MONEY VERIFICATION

	· CHECK DROP SAFE ONCE A DAY.

· MONIES COLLECTED FORMS (MCF) & MONEY HAVE TO BE VERIFIED WITH A WITNESS.

· IF THE MONEY IS IN THE DROP SAFE, BE SURE TO HAVE A WITNESS VERIFY THE MONEY WITH YOU.

· IF THE SPONSOR IS GIVING THE MONEY DIRECTLY TO YOU, HE/SHE IS YOUR WITNESS.

· PROCEDURES FOR EACH MCF:

· VERIFY THAT CASH ITEMS LISTED EQUAL ‘TOTAL CASH’ AMOUNT AT BOTTOM OF FORM.

· COUNT THE CASH TO VERIFY YOU HAVE THAT AMOUNT.

· VERIFY THAT CHECK ITEMS LISTED EQUAL ‘TOTAL CHECKS’ AMOUNT AT BOTTOM OF FORM.

· ADD CHECKS TO VERIFY THE AMOUNT.

· CHECK GRAND TOTAL.
· SIGN AND DATE THE FORM AT THE THE BOTTOM IN THE “BOOKKEEPER/ PRINCIPAL” AREA.
· YOUR WITNESS WILL SIGN IN THE BOX DESIGNATED.  IF THE SPONSOR IS YOUR WITNESS, HE/SHE WILL STILL NEED TO SIGN IN THE WITNESS BOX.
· ANY CHANGES/CORRECTIONS MUST BE LINED THROUGH, REWRITTEN, AND INITIALED BY YOU AND THE SPONSOR OR WITNESS (WHOEVER IS WITH YOU WHEN THE MONEY IS VERIFIED).  THIS INCLUDES DATES.  

· IMMEDIATELY STAMP CHECKS WITH ENDORSEMENT STAMP.

· LOCK UP MONEY AND MONIES COLLECTED FORMS.
· ALL DEPOSITS MUST BE MADE AS THEY ARE GIVEN - DO NOT MAKE CHANGE OR CASH CHECKS.

· WHEN YOU HAVE $500, YOU MUST MAKE A DEPOSIT.  YOU ALSO MUST MAKE A DEPOSIT ON FRIDAYS. 


DEPOSITS

	· USE ADDING MACHINE TO TOTAL MONIES COLLECTED FORMS.  PAPERCLIP FORMS TOGETHER WITH ADDING MACHINE TAPE ON TOP.

· LIST CHECKS ON DEPOSIT SLIP (LAST NAME & AMOUNT).  IF YOU HAVE SEVERAL CHECKS, INSTEAD OF LISTING EACH INDIVIDUAL CHECK, RUN AN ADDING MACHINE TAPE OF THE CHECKS AND ENTER THE TOTAL AMOUNT ON THE DEPOSIT SLIP IN THE SPACE MARKED “TOTAL FROM ATTACHED LIST.”  PAPERCLIP THE TAPE ON TOP OF THE CHECKS AND MAKE A COPY OF THE TAPE FOR OUR RECORDS.

· COUNT CURRENCY CASH AND ENTER ON ADDING MACHINE, SUBTOTAL.  COUNT  COINS AND ENTER ON ADDING MACHINE, SUBTOTAL.  ENTER CHECKS (INDIVIDUAL OR TOTAL FROM LIST - WHICHEVER APPLICABLE) ON ADDING MACHINE AND GET A GRAND TOTAL.  CHECK THIS TOTAL TO TOTAL ON MONIES COLLECTED FORMS.  IF OK, MOVE TO NEXT STEP.  IF NOT, RECOUNT.

· WHEN YOU KNOW YOUR DEPOSIT IS RIGHT, ENTER CURRENCY AMOUNT ON DEPOSIT SLIP, COIN AMOUNT, TOTAL CASH, AND GRAND TOTAL AT BOTTOM.  ALSO ENTER GRAND TOTAL ON SIDE.  BE SURE TO DATE THE DEPOSIT SLIP AT THE TOP.

· TEAR OFF WHITE & YELLOW COPIES OF DEPOSIT SLIP AND PUT IN BANK BAG ALONG WITH ADDING MACHINE TAPE, CASH, AND CHECKS.  IF CHECKS WERE DONE AS AN ADDING MACHINE TAPE LIST, CLIP A COPY OF THIS LIST TO FRONT OF MONIES COLLECTED FORMS PACKET.
· TAKE BAG TO BANK - MAKE SURE YOU GET YELLOW COPY OF DEPOSIT SLIP BACK AND MAKE SURE IT HAS BEEN STAMPED BY BANK FOR THE RIGHT AMOUNT.

· CLIP YELLOW COPY OF DEPOSIT SLIP TO FRONT OF MONIES COLLECTED FORMS YOU DEPOSITED.

· DEPOSIT MUST BE MADE ON FRIDAYS!


