Teachers: Please use a different envelope for money collected (ie: each field trip, activity money, etc.)

and retain the receipts in this envelope. List each name, write either cash or ck, amount turned in. After
you have finished collecting for the day, draw a line and put the total amount collected for the day, and list
it on the front of the envelope, then turn into the office. | will verify the amount and give you a receipt.
Envelopes must be turned in to the office at the end of the year. Receipts must be kept by you for a

period of three years.
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