I am submitting a preliminary request for petty cash of [Amount] to cover potential office-related

expenses in the upcoming days. This request is provisional and will be finalized with actual receipts.

    Your early approval will help in smooth functioning of office operations.

    Regards,

    [Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/petty-cash-request-letter


