HUNTERS WOODS ELEMENTARY SCHOOL PTA
Deposit Procedures
1) Complete Detail “EXCEL” Spreadsheet  (the spreadsheet is provided to the bank as the deposit slip)  If you are not familiar with EXCEL please print the information as displayed in the spreadsheet.
a) Record number of each currency (5’s – 10, 10’s – 22 ect.) and subtotal.

b) Record total coins.

c) Record checks to include PAYEE, AMOUNT, and CHECK number.  Subtotal all checks.

d) Total all subtotals (currency, coin and checks).

e) Ensure subtotals for currency and coin agree with cash count.  Ensure check total includes all checks and is accurate. 
f) Contact Treasurer for example of spreadsheet.  Spreadsheet will also be added to the PTA website.
2) Complete Treasury Deposit Form (included on PTA website)  
a) Complete “Date”.

b) Complete “Person Completing Detail Deposit Information”.

c) Complete “Phone Number”.

d) Complete “PTA Committee”.

e) Record amounts of coin, currency and checks.  Amounts recorded should equal the subtotals on your detail EXCEL spreadsheet.  The total should also equal the total amount on your EXCEL spreadsheet.

f) Sign the form acknowledging that the total deposit amount is complete and accurate.
3) Transfer Deposit Including Completed EXCEL Spreadsheet and Treasury Deposit Form to Vice President 1 or Treasurer.  
a) Contact Vice President 1 or Treasurer at vicepresident1@hunterswoodspta.org or treasurer@hunterswoodspta.org
b) Deposits should be completed as timely as possible as the parent committee at the end of the fiscal year will review our records against the Virginia PTA Checklist for timeliness of deposits.  

c) Any questions or concerns relating to the instructions, please contact the Treasurer. 

