
 

 

Step 1: Date the form is filled 
out/money is turned over to the 
ASB 

Step 2: Date of fundraising event 

Step 3: General Ledger account 
number, if known, and Name of 
Trust  

Step 4: Name of fundraising 
event 

Step 5: Quantities and totals 

Step 6: Subtotals 

Step 7a: If prepared for a 
fundraiser at a Club level, 
monies must be counted and 
verified at the Club prior to 
turning over to the ASB. 

Step 7b: Then, monies counted 
and verified again at the ASB. 
There must be four signatures 
(two from the Club and two from 
the ASB). 

Step 8: If prepared at the ASB 
level, monies should be counted 
and verified. There must be two 
signatures from the ASB.  

Step 7a 

MONEY DEPOSIT FORM HOW-TO (STEPS 1-8) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 




