Finance Committee Guidelines

1)    Either plan to be at fundraiser OR make arrangements ahead of time for someone to be in charge of money collections. 

2)    CONTACT ME [board chair] and tell me who is going to be doing the money collections if it's not you. If I haven't heard from you I will assume that you are doing it.

3)     Make sure that individual has the proper paperwork available....I carry some 

forms and I believe Jerel still has some....wouldn’t hurt to give a few to each of the people on your committee. No one should ever count the funds alone, even during the show it is best that at least 2 people be counting. Anyone who helps count needs to sign off on the Financial Recap Sheet at the end of the evening.

4)     If you're taking the deposit from someone else, verify the money when the 

exchange is made. If they are making the deposit be sure they have the proper 

5) account number and deposit slip for Chase. Attached are copies of typical deposit slip.

6) Deposits are made approximately once a week, depending on how much money has

 been taken in. We are charged per item per deposit so unless there is some massive amount of money to deposit I usually hold it until the first of the week--Mon or Tues--after a week end of fundraising but you can adjust this to your own schedule. During the week the shows like juke box are smaller so it's not an issue to get it right to the bank but does need to be done within the week.

6) After completion of form, give pink copy to the hosts of the show. Retain white and

 yellow copies.  After deposit is made, attach bank deposit receipt to all white copies pertaining to that receipt and give to the  Treasurer as soon as possible. You keep yellow copies for your records of deposit.

Counting Money at Fundraisers & Making Deposits

a) Bars prefer that 1’s be counted and either clipped or banded in amounts of $50, all facing the same direction.  They will generally buy these ones from you and prefer to do it throughout the evening rather than all at once.  BRB will only do it that way.

b) If you have closed out your sheet and it’s been signed off by everyone—and someone offers you more money—it’s all about the dollars, we don’t refuse to take them. Re-mark your sheet with the additional amount and initial the changes.

c) If you’re recounting money/combining money to make a deposit and realize there was a counting error made, correct the error and please notify me [board chair] of the correction.
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