
CAMPUS BOOKKEEPER/SECRETARY  

STEP BY STEP CASH HANDLING INSTRUCTIONS MANUAL 

 FOR MONEY COLLECTED FROM SPONSORS  
Summary Points 

• Never leave money unattended! 
 

• Take appropriate security measures, locked cash boxes, safes, and vaults should be used to protect all cash and cash 
items. 

 

• Verify that all documentation is present and was received from the sponsor. 
 

• Issue a Receipt to the Sponsor for the amount that was collected at the time it is collected 
 

• Elementary campuses deliver money to bank or feeder H.S./J.H. where it will be delivered to the bank through 
armored car services on a timely manner. 

 

• DO NOT take money collected home, deposit into your personal bank account, receive money through Cashapp, get 
a money order/cashier’s check, etc. (NO EXCEPTIONS!) 

 

• DO NOT alter receipts or use white out, void them. (Voided Receipts MUST be kept in the receipt book with all 3 
originals attached) 

•  DO NOT Empty receipt books, keep them in a safe place for five years in the event of an audit is done    
                                                                              

Step by Step Instructions from Start to Finish 

1. The Campus Bookkeeper/Secretary WILL NOT send anyone away, they are to accept the deposit when the Sponsor goes to 
see them 
 

2. The Campus Bookkeeper/Secretary WILL NOT combine different deposit types 
 

3. The Campus Bookkeeper/Secretary WILL IDENTIFY & VERIFY that Sponsor has all documentation attached (Sponsor Deposit 
Checklist). Verify the following based on Deposit Type:   

(CLICK ON DEPOSIT TYPE TO VIEW IMAGES OF REQUIRED DOCUMENTS FROM SPONSOR) 

TICKET/BRACELET SALES     BOOKFAIR      PRESALE/INVENTORY    

   FEES/DUES         BUSINESS CHECKS & CASH      FOOD SALES  
  

         DONATIONS         UNUSED TRAVEL          CHANGE BOX FUNDS 
4. The Campus Bookkeeper/Secretary WILL sign the Sponsor Deposit checklist if it is complete to deny it and return it if it is 

missing information  
(CLICK HERE TO VIEW SPONSOR DEPOSIT CHECKLIST FORM IMAGE DESCRIPTION)    
LINK 

5. The Campus Bookkeeper/Secretary WILL count the money/checks received from the sponsor at the time it is delivered and 
verify the quantity using the Sponsor Tabulation Sheet (Bookkeeper/Secretary will note any discrepancies)                       
(CLICK HERE TO VIEW SPONSOR TABULATION OF MONIES DEPOSIT FORM IMAGE DESCRIPTION)     

LINK 

6. The Campus Bookkeeper/Secretary WILL write a receipt for the sponsor in the amount it collected with the following 
information:  

