
INSTRUCTIONS

· Submitter’s Name & Signature –  printed name and signature of person depositing cash at local branch.
· Fund Category – check FFSF, District/Center, or OOF.
· District/Center and State Forest Name – spell out the District name (or at least the first four letters of the District) and then the name of the Forest.  
· District/State Forest/Project – name of the project/event for which the contribution is intended.  This is to ensure the funds are deposited into the correct sub-account.  For example, Seminole Scrub Jay, Peace River Ranch, Withlacoochee Croom Tee Shirts, Tallahassee General Fund, Jacksonville Satsuma (OOF), etc.
· Fund Code – enter the fund code (from the list of codes from QuickBooks) where you want the donation to be deposited to.
· Deposit Date– date on the bank deposit slip receipt.
· Donor/Grantor – name of person/organization donating funds.
· Check No. – check number of donation.
· Amount – amount of each donation.
· You must list each donation separately (with the exception of maps and firewood donations).  You can put more than one donation on the form.	
· Total Daily Deposits – total of all donations listed on form.
· Fiscal Liaison approval – fiscal person will sign the form in the space provided once the form has been completely filled out.
· District/Center Manager approval – once fiscal person has signed the form, it will be given to management for his/her signature and returned to the fiscal liaison for sending to Forest Management along with the appropriate receipts.
· Make sure bank deposit slips are legible.  If you are sending the original bank deposit slips to Forest Management, please tape the receipt on a separate piece of paper.
· You will need to keep copies of the checks you mail to Forest Management with your copy of the Friends deposit form.  Either scan and email this deposit form and deposit slips to Forest Management and keep the originals for your files, or send the originals to Forest Management and keep copies for your files.  You must keep records of everything you submit to Forest Management.

