Store #         


OFFICE:

(END OF MONTH CHECKLIST)




Petty Cash Report & Petty Cash Summary Report 

· Make sure receipts are in an envelope
 

  
Aquaskill Deposit Slip – 
· Aquaskills are to be emptied/deposited by the 21th of each Month
· Place deposit slip in this envelope



Invoices



Burger Bucks 
· Make sure they are dated & have store # on them.

· Put in an envelope

EMAIL THE FOLLOWING ITEMS (IN 1 EMAIL) TO YOUR DM BY 10 AM THE FIRST OF VERY MONTH:
(All forms should be saved in the following format (MONTH and YEAR_ NAME OF FORM_ STORE# )

(Example –     0208 Monthly Sales Form 3534)

· Monthly Sales Form

· Inventory

· Monthly Equipment Checklist (Belt Check)
· Turnover Report
