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    Petty Cash is an amount of cash or
cash provided by a company to pay
expenses that are relatively small in
amount and are not economical if paid
by check (Suranti, 2016).

    Archives are written, oral or image
documents from the past that are
stored in written, electronic media and
maintained in a special place as a
reference (Siregar, 2019).

    Standard Operational Procedure
(SOP) is a system that regulates the
stages of a certain process or work
procedure. SOP is a written document
that contains systematic work
procedures and stages (Budihardjo,
2014).

    Flowchart is a chart that shows the
flow in a program or system procedure
logically and is used primarily as a
communication tool. Consisting of
system flowchart, document flowchart,
schematic flowchart, program
flowchart, and process flowchart
(Arnina, 2016).

Introduction

AT PT AIR MAS BATAM JAYAAT PT AIR MAS BATAM JAYA

PT Air Mas Batam Jaya is a company that uses petty cash in its operations and applies
a fluctuating system. Every transaction will be immediately recorded and stored as
proof of transaction. However, the company does not use softcopy archiving. 
The problem that arises from this are LOSS OF TRANSACTION EVIDENCE and DAMAGE
TO ORIGINAL DOCUMENTS. This can happen because there are no procedural
guidelines for managing petty cash. 
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