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SUNY COLLEGE at OLD WESTBURY       
EVENTS COLLECTION CHECKLIST         

STEP PROCEDURE  DONE BY INITIALS 
 
1 

 
Count total proceeds collected at the event. (UP witnesses) 

 
Event Staff 

 
2 

 
Prepare Record of Collections form.  Indicate amounts 
received by cash, checks, coins and total on the form.  

 
Event Staff 

 
3 

 
Verify (count) total proceeds collected. (Event Staff witnesses) 

 
UP 

 
4 

 
Agree amount of proceeds counted and sign Event Record of 
Collections form.  

 
Event Staff & 

UP 
 
5 

 
Insert signed Event Record of Collections and actual proceeds 
into sealed envelope. 

 
Event Staff 

 
6 

 
Place sealed envelope inside cloth bank bag, lock contents 
and give to UP.  

 
Event Staff 

 
7 

 
If event is held at a time other than normal operating hours of 
the College, secure cloth bank bag in UP headquarters. (Skip 
this step if event held during normal operating hours.) 

 
 

UP 

 
8 

 
Take locked bank bag and deposit with Bursar’s Office.  

 
UP 

 
9 

 
Count proceeds and issue receipt to UP. 

 
Bursar 
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SUNY COLLEGE AT OLD WESTBURY 
Event Record of Collections  

 
Date:      

 
EVENT:                
 
EVENT NO.      ACCOUNT   NO.        
 
ORGANIZATION:  __________________________________________________________________ 
  
 
LOCATION:                            
 
EVENT STAFF COUNTER:           
 
UNIVERSITY POLICE OFFICER:           
 
EVENT PROCEEDS: (Insert amounts) 
          

 
Cash Counted at Event        

 
$                        . 

 
Checks Included in Proceeds 

 
$                        . 

 
Coins Included in Proceeds 

 
$                        . 

    
 TOTAL PROCEEDS COLLECTED: 

 
$                        . 

  
 
Total Proceeds Were Counted and Verified by: 
 
              
    COUNTER (Date)                   UNIVERSITY POLICE (Date) 
  
Comments: 
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