Event Check List
PLEASE RETURN TO Erica Everhart, Erica.everhart@gmail.com, no later than two weeks prior to your event.  It is not necessary to fill out the form if you include all the information in an email

Event Name:  
Requestor Name: 
Date of Event : 

How many cash boxes do you need?  
How much money in each? 

What denominations?

List any cash tips that you will need:

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Checks for Vendors:

Please list each vendor that a check needs to be written for and the amount of money the check should be made for.

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

NOTE:  Please make sure that each vendor bring an invoice or provide a receipt of payment.  Example, the person who pays for the pizza must get a receipt.

