Student Cash Incentive Reconciliation Form
Instructions:

Before cash is given the requestor must fill out this form.  The requestors name should be filled out along with the date of the request, purpose of the cash, and account number used.  The requestor then gives the form to the financial secretary who then issues a check for cash and enters on the form the check number and amount.  The requestor then takes the form and writes the name of each person who received the cash and the amount given.  When practical the individual receiving the cash should initial next to his or her name.  The sum of the amount given should be entered on the Total amount given line.  This figure should be subtracted from the Check Amount.  The difference should be receipted back into the account it was taken from.  Two individuals must sign the form verifying the persons listed received the cash indicated.  The financial secretary should enter the school receipt number on this form and include this form with the check documentation and the copy of the school receipt.  

Requestor _______________________________________

Date of request __________________
Purpose of Cash _______________________________________________________________________ __________________________________________________________________________________________________________________________________________________________________________

Account # ____________________________________________________________________________
List of individuals who received the cash and amounts given
Name



      Amount    Initial
  Name



      Amount    Initial
_________________________    _______
____
  ________________________    _______    ____ _________________________    _______
____
  ________________________    _______    ____
_________________________    _______
____
  ________________________    _______    ____
_________________________    _______
____
  ________________________    _______    ____
_________________________    _______
____
  ________________________    _______    ____
_________________________    _______
____
  ________________________    _______    ____
_________________________    _______
____
  ________________________    _______    ____
_________________________    _______
____
  ________________________    _______    ____
_________________________    _______
____
  ________________________    _______    ____
_________________________    _______
____
  ________________________    _______    ____ _________________________    _______
____
  ________________________    _______    ____
Check Amount

$____________





-
Total Amount Given
 
$____________





= 

Cash to receipt


$____________
____________________________________

_____________________________________


      Witness Signature





          Witness Signature

To be filled out by Financial Secretary

Check # _________________________________________  
Check Amount $_________________

Receipt # ________________________________________
