DEPARTMENT OF REVENUE

RECEIPTS LOG


	DEPARTMENT/DIVISION:

	SECTION:
	STATION#:

	
	
	PAYMENT TYPE
	
	
	
	
	
	
	
	
	

	DATE RECEIVED IN OFFICE
	RECEIVED BY
	CASH
	CHECK
	OTHER
	PERSON CHECK ROUTED TO
	NAME OF TAXPAYER
	TYPE TAX
	TAXPAYER ID NUMBER
	PAYMENT AMOUNT
	CHECK DATE (OPTIONAL)
	CHECK NUMBER (OPTIONAL)
	DATE SENT TO MISCELLANEOUS PROCESSING SECTION 
	DATE POSTED TO SYSTEM

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


NOTE:  Send a copy of this log to the Miscellaneous Processing Section Supervisor at Station 21 by the 5th working date of the following month.
Purpose: The Receipts