Work Station:

Recei pt From

Tot al

Regi st er

Cash on Hand

Dem
$1
$2
$5
$10
$20
$50
$100

Coins =
Subt otal’

Checks

Renot e Recei pt Registration
Wor ksheet Reconciliation

To:

Dat e:

Anmount

Credit Cards (see note)
Total Cash on Hand

Less Cash Change

Total Registration Proceeds

Cash Over/ Short

Signature

Comrent s:

Not e:
Al l
their own speci al

Credit card transaction should not be included with normal receipts.
credit card transaction should be processed
sequence of nunbers.

Reconci li ati on checkli st

o w DN

Ensure all

voi ds

Mat ch checks to receipts

voi ds have been processed

Look for m ssing recei pt nunbers in register listing

Check al

Check receipts/register listing to ensure the correct fee

Revi ewed By

together with



anount s have been recorded

6. Verify deposit



