DODGEN MIDDLE SCHOOL PTSA
PTSA PAYMENT PROCEDURES
2011-2012

Committee chairperson(s) are responsible for collecting, counting and totaling all money to be deposited.  The deposit should be submitted with a Cash Verification Form that can be found on the Dodgen PTSA website.  www.dodgenptsa.org
Checks must be payable to “DODGEN PTSA”.

On the CASH VERIFICATION form: 

Cash:  If there is no cash, leave Totals 1 and 2 blank.  If there is cash, itemize the cash on the form and complete Total 1 for coin and Total 2 for currency.
Checks: If there are checks, provide an itemized list of the checks.  This can be handwritten, in Excel, a calculator tape, etc.  The total number and amount of checks should be listed under Total 3.  
Petty Cash: If Petty Cash was used, include this on the form under Total 4.
The chairperson completing the form should sign that they have verified the total deposit amounts for check and cash included on the CASH VERIFICATION FORM.  
Place all checks and cash in a secure envelop and place in the PTSA secure mailbox or contact the Treasurer to arrange delivery of funds.  Remember to remove any staples or tape.  
If you have any questions on how to complete the CASH VERIFICATION FORM, contact the Treasurer for assistance.  













