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Literature Subcommittee Treasurer's Guidelines 

I. Before leaving Area Service, the chair or co-chair will count all 
money, add up all receipts and order forms. 

These three amounts must match. 

Every order requires an order form. 

Every receipt must be initialed by the individual accepting the 
money. 

Every receipt number must be written on the order form. 

II. When all totals are completed by chair or co-chair, the treasurer 
will re-count all money, and total all order forms and receipts. 

A. If all totals agree, the treasurer will accept the money and 
receipts from the chair. 

The treasurer will give the chair a receipt for money 
received. 

The chair will keep order forms for inventory purposes. 

B. If all totals do not agree, the treasurer, co-chair, and chair 
will seek out the seek out the cause of the discrepancy BEFORE 
leaving are,a. 

III.The treasurer will write each individual and group sale in 
his/her book. 

The treasurer will then total all sales in the book. 

After deducting $5.00 travel expense, the "total deposit" will be 
written and will match the deposit into the checking account. 

c.he..d:.~ 
IV. No personal~will be accepted. 

No literature will be given (fronted) without payment being 
received. 