➢ Date: Date the funds were collected from the Sponsor 

➢ Received From: Sponsor Name 

➢ The Sum of: Extended Format of Deposit Total 

➢ $: Numeric Format of Deposit Total 

➢ For: Detailed Deposit information and Deposit Account Number 

➢ By: Bookkeeper/Secretary Signature 

➢ Deposit Type: Cash/Check/MO 

➢ By: Signature of Campus Bookkeeper/Secretary 
 

7. The Campus Bookkeeper/Secretary WILL detach the white and yellow receipts from the receipt book (Unless voided) 
 

8. The Campus Bookkeeper/Secretary WILL and issue the white original to the Sponsor at the time the money is delivered 
 

https://www.sharylandisd.org/common/pages/DownloadFileByUrl.aspx?key=iVmqKafdESOXoFvf%2f5EPOcs5lOFKrp89pt07cffjNljGaVxD3C8RkX40KGGijq%2bC3kaodlNIUmLxDHDebg7luRUyJL80HNVbeMmlbw%2fnQ3voH%2b1SospTRXNiT01F7sEMQJWqh5wExBml%2bOu3nDCE2LIFTOmzcduvvj%2fCO87pDMqIv9malQ2tIhutybDbx7mCi4ZK%2fhA3W0%2bE1hzyI0wLe76ktpUm3l0y65tafaJzGmD7LJD37iNRZHb0KIFID5VQbagRww%3d%3d
https://www.sharylandisd.org/common/pages/DownloadFileByUrl.aspx?key=ZJaSfVr5exRr62wEoYGJajmQLsQPz%2fvD1SMl16nBRb6cefy%2bIpZqgKVSbzrMmvtv4O3I1jwUiST9irwpguJuyTBRg7uduMrBkWPIuYueBgburXuzoHSmElzxECIkXnlCsFBQ0FWvQ%2b27IQllGLIfDvbdmPksBAmyXBYizfuAvQem9qfxDD3pe2ruOoFxYFKEWqjV%2fJjUV2ai%2fHccbF2sdEqUpciJu%2bo36IIm%2brxF9rFa6suYRulIzvO9eTod5ESRQwj63bbpkXDtDoyxIfGp06Ld0w0%3d


9. The Campus Bookkeeper/Secretary WILL put the yellow receipt aside and use it in (Step 12)                                                     
(CLICK HERE TO VIEW RECEIPT ISSUED TO SPONSOR IMAGE DESCRIPTION) 
 

10. The Campus Bookkeeper/Secretary WILL pull out the Deposit Log paper and issue a deposit number to the deposit in the 
following format:   C###MM##    
(CLICK HERE TO VIEW DEPOSIT LOG IMAGE DESCRIPTION)    
LINK 

➢ C: For Cash Receipt 
➢ ###:  3 Digit Campus/Org Number 
➢ MM:  2 Digit Month 
➢ #: Number on the Log (Each month it starts with 01 and so on)     

 

11. The Campus Bookkeeper/Secretary WILL pull out their deposit check list (Bookkeeper Deposit Checklist) and locate the 
deposit type and use it as a reference to gather all the required documentation for a complete deposit 
 

12. The Campus Bookkeeper/Secretary WILL note any discrepancies (if any) on the Bookkeeper/Secretary Deposit Checklist 
Form  
(CLICK HERE TO VIEW CAMPUS BOOKKEEPER/SECRETARY DEPOSIT CHECKLIST IMAGE DESCRIPTION)    
LINK 

13. The Campus Bookkeeper/Secretary WILL complete the Bookkeeper/Secretary Deposit From with the following:                 
(CLICK HERE TO VIEW CAMPUS BOOKKEEPER/SECRETARY DEPOSIT FORM IMAGE DESCRIPTION) 
LINK 

➢ Date: Will auto populate 
➢ Deposit Log#:  Deposit Log # 
➢ Campus/Org: Name of your Campus/Organization  
➢ Account #: Account number where deposit is to be posted to  
➢ Bills/Coins: Enter loose quantity for each denomination collected (Will Auto Populate the value under 

Currency/Coins) 
➢ Total Currency: Will auto populate 
➢ Total Coins: Will auto populate 
➢ Total Currency + Coins: Will auto populate 
➢ Business Checks/MO/Cashier Checks:  Enter Check/MO information (if applicable) 
➢ Total Checks: Will auto populate 
➢ Total Currency + Coins + Checks: Will auto populate 
➢ Additional Checks: See tabs CK110 
➢ Detailed Description of Receipts Collected: Detail descriptions of what the deposit is for  
➢ Signature of Bookkeeper/Secretary: Signature to indicate your agreement to the deposit 

 

14. The Campus Bookkeeper/Secretary WILL complete Deposit Ticket (Bank Ticket) using the information from the Bookkeeper 
Secretary Deposit Form with the following information:  
(CLICK HERE TO VIEW DEPOSIT TICKET IMAGE DESCRIPTION) 

➢ Date: Deposit Date 
➢ Currency:  Total Value of the bills 
➢ Coins: Total Value of the coins 
➢ Checks:  List of each check with the check value 
➢ Blank Boxes at bottom:  Total value of the Total Cash and Checks value 
➢ $: Must total checks total value  
➢ Blank Space (Right bottom of ticket, below Reenter Grand Total in Screened Boxes): Log/Deposit # 
➢ Blank Space (Left bottom of ticket): The detail description of deposit (Not just the Deposit Account) 
➢ Blank Space (Center of Deposit Ticket): The Account number the deposit will be posted into (It must match 

the # on Bookkeeper/Secretary Deposit Form sheet and the Sponsor Receipt) 
 

 

