L. M. Nixon PTA 
Deposit Request Instructions
1711 Stanford Avenue, Stanford, CA 94305

1. Please count the money received from your event or program carefully.  

- All bills should be: separated by denomination, flat, upright, and faced in the same direction.

- Separate coins by type and roll coins as needed ($10 for quarters, $5 for dimes, $2 for nickels, and $.50 for pennies).  Coin rolls are available at Nixon or can be requested from the Financial Secretary.  Our bank does not accept loose coins over the above amounts.  

- Remove all staples from checks.

- Verify that each check has a valid date, correct payee, accurate amount, and signature.  If any of these items is missing, please contact the issuer to request a correction or replacement.  

- Secure all checks in the same order listed on the deposit sheet (envelope, rubber band, paperclip).  Organizing and separating checks by Deposit Request page number is also appreciated.
2. Use one Deposit Request form for each event or program.  For example, if you are requesting a deposit for 3 different events, please fill out 3 separate Deposit Request forms.  This ensures accurate accounting of PTA monies. 
3. To complete a Deposit Request in writing: Print and fill out the Deposit Request (next page). There are a total of four pages: a summary page, and three additional pages for deposits with over 29 checks (See #4).  Copies of these forms are available on the Nixon website or hard copies can be found in the PTA drawer at the school office.  
4.  To complete a Deposit Request using an electronic spreadsheet:  Especially if you collected a large number of checks and/or are comfortable using a spreadsheet (Excel, etc.), please use the electronic version of the Deposit Request provided on the school website.  Fill out the blue areas and the spreadsheet will calculate the rest.  After filling out the necessary information, please email the spreadsheet to the Financial Secretary.  

6.  Please remember to sign and date your deposit request in the “Submitted by” space.
5. Email the Financial Secretary with the name of your event and the total amount to be deposited.  Place the money and the completed hard copy of the Deposit Request form in the Financial Secretary folder in the PTA drawer at Becky’s desk.  Deposits with a large amount of cash should be stored in the school safe (ask Becky for assistance).  The financial secretary will verify and complete the deposit.

Nixon PTA Deposit Request
1711 Stanford Avenue, Stanford, CA 94305
Event: _________________________      Date: _________________________
	Submitted by: 
	Signature:
	Date:

	Verified by: 
	Signature:
	Date:


	Type of Coin
	# of Coins in Each Roll
	# of Rolls
	Loose Coins
	Dollar Amount

	Pennies
	50
	
	
	

	Nickels
	40
	
	
	

	Dimes
	50
	
	
	

	Quarters
	40
	
	
	

	Half-dollars
	20
	
	
	

	Dollars
	25
	
	
	

	Total Coins (line a): $


	Bills
	Number of Bills
	Dollar Amount

	$ 1.00
	
	

	$ 5.00
	
	

	$ 10.00
	
	

	$ 20.00
	
	

	$ 50.00
	
	

	$ 100.00
	
	

	Total Currency (line b): $


	#
	Check Number
	$ Amount
	#
	Check Number
	$ Amount

	1
	
	
	15
	
	

	2
	
	
	16
	
	

	3
	
	
	17
	
	

	4
	
	
	18
	
	

	5
	
	
	19
	
	

	6
	
	
	20
	
	

	7
	
	
	21
	
	

	8
	
	
	22
	
	

	9
	
	
	23
	
	

	10
	
	
	24
	
	

	11
	
	
	25
	
	

	12
	
	
	26
	
	

	13
	
	
	27
	
	

	14
	
	
	28
	
	

	Total check amount (line c): $


Total coins (line a): 





      $  _______________________
Total currency (line b): 




      $  _______________________
Total check amount (line c): 



      $  _______________________  
Total check amount from additional page(s) (line d): $ ________________________








 (line e): $ ________________________

Total number of checks:_______________

Deposit Total (add lines a, b, c, d, e together): 
      $________________________

	#
	Check Number
	$ Amount
	#
	Check Number
	$ Amount

	29
	
	
	67
	
	

	30
	
	
	68
	
	

	31
	
	
	69
	
	

	32
	
	
	70
	
	

	33
	
	
	71
	
	

	34
	
	
	72
	
	

	35
	
	
	73
	
	

	36
	
	
	74
	
	

	37
	
	
	75
	
	

	38
	
	
	76
	
	

	39
	
	
	77
	
	

	40
	
	
	78
	
	

	41
	
	
	79
	
	

	42
	
	
	80
	
	

	43
	
	
	81
	
	

	44
	
	
	82
	
	

	45
	
	
	83
	
	

	46
	
	
	84
	
	

	47
	
	
	85
	
	

	48
	
	
	86
	
	

	49
	
	
	87
	
	

	50
	
	
	88
	
	

	51
	
	
	89
	
	

	52
	
	
	90
	
	

	53
	
	
	91
	
	

	54
	
	
	92
	
	

	55
	
	
	93
	
	

	56
	
	
	94
	
	

	57
	
	
	95
	
	

	58
	
	
	96
	
	

	59
	
	
	97
	
	

	60
	
	
	98
	
	

	61
	
	
	99
	
	

	62
	
	
	100
	
	

	63
	
	
	101
	
	

	64
	
	
	102
	
	

	65
	
	
	103
	
	

	66
	
	
	104
	
	

	Total check amount (line d): $


	#
	Check Number
	$ Amount
	#
	Check Number
	$ Amount

	105
	
	
	143
	
	

	106
	
	
	144
	
	

	107
	
	
	145
	
	

	108
	
	
	146
	
	

	109
	
	
	147
	
	

	110
	
	
	148
	
	

	111
	
	
	149
	
	

	112
	
	
	150
	
	

	113
	
	
	151
	
	

	114
	
	
	152
	
	

	115
	
	
	153
	
	

	116
	
	
	154
	
	

	117
	
	
	155
	
	

	118
	
	
	156
	
	

	119
	
	
	157
	
	

	120
	
	
	158
	
	

	121
	
	
	159
	
	

	122
	
	
	160
	
	

	123
	
	
	161
	
	

	124
	
	
	162
	
	

	125
	
	
	163
	
	

	126
	
	
	164
	
	

	127
	
	
	165
	
	

	128
	
	
	166
	
	

	129
	
	
	167
	
	

	130
	
	
	168
	
	

	131
	
	
	169
	
	

	132
	
	
	170
	
	

	133
	
	
	171
	
	

	134
	
	
	172
	
	

	135
	
	
	173
	
	

	136
	
	
	174
	
	

	137
	
	
	175
	
	

	138
	
	
	176
	
	

	139
	
	
	177
	
	

	140
	
	
	178
	
	

	141
	
	
	179
	
	

	142
	
	
	180
	
	

	Total check amount (line e): $


