Event Cash Request Form  ---   Westbriar Elementary PTA
Please complete and return Part A to the Westbriar PTA Treasurer, westbriarptatreasurer@gmail.com, no later than two weeks prior to your event.  
Part A - Pre-event
Event Name:      
___________________________________
Requestor Name:        ___________________________________
Date(s) of Event:          ___________________________________
Cash Box Details
How many cash boxes do you need?              ___________________________________
How much money in each?                               ___________________________________
What denominations in each?                          ___________________________________
Who will be responsible for accepting the cash boxes?    _____________________________
Who will be responsible for returning the cash boxes?    _____________________________

Part B – Accepting the Cash
To be completed when the cash box is handed to the Event Designee. 
Please keep this entire document with the cash box at all times and return with the cash box. 

Event Name:      
         ___________________________________

Requestor Name:                 ___________________________________

Date(s) of Event:                   ___________________________________

Date Cash Box received:       ___________________________________

How many cash boxes did you receive?              ___________________________________
How much money is in each?                               ___________________________________
_________________________________

______________________________

Name of Event Designee



Signature of Event Designee
_________________________________

________________________________

Name of Witness




Signature of Witness

Part C – During the Event
Please keep this entire document with the cash box at all times and return with the cash box. 

Cash Box Handling Volunteers
	
	
	Shift Hours
	First & Last Name


	Contact Info
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Part D – At the End of the Event




· Two people must count the funds in the cash box at the end of the event
· Cash boxes must be returned with this document AND a completed Deposit Form Template.
If any cash tips were provided during the event please list amount and specific details below