15. The Campus Bookkeeper/Secretary WILL create the Deposit Cover Sheet by making a copy of the Deposit Ticket and the 
Receipt issued to the Sponsor (in Portrait Format)  
(CLICK HERE TO VIEW DEPOSIT COVER SHEET IMAGE DESCRIPTION) 
 

16. The Campus Bookkeeper/Secretary WILL make copies of Checks/MO and Stamp them with the appropriate Account 
Endorsement Stamp (if applicable)  

(CLICK HERE TO VIEW COPIES OF CHECKS & STAMP IMAGE DESCRIPTION) 
 

 

https://www.sharylandisd.org/common/pages/DownloadFileByUrl.aspx?key=X7iSAQyy9lsQf6QxINeGekL3hA1vSiftWgcSK%2byqB45J%2b3viVyHGSOD21G8cH977odprB%2fnTNxQtoeFOwDBJoS5lBvU1gFiPNhmELS2MzdVpoMZ8XWGTwaiVOVhL32ZyGh76rIGo7xwLBpwOvQUytGO8faNuHDR6glk3b9lz0%2b5Ns0Zh%2fMs8OOVSlMqd6kneyJlsq%2f%2buhpHUuFifWHuF0JXyzJEDFHxiC4LgsNmYk%2f89I3mRa3VIQuq%2b1KfJ1tuU%2bMf1zg%3d%3d
https://www.sharylandisd.org/common/pages/DownloadFileByUrl.aspx?key=qw2hWol1f5SAKjq7YQn%2fwIP5pwGAiEW5mK3t4NZ4uKdg0BsZe4DKR%2bijJZQyPyJCJqNbXAiUu7UuxjyKrDGeMT6w91QJ%2fifIV2cEkbwZczWTdASqi4PwCOGYv0cbqYbrPgAjLEtEqFpcgFLdmDxrT5aGbh7QjV67LKEe%2f4b1A9dwXcOPJQ3tID6Mp72%2fkpHUBIhQwLolV00sYUPvXPn4XieBf%2bgeB7UYhdShbPqYTG7wyAbbebGRdw7RG%2bRNuX0gJfxmfA%3d%3d
https://www.sharylandisd.org/common/pages/DownloadFileByUrl.aspx?key=COmsgrFRVYzgAlUB1UR%2fQ0LPW4gqb2VPg1DqKAQms7Kx5odmeYphXqUvgRsiLRySzAA53rTkh4WQE6Sjg6LAzevEW%2fgch3lPsCrlOXfo8urEACPZ54vbd4Tq0BbRJAVatYtIyHiFRO5lce%2fseadBZMOYGmG6q49%2b0ckf%2b60gWCLOGBHIlKrEcPwGUo0ROYALqLcnFRyBO24x7%2f1x60WHwCY5D6ss%2bSxmpfWGKMXmYh6m1paIfnOedxKCtniR4GNabBA4IA%3d%3d


17. The Campus Bookkeeper/Secretary WILL place the Deposit Ticket (Cash/Check/MO, Etc. in a Bank Bag and fill out the 
information on the bank bag to either deliver it to the bank (Texas Regional Bank) or deliver it to the assigned Feeder H.S. or 
J.H., once a week Armored Car Services pick up.  
(CLICK HERE TO VIEW DEPOSIT BAG IMAGE DESCRIPTION) 

 

18. The Elementary Campus Secretary WILL take the sealed deposit bag of the funds to one of the following locations within 24 
business hours of collection 

• Texas Regional Bank at 2300 E Griffin Pkwy, Mission, TX 78572  
• Take the deposit to their Feeder High School or Junior High  

 

19. The High School/Junior High School Campus Bookkeeper/Secretary WILL prepare the documentation as soon as it is 
collected from the sponsor and have it ready for Armored Car Services 
 

20. The Campus Bookkeeper/Secretary WILL fill out the Armored Car Service Ticket (if Armored Car Service is used) 
(CLICK HERE TO VIEW ARMORED CAR TICKET IMAGE DESCRIPTION) 

➢ Received From: Sharyland ISD 
➢ Date:  Date of Deposit 
➢ Prepared By: Name of Campus Bookkeeper/Secretary & Campus/Org Name 

