
PAY IN ORDER 
To be completed by Sponsor/Club Treasurer 

 

Received from:   ________________________________                        _____________________  
 

Activity/Club:     ________________________________________________________________ 
 

Total                   
     DEPOSIT BREAKDOWN  

                       

SignatureΥ      _________________________            Currency           $ __________ 
5ŜǇƻǎƛǘ 5ŀǘŜ Υ            ____________________             /oins                 Ϸ __________ 
                                                                                                                                  /hecks                 Ϸ __________ 
         Total    $ __________ 
 
 
 
 

      Description                 Fund  Account #  Amount ($)
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SOUTHEAST, RITTMAN – Scan & email PAY IN ORDER with the deposit slip and the small white receipt from the bank attached on the bottom of the pay in sheet

ORRVILLE - Scan & email PAY IN ORDER

When completing the pay in form: 

1. Select School District  
2. Specify School Building:  
     a. Elementary (RES, OES, ACE, FES, HES, MES)  
     b. Middle School (RMS, OMS, JRL)  
     c. High School (RHS, OHS, WHS)  
3. Specify Activity/Club
4. Fill out Description, Fund, Amount, Total, Deposit Breakdown, Deposit date. 
5. Please print/type your name on the signature line.
6. Save original copy for your records.  You will not be receiving a copy from the treasurer’s office.  Also save any back up spreadsheets or pages you have that will back up your deposit.  This information may be required by our auditors and you will need to supply it.  The auditors will need last years info during current year so please keep back up info into the next year. Do not throw out the backup information without asking the treasurer's office first.
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