BESS Social Money Collection Procedures

Revised  11/10/01

Contributors will have placed money for their group in an envelope with their names and contributor numbers on the outside.

Two members of the Party Team will collect money and check off reservations from the advance reservation list.

After all guests have arrived and the doors have been closed, the two members of the team will count the money, compare this to the reservation list, and complete and sign two copies of the Party Monies Form.

The two team members will pay for the location rental and get a signature on a rental receipt from the location owner.  If needed, the BESS Party Receipt shall be used for this purpose.

One copy of the BESS Social Monies Form will be given to the Treasurer and one to the Vice Treasurer on or before the next Board meeting.  The Treasurer or the Vice Treasurer will deposit the balance of the monies collected in the BESS bank account within one week.

BESS Social Money Form
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	(Signature 2)
	

	(Print name)
	
	
	(Print name)
	


