- FOR THE FRONT OFFICE OR DESK
School, library or group

Receiving Read-a-Thon Money: A Guide for
the Office or Desk

Families will drop off sealed envelopes. Your part is to receive them safely. Counting is always done later by two
volunteers together.

When an envelope arrives Locked box and keys

() Check it is sealed and marked with the reader's first Key or combination held by:
name and class or group.

(] Do not open it. Write it on the log below, unopened. Box kept at:
. o Scheduled counts (two people together):
() Putit straight into the locked box or safe.
(] If an envelope arrives open or unmarked, note that on
the log and lock it away with the rest. who to call
() Loose cash handed over the counter: putitin an .
. . . . Organizer:
envelope with the family, seal it together, write the
name and amount on it, and both initial it.
Treasurer:

What you don't do

(] Count money, make change or give receipts.
(] Hand envelopes to teachers or take them home.

(] Answer questions about amounts owed. Refer
families to the organizer.

Envelope log

Received by Collected for
(initials) count (initials x2)

Reader (First name) and class or group Sealed? (Y/N)

Free to copy and adapt.



