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Cash Receipt / Deposit Form

Budget Category/Project: 




 Date: 


Coins:
Pennies 





Nickels 





Dimes





Quarters





Dollar




Total: $



Cash:
$1.00





$5.00





$10.00





$20.00





Other




Total: $



Checks:
# 
  List (list of checks attached) 
Total: $






Grand Total: $ 








	Committee Chair: 




Signature: 




Date: 
      Amount: $ 



	Verified By: 



Signature: 



Date: 
      Amount: $ 




Treasurer: 




Date Received: 



Amount: $




Date Deposited: 




Dana Association 
Cash Receipts/Deposit Process

1. Prepare Cash Receipts/Deposit Form:

a. Indicate Budget Category or Project

b. Date Submitted

c. List specific categories of Coin and Receipts.  Coin rolls are available through the Treasurer.

d. Attach a list of Checks.  Indicate the number of checks attached.

e. Total each category of payment (coin, cash, checks) and provide a Grand Total.

f. FIRST SIGNATURE. The committee chair or designee should PRINT NAME, SIGN the form, DATE and indicate AMOUNT.
g. SECOND SIGNATURE.  A second person, preferable from the committee submitting the deposit, should PRINT NAME, SIGN the form, DATE and indicate AMOUNT.
2. Complete the Cash Receipts/Deposit Form and call the Treasurer regarding the Deposit for pick up at school or other location.  DO NOT LEAVE THE DEPOSIT IN THE SCHOOL OFFICE.  Retain a copy for your committee file.
3. The Treasurer will verify the amounts to deposit with the Committee Chair or designee.
4. The Treasurer will deposit the funds to the BANK.
