
RECEIPTING (SECTION III IN THE FINANCIAL PROCEDURES MANUAL)
  

Please check: 

 Not turning in money to the bookkeeper in a timely manner 

 Cash and/or checks do not match the receipt sheet 

 Ending change cash does not reconcile to the reconciliation sheet 

 Other: ________________________________________________ 

Please explain situation for the item(s) checked:  

 

 

 

 

 

 

PURCHASING (SECTION IV AND V IN THE FINANCIAL PROCEDURES 
MANUAL)  

Please check: 

 Items purchased without or before a purchase order was issued 

 Unallowable purchase made 

 Proper documentation not received in order to pay vendor (If this occurs, 
payment will NOT be made until documentation is received) 

       Other: __________________________________________________________ 

Please explain situation for the item(s) checked:  

 

 

 

 

 

__________________       _____________________       _____________________ 

Employee/Sponsor                Bookkeeper                                 Principal 

Date: _____________       ____________________          _____________________ 
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