
Columbia Union School District
Employee Handbook and Resources

CASH BOX REQUEST FORM

Activity: _____________________________________ Date of Activity: __________________
Organization: _________________________________ Account Number: _________________

Items Requested
____ Cash Box

____ Change

____ Receipt Box

____ Night Deposit Bag

Change Requested
$20 _____
$10 _____
$5 _____
$1 _____
Quarters _____
Dimes _____
Nickels _____
Pennies _____
TOTAL CASH: $_______

To Be Picked Up By: ______________________________________ Date: ____________

Advisor/Sponsor/Coach Approval: _________________________ Date: ____________

Administrator Approval: _____________________________________ Date: ____________

BUSINESS OFFICE USE ONLY

Cash Out
$20 _____
$10 _____
$5 _____
$1 _____
Quarters _____
Dimes _____
Nickels _____
Pennies _____
TOTAL CASH: $_______
Checked Out By: _________________________
Date: ___________

Cash In
$20 _____
$10 _____
$5 _____
$1 _____

Quarters _____
Dimes _____
Nickels _____
Pennies _____

TOTAL CASH: $_______
Counted By: _________________________
Date: ___________

Business Office Final Count: $____________
Business Office Signature: __________________________________ Date: _____________
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