BLISSFIELD ATHLETIC BOOSTERS
CASH HANDLING PROCESS

Cash Handling Procedures The purpose of these procedures is to set guidelines for collecting, counting, depositing,
and recording monies received.

Concessions Cash Handling Process

At all activities that involve a cash drawer, monies will be double counted and recorded by at least two members.
One receipt book (with 1 carbon) will be provided to record the total. Both of the members will sign and date the
receipt, and indicate the source of the money. The deposit must be made no later than the two business days
following the collection.

The Treasurer will receive a carbon copy of the receipt and the deposit slip by the 15™ of the month. The original
receipt will be left in the receipt book. The deposit receipt from the bank should be stapled to the receipt kept by the
Treasurer.

When money is collected, if it is not taken directly to the bank, the cash drawer will be turned into the Treasurer or
concessions designee and the above process of depositing cash should be followed.

A starting cash drawer amount of $300.00 will be determined for the cash box. The cash box and the receipt book

will be kept by the Treasurer or Concessions designee. All other funds will be deposited by the next two business
days. Monthly summaries will be reported by the Treasurer.

Membership/Donations Cash Handling Process

Money collected through the mail, or other miscellaneous sources, will be recorded in a second receipt book (with 2
carbons) kept by the Membership Chair. A receipt should be sent to the person who sent in the money. The
Membership Chair is responsible for depositing the money at the bank within two business days of receiving the
money. All checks and cash should be deposited only. A second receipt copy, with the stapled deposit slip should
be turned over to the treasurer by the 15 of every month.

Monthly summaries will be reported by the Treasurer.

Physical protection of funds through the use of bank facilities and locked cash boxes or drawers shall be practiced at
all times.