➢ Deliver to:  Texas Regional Bank 

➢ Address:  2300 E Griffin Pkwy, Mission, TX 78572 
➢ No of Items/Bags: Leave Blank  
➢ Value Said to Contain: Total for each deposit bag included in ticket 

• Separate Line for each bag 
➢ Bag Description: Bag Numbers 
➢ Total Value: Total Value of everything inside the bag 

 

21. The Campus Bookkeeper/Secretary WILL send all documentation pertaining to the deposit type to the Staff Accountant 

stapled in the following order:  
(CLICK HERE TO VIEW DOCUMENTS FROM BOOKKEEPER/SECRETARY IMAGES DESCRIPTION) 

• Deposit Cover Sheet (Bank Ticket and Receipt to Sponsor)  

• Bookkeeper/Secretary Deposit Form 

• Original Receipt issued to the Sponsor (Yellow receipt) 

• Sponsor Tabulation Distribution Form  

• Completed Sponsor Deposit Checklist  

• Completed Bookkeeper/Secretary Deposit Checklist 
 

22. The Campus Bookkeeper/Secretary WILL make a copy for their records of All the documentation that was sent to the Staff 
Accountant 

IMPORTANT REMINDERS! 
23. Remember TO SEND Accounts Payable Department the documentation they require from Travel Reimbursements 

 

24. Remember NOT TO staple Original Donation Forms to the Deposit booklet, make a Copy for the Deposit Booklet 
 

Failure to abide by Sharyland ISD policies may result in disciplinary action.  
 

 

 

 

 

 

 

 

 

 

 

Bookkeeper/Secretary Signature     Date  



❖ Image of the Sponsor Deposit Checklist form       (RETURN)   
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❖ Image of the Sponsor Tabulation of Monies Deposit form            (RETURN) 
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❖ Image of the Receipt Issued to Sponsor                                              (RETURN) 

▪ (Keep Voided Receipts in Receipt Book with all 3 Originals) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

❖ Image of the Deposit Log                                                                          (RETURN) 

▪ (One per Month, send to Staff Accountant at the end of each month) 
  

DEPOSIT # 

C ###MM## 



❖ Image of the Bookkeeper/Secretary Deposit Checklist        (RETURN) 
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❖ Image of the Bookkeeper/Secretary Deposit Form           (RETURN) 
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❖ Image of the Deposit Ticket (Bank Ticket)                                                          (RETURN) 
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DESCRIPTION HERE 



❖ Image of the Deposit Cover Sheet                                                     (RETURN) 
▪ (Portrait Format Deposit Ticket on Top & Receipt to Sponsor at the bottom) 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

❖ Image of Copies of Checks & Stamps                          (RETURN) 

▪ (Stamp with Appropriate Account Stamp on Endorsement area)  
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SAMPLE 

Sharyland ISD 

07/25/23 

100.00 
One hundred dollars & 00/100 Cents 

XYZ Art Club Donation 

ACCOUNT 

ENDORSMENT 

STAMP 

ENDORSE 

HERE 



❖ Image of the Deposit Bag                                                                                 (RETURN) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

❖ Image of the Armored Car Ticket                                                            (RETURN) 
 

 

 

  

 



❖ Images of Documents From Bookkeeper/Secretary                                (RETURN) 
Deposit Cover Sheet      Bookkeeper/Secretary Deposit Form 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Receipt Issued to Sponsor (Yellow Copy)   Sponsor Tabulation Distribution Sheet 

 

  



Sponsor Deposit Checklist      Documents Pertaining to Deposit Type              
                                                           (CLICK ON DEPOSIT TYPE TO VIEW DEPOSIT DOCUMENTATION FROM SPONSOR) 

 

❖ TICKET/BRACELET SALES 

❖ BOOKFAIR 

❖ PRESALE/INVENTORY   

❖ NONFUNDRAISER 

❖ SALES PAID WITH BUSINESS CHECKS 

❖ FOOD SALES 

❖ DONATIONS 

❖ UNUSED TRAVEL 

❖ CHANGE BOX FUNDS   

Bookkeeper/Secretary Deposit Checklist 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
             (RETURN) 
 



Images of required documentation from Sponsors per Deposit Type:  

▪ TICKET/BRACELET SALES                                                                                                                         (RETURN) 

