Northwestern P T O Moncg (Guidelines 2015-2016

i. T he school safe is used PRIOR to the bank dcposit.

2. Money remains in the school safe until counted.

3. Money returns to the school safe after counted.

4. (Jselock box orlock bag before and after counting,

5. Always have two (2) people count money & checks. Then record & initial.
6. Worksheet is used for each group of twenty (20) checks.

7. T he T reasurer or (_ommittee Chairpcrson must Provide a receipt for any cash

received.
8. USing wrappers in folder, wrap cash accorc!ing!y:

(50)$1 =350

(50)$5 =$250

(50) $10=%$500

(50) $20 = $ 1000

9. Ca” the Treasurcr ASAF when dcposits are complctcd.

i0. FrePared deposits are made c!ircctlg to the bank.

[ hank You



