
Write the monetary amount you have for each 

denomination. 

Example: If you have two $20 bills you will write 

‘40’ next to the ‘$20’ box. If you have four quarters 

you will write ‘1.00’ next to the ‘.25’ box. 

40 

1.00 

Section A Instructions: 

Total Cash: Sum the amount of currency and coins 
that you wrote in the above section. Example: $41 

Total of Checks: Write the total amount of checks if 
any. Otherwise you can leave it blank.  
Example: One check for $100 

Total Deposit: Sum the amount of cash and checks 
you will be depositing. Example: $141 

41.00 

141.00 

1 100.00 

Section B Instructions: 

Write the amount of the deposit in the 

description box for the reason why your 

organization received the funds. 

Example: $41 goes in the ‘Dues’ box since the 

cash came from a member paying dues. $100 

goes in the ‘Merchandise’ box from selling org. 

merchandise. 

Total Deposit: Write the amount of the total 

deposit again. This number should match the 

total deposit amount in Section A. 

41.00 

100.00 

141.00 
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