➢ Cash (NO PERSONAL CHECKS ACCEPTED)  

➢ Signed Sponsor Deposit Checklist 

➢ Sponsor Deposit Tabulation Sheet 

➢ Copy of Approved Fundraiser/Sales Application 

➢ Ticket/Bracelet Sales Template 

➢ Ticket Stubs (Ticket Sales Only)     

Sponsor Deposit Checklist                            Sponsor Tabulation Sheet 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Laserfiche Fundraiser/Sales Application           Laserfiche Fundraiser/Sales Application (Approval Signatures) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

REQUIRED 

FIND 

 TICKET/ BRACELET 

SALES HERE 



Bracelet Sales Template 

Bracelet Sales  

 

 

 

 

 

 

 

 

 

 

 

Ticket Sales Template & Stub 

Ticket Sales                                                             Ticket Stubs (DO NOT DETACH STUBS) 

 

 

 

 

PreSalesInventory  

 

 

 

 

 

 

 

             (RETURN) 

 

  



▪ BOOKFAIR                                                                                                                                  (RETURN) 

➢ Cash (NO PERSONAL CHECKS ACCEPTED)  

➢ Signed Sponsor Deposit Checklist 

➢ Sponsor Deposit Tabulation Sheet 

➢ Copy of Approved Fundraiser/Sales Application 

➢ Daily Cash Register Report        

❖ Sponsor Deposit Checklist                            Sponsor Tabulation Sheet 
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❖ Laserfiche Fundraiser/Sales Application           Laserfiche Fundraiser/Sales Application (Approval Signatures) 
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REQUIRED 

FIND 

 BOOKFAIR 

 HERE 



Daily Cash Register Report (Bookfair Only) 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

             (RETURN) 
 

  

Cash & Checks 

 Should match 

deposit 



▪ PRESALE/INVENTORY           (RETURN) 

➢ Cash (NO PERSONAL CHECKS ACCEPTED)  

➢ Signed Sponsor Deposit Checklist 

➢ Sponsor Deposit Tabulation Sheet 

➢ Copy of Approved Fundraiser/Sales Application 

➢ Original receipts to payee or Daily Cash Report 

➢ Receipt Tally Template (When Receipts are used for payments over $5.00) 

➢ Inventory Sales Template   

❖ Sponsor Deposit Checklist                            Sponsor Tabulation Sheet 
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❖ Laserfiche Fundraiser/Sales Application           Laserfiche Fundraiser/Sales Application (Approval Signatures) 
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 PRE-SALE/ 

INVENTORY 

 HERE 



▪ Sponsor Receipts to Payee (Voided should NOT be included)  Receipt Tally Template                 

      (Yellow Copies) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Daily Collection Reprot (for payments of $5 or less)           Bracelet & PreSalesInventory Sales Template 

PreSalesInventory 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

                                                                          (RETURN)  



▪ NONFUNDRAISER          (RETURN) 

➢ Cash (NO PERSONAL CHECKS ACCEPTED)  

➢ Signed Sponsor Deposit Checklist 

➢ Sponsor Deposit Tabulation Sheet 

➢ Copy of Approved Fundraiser/Sales Application 

➢ Original receipts to payee or Daily Cash Report 

➢ Receipt Tally Template (When Receipts are used for payments over $5.00) 

❖ Sponsor Deposit Checklist                            Sponsor Tabulation Sheet 
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❖  

❖  

❖  

❖  

❖  

❖  

❖  

❖  

❖  

❖  

❖  

❖  

❖  

❖  

❖  

❖  

REQUIRED 

FIND 

NON-FUNDRAISER 

 HERE 



▪ Sponsor Receipts to Payee (Voided should NOT be included)    Receipt Tally Template             

      (Yellow Copies) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Daily Collection Reprot (for payments of $5 or less)   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

          

 

 

                                                                                              

      (RETURN)  



▪ FUNDRAISER/SALES PAID WITH BUSINESS CHECKS                                (RETURN) 

➢ Cash/Checks/MO (NO PERSONAL CHECKS ACCEPTED)  

