RECEIPT LOG
Donations
· The local Treasurer (LT) and a Counter separately count all funds and both verify the information and money count. 

· Record full information for each contribution on the Receipt Log Form and on the Summary Receipt Log.

· Both sign all sheets as indicated.

· Each check received should be stamped or marked “ For Deposit Only” at time of counting. 
Sales
· Recorded on the Sales Receipt Form page 3 and the Summary Form

· Handled by the same process as above.

Deposit

· Within 7 days of collection. 

· Deposited to the NC Kairos BB&T account 

· Use deposit slips received from the State Treasurer (ST).

· Within 7 days of collection, send the Deposit Receipt labeled with the Advisory Council name and weekend number (e.g., Central #4) to the State Financial Secretary (SFS).

Completed Forms

· Sent to the local Financial Secretary (LFS).

NC KAIROS EXPENSE TRACKING FORM

See the Directions page in the Excel Form document.

Purchases from Kairos Headquarters (KPMI) in Florida

· May be charged to the State

· Must clearly identify local Advisory Council

· Local Advisory Council responsible for cost of purchases

