
Handling Payments By Check 

 

1. Confirm that there is a current address and phone number on the front of check. 

2. Check should be payable to Covington PTA. 

3. Confirm date is correct. 

4. Confirm check is signed. 

5. Write student’s name, teacher’s name and name of event in Memo area. 

6. If taking an order, please write check # and amount on order form along with your initials 

and date. 

7. Write written receipt if needed and write down receipt number on order form. Put receipt 

in envelope and write “To the parents of” with student’s name/teacher name on outside. 

Deliver to student or put in teacher’s mailbox. Can also email the family to confirm 

receipt. 

 

Handling Payments By Cash 

1. Write cash amount on order form with initials and date. 

2. Write written receipt if needed and write down receipt number on order form. Put receipt 

in envelope and write “To the parents of” with student’s name/teacher name on outside. 

Deliver to student or put in teacher’s mailbox. Can also email the family to confirm 

receipt. 

 

Deposits 

1. Fill out Deposit Voucher with name of Chairperson, Date and Event/Committee. 

2. List actual dollar amounts beside each type of Coin, Bill, etc. Coin should be rolled as 

needed. (Pennies 50 cents, Nickels $2.00, Dimes $5.00, Quarters $10.00) 

3. Write check # and then $ amount beside it. Ensure each check has student’s name, 

teacher’s name and name of event in memo area. If you run out of room, please continue 

on back of voucher. 

4. Stamp the back of each check with PTA check stamp. 

5. Total coin, bills and checks and write in amount at the bottom of each column. Please 

count number of checks as well. 

6. Total the Deposit amount on the last line = Coin + Bills + Checks 

7. Two counters should sign at the bottom of form and write phone number. BOTH 

counters must be current PTA members. 

8. Use the comments section to denote Starter Cash or Multiple Events listed on deposit 

such as a website check that may have more than one event paid out on it. 

9. Confirm that the Deposit Total matches the total amounts listed on the order forms. 



10. Fill out a Bank of America Deposit Slip with the date, coin total, cash total, check total 

and final amount. Deposits can be taken to any Bank of America branch. Cash deposits 

require photo ID. Staple bank receipt to Deposit Voucher and put in Treasurer’s File. 

11. Deposits should be taken to the Bank of America as soon as possible. If money changes 

hands to another PTA member to deposit, that person must recount the deposit. 

12. For a night deposit, you must use a Bank of America plastic deposit bag. Fill out 

Covington PTA, PO Box 7592, Date, Currency (bills), Coin, Checks and Total on bag. 

The bills and coin go in the top pouch and the deposit slip and checks go in the bottom 

pouch. Seal both pouches and keep the top sealing strip that has the bank bag number on 

it. Staple to Deposit Voucher for our records. Voucher goes in Treasurer’s File. We have 

one key to the night deposit drop at Bank of America (27103 185th Avenue SE, 

Covington, WA 98042). Two people should go to take the deposit at night. There is a 

drop slot at the back of the bank. Put in the key and turn, then pull handle towards you. 

Drop in the deposit bag and close. Pull open to check that deposit has been dropped and 

then lock the drop slot. 

 

 

Check Request and Reimbursement Form 

 

• Choose Check Request or Reimbursement. 

• Fill in Date and Committee/Event. 

• Fill in Name check should be payable to and a contact number. 

• If you have multiple committees being reimbursed, please write Miscellaneous under 

Committee at top right and list committees on lines below. 

• Write in amount spent and a general description of what it was spent on. 

• Total the amounts at the bottom. 

• Sign the form and write in a date needed by. 

• Staple all receipts/invoices to the form and put in the PTA mailbox. Please staple small 

receipts to the right side of the form. 

•  PLEASE NOTE: The Treasurer will be meeting up once a week to write out checks. 

Please allow ample time for all reimbursements and check requests. 

• For the Treasurer/Check Signers: Confirm that all receipts match the amounts listed on 

the form.  

• Writing out the check: Fill in stub with Name of Payee and what check was for.  

• Fill out date and name of payee. Fill out amount in written and numeric format. Make a 

note under Memo what check was for. Please have two check signers sign the check.  

• After writing out check, fill out Check made out to and Check # along with amount. 

Check signers should sign the Check Signer’s Signature line at the bottom of the form.  

• Paperwork goes to the Treasurer. 


