[image: ]EMPLOYEE CASH/CHECK SUMMARY REPORT 


Company Name: Click or tap here to enter text._                                 Account #: Click or tap here to enter text.
NOTES:
· Only record cash and check donations from paper pledge forms on this form. Include original pledge forms in the Envelope. 
· ePledge campaigns should instead run the Cash/Check Report out of ePledge for payments received.
· This form is best used if you download from unitedwaygso.org/toolkits-resources and type in for accurate calculation.  Double click in box below to enter totals. This form is set-up to add totals for you.
· Submit a new Cash/Check Summary Report with each envelope that contains cash or checks. Cash/checks listed below must be related to this envelope ONLY. Do not combine totals from previous submissions. 

Please retain a copy for your records.
Signature: Click or tap here to enter text. _          			      Date: Click or tap to enter a date.
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				Donor Name		Cash Amt		Check Amt
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				Subtotals 		$0.00		$0.00

				ENVELOPE TOTAL 		$0.00
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Subtotals  $0.00 $0.00

ENVELOPE TOTAL 

$0.00


