	[image: image1.png]HUNTERS WOODS
ELEMENTARY SCHOOL




	HUNTERS WOODS ELEMENTARY SCHOOL

Cash Box Request Procedures
	[image: image2.png]






1) Complete Cash Box Request Form (included on PTA website)
a) Please Complete the Cash Box Request Form in its entirety.  Forms that are missing information will be returned and will delay the processing of your request.

b) Please pay special attention to the date that the box is needed.  It will take two weeks prior to your event to process your request, which includes the treasurer creating the check, two officers signing the check and arranging for the check to be cashed and to create your event’s cash boxes.  

c) Also, double check that you have entered the correct amount of each denomination which you would like to have in your cash box and that the total cash requested is correct!

d) Lastly, you may e-mail your request to treasurer@hwpta.org or you may leave a hardcopy of your request in the PTA mailboxes.  Please inform the treasurer that you have left a request in his or her mailbox if you are leaving a hardcopy.

e) Keep a copy of your cash box request form for your records.

2) Cash Box Delivery

This will need to be coordinated with the Treasurer.  The Treasurer will work with you and/or meet with you to obtain or prepare a completed cash box(es) prior to your event.
3) Deposit After Your Event

Depositing Note:  The Total Cash Box amount has already been posted as a debit to your event/activity.  When recording the deposit for your event, count and include ALL cash received for the deposit.  Copies of the Deposit Form and the Deposit Procedures are available on the PTA website.  Please follow the Deposit Procedures and notify the Treasurer at treasurer@hwpta.org when you are ready to deliver the deposit.
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