Missing Document(s) Request

A deposit in the amount of $			 dated 				 was received without one of the following supporting documents:
· Pre-Numbered Receipt Book
· Talley Sheet
· Daily Pizza Sales Report
· Ticket Sales Report
· Ticket Talley Sheet
And a:
· Change Box Form
· Cash Count Form (Deposit Form)
[bookmark: _GoBack]Please return the document(s) to the Finance Office not later than
 				 [Date]
**Failure to return the documentation may delay fund availability for expenditures. **
Thank You for your prompt attention to this matter. 
-Finance
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