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Instructions for Using the Cash Verification Form:

This form is used to document receipt of coins, currency, and checks from PTA events and programs.  This includes membership, fundraisers, and donations.

This form helps to safeguard volunteers’ handling of PTA funds.

There should be two people counting/receiving the cash.  One person should be a PTA Board member.  

Both counters will verify the amount of cash received, fill out the form, and sign the form.  Checks can also be listed on the form.

Make a copy of the form and leave a copy along with the cash and/or bundle of checks, in the locked PTA drop box.  Keep the other copy for your own records in case of discrepancies.  The PTA drop box is located in the PTA Nook.  

Use one form per day.  Keep track of all the forms.  Each individual program or event should have a master copy of all cash and checks received.  The master list is given to the Financial Secretary.

Whenever there is cash or checks in the box in the office, please send an email to the Financial Secretary (financialsecretary@cherrychasepta.org) and Treasurer (treasurer@cherrychasepta.org) to alert them of the money.
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CASH VERIFICATION FORM

(Membership, Fundraisers, Donations)

UNIT NAME
ACTIVITY DATE
COINS CHECKS Attach adding machine tape of itemized checks.
x 1¢ = 4 $ 4 $
x 5¢ = 4 $ 4 $
x 10¢ =
# $ # $
x 25¢ =
# $ # $
x 50¢ =
# $ # $
x $1 =
# $ # $
TOTAL $ # $ # $
# $ # $
CURRENCY # $ # $
x$ 1=
# $ # $
x$ 5=
# $ # $
x $10=
# $ # $
x $20=
# $ # $
x $50=
# $ # $
x $100 =
# $ # $
TOTAL $
TOTAL $
GRAND TOTAL $
Membership Dues
# members @ $ (dues) = $ + donations = $ Grand Total $

FOR OFFICIAL USE ONLY

Signature Amount Received: $
Signature Signature
Signature Date
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