INCOMING FUNDS
Team Donations and/or Other Contributions

· Collect the funds.

· Fill out page 2 of the Receipt Log (Contributions).  Copy page as often as necessary.

· Fill out page 4 of the Receipt Log (Summary)

· Counter 1 and Counter 2 BOTH verify the information and the money count and both sign all the sheets in the indicated places.

· Within a week of the meeting, deposit all funds to the NC Kairos BB&T account.  Use deposit slips provided by State Treasurer (ST).  Contact State Treasurer (ST) if you don’t have any.

· Add the Advisory Council name and weekend number to the Deposit Receipt.  Make one copy.  Within a week of the meeting, send the original to the state Financial Secretary (SFS).  Give the copy to the local Financial Secretary (LFS).

· Send all the Contributions Sheets to the local Financial Secretary (LFS).  The LFS ensures that the information is entered in Donor Software.

Sales Receipts (includes manuals, t-shirts, etc.)  

NOTE: Some Advisory Councils keep some or all sales receipts separate from other funds.  This procedure is used if sales receipts are deposited to the NC Kairos BB&T account.

· Collect the funds.

· Fill out Page 3 of the Receipt Log (Sales).  Copy page as often as necessary.

· Fill out page 4 of the Receipt Log (Summary) or add the information to that of Team Fees and/or Other Contributions.

· Counter 1 and Counter 2 BOTH verify the information and the money count and both sign all the sheets in the indicated places.

· Within a week of the meeting, deposit all funds to the NC Kairos BB&T account.  Use provided deposit slips.  Contact State Treasurer (ST) if you don’t have any.

· Add the Advisory Council name and weekend number to the Deposit Receipt.  Make one copy.  Within a week of the meeting, send the original to the state Financial Secretary (SFS).  Give the copy to the local Financial Secretary (LFS).

· Send all the Contributions Sheets to the local Financial Secretary (LFS).

