Rotary Wednesday Checklist
1. Set Up – One Daily Accounting Sheet, 2 Stamps (Operating Account, Foundation Account, 2 Deposit Books (Operating Account, Foundation Account)

2. Receive Checks and Cash  - Secretary to deliver separate piles (typically Meals and 50/50 monies) with Cash/Checks separated as well as a Total Dollar Amount listed on a Post-It note ****Fines and Fundraiser Money typically comes from club members during the meeting
3. Recount/Reconfirm - All monies are recounted (Note: on the Daily Accounting Sheet – All Cash for all of the lines are totaled to the right of the Excel Table as well as Checks). This way a total Cash Position can be established for the Deposit Slip….as well as it serves to confirm the Total Deposit Number when the Total Cash (Operating Account/Foundation Account) is added to the Total Checks (Operating Account/Foundation Account) The Total Number in the table is then compared to the Total Number outside the table for accuracy.
4. Stamped – All Operating Account Checks are stamped with the Operating Account Stamp…….and the Foundation Account is stamped with the Foundation Stamp
5. Operating Account Deposit Slip – fill in cash first/ write out each separate check by name and amount (Most can be put under one large Meal Category)
6. Foundation Account Deposit Slip – fill in cash first/write out each separate check by name and amount (**** be sure to note what each check is for on the deposit sheet so the bookkeeper is able to apply the checks appropriately…….also, be sure to copy all checks that are $250 or more donations……again, so that the bookkeeper can generate a Thank You (IRS Letter)  to the Donor
7. Fold the Daily Accounting Sheet – into a tri-fold document so that the Operating Deposit Slips (white and red) and Operating Deposits are placed over the Operating Table on the sheet and folded over – then do the same with the Foundation Deposits – and write the date on the outside of the fully folded form (makes for easy reference when pulling out of an envelope file at a future date)
8. Write Checks for any Invoices and Obtain Dual Signature at the Meeting   

- Write on Invoice Paid/Date/Check #, and First Names of the People who signed the check                                                                                  
9. Make the Actual Deposit – request the Red Slip back along with a white receipt (which is easier to read when scanned)
10. Scan – Deposit Sheet, Deposit Receipts, Checks over $250     needing Thank You/IRS letter/and any Invoices Paid …..and forward to the Rotary Weekly Deposit Group (Typically Bookkeeper, Officers, as well as to any members working on Individual Projects [such as KAH – who may want to confirm that certain deposits have been made})
11. File – file all paper information electronically as well as all paper work in an envelope file marked by the month. 
(****************This way, the end of year requires simply removing all deposit slips/Invoices and compiling the various documents……everything remains in order on a month to month basis through out the year…….a collection of all deposits, all Invoices, adding the documents to an electronic archive and/or an electronic CD is handed to the next Treasurer at the end of the year.)
****** Advise that Deposits be made as soon as possible upon receipt….1) to prevent possible loss or theft of monies 2) to keep the books as accurate in real time as much as possible.