➢ Signed Sponsor Deposit Checklist 

➢ Sponsor Deposit Tabulation Sheet 

➢ Copy of Approved Fundraiser/Sales Application 

➢ Original receipts to payee or Daily Cash Report 

➢ Receipt Tally Template (When Receipts are used for payments over $5.00) 

➢ Check Copies 

Sponsor Deposit Checklist                            Sponsor Tabulation Sheet 
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▪ Sponsor Receipts to Payee (Voided should NOT be included)    Receipt Tally Template                 

      (Yellow Copies) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Daily Collection Reprot (for payments of $5 or less)   Checks (Original & Copy) 

 

 

 

 

 

 

 

 

 

         

 

 

 

 

 

 

 

 

 

 

 

    

                                                                                              

      (RETURN)  



▪ FOOD SALES           (RETURN) 

➢ Cash (NO PERSONAL CHECKS ACCEPTED)  

➢ Signed Sponsor Deposit Checklist 

➢ Sponsor Deposit Tabulation Sheet 

➢ Copy of Approved Fundraiser/Sales Application 

Sponsor Deposit Checklist                            Sponsor Tabulation Sheet 
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                                           (RETURN) 
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FIND 

FOOD SALES 

 HERE 



▪ DONATIONS           (RETURN) 

➢ Cash/ Business Checks (NO PERSONAL CHECKS ACCEPTED)  

➢ Signed Sponsor Deposit Checklist 

➢ Sponsor Deposit Tabulation Sheet 

➢ Copy of Approved Fundraiser/Sales Application 

➢ Original receipts to payee or Daily Cash Report 

➢ Receipt Tally Template (When Receipts are used for payments over $5.00) 

➢ Check Copies 

➢  Signed Donation Form 

➢ Copy of Signed Donation Form 

Sponsor Deposit Checklist                            Sponsor Tabulation Sheet 
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Laserfiche Fundraiser/Sales Application            Laserfiche Fundraiser/Sales Application (Approval Signatures) 
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REQUIRED 

FIND 

DONATIONS 

 HERE 



▪ Sponsor Receipts to Payee (Voided should NOT be included)    Receipt Tally Template             

      (Yellow Copies) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Daily Collection Reprot (for payments of $5 or less)   Checks (Original & Copy) 

 

 

 

 

 

 

 

 

 

         

 

 

 

 

 

 

 

 

 

 

 

    

                                                                                                  

              



Donation Form  (Original & Copy)          

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

                                                                                              

      (RETURN)  

 

    

  



▪ UNUSED TRAVEL           (RETURN) 

➢ Cash (NO PERSONAL CHECKS ACCEPTED)  

➢ Signed Sponsor Deposit Checklist 

➢ Sponsor Deposit Tabulation Sheet 

➢ Copy of Approved Purchase Order 

➢ Original Student Meal Advance Template 

➢ Copy of Student Meal Advance Template Check Copies 

➢ Original Receipts  

➢ Copy of Receipts 

Sponsor Deposit Checklist                            Sponsor Tabulation Sheet 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Purchase Order  (Original & Copy)         Check Reconciliation (Student Meal Allowance Template) 

FIND 

UNUSED TRAVEL 

FUNDS  

 HERE 



Receipts  (Original & Copy 

 

 

 

 

                                                                                              

      (RETURN)  

 

 

  



▪ CHANGE BOX FUNDS             (RETURN) 

➢ Cash (NO PERSONAL CHECKS ACCEPTED)  

➢ Signed Sponsor Deposit Checklist 

➢ Sponsor Deposit Tabulation Sheet 

➢ Copy of Approved Fundraiser/Sales Application 

➢ Copy of Approved Purchase Order 

❖ Sponsor Deposit Checklist                            Sponsor Tabulation Sheet 

❖  

❖  

❖  

❖  

❖  

❖  

❖  

❖  

❖  

❖  

 

 

 

 

 

 

 

 

 
  

 Laserfiche Fundraiser/Sales Application         Laserfiche Fundraiser/Sales Application (Approval Signatures) 

❖  

❖  

❖  

❖  

❖  

❖  

 

 

 

 

 

 

 

  
REQUIRED 

FIND 

CHANGE BOX FUNDS 

RETURNED 

 HERE 



Purchase Order  (Original)          

                                                                                              

     

 

 

 

 

 

 

 

 

 

    

 

      (RETURN) 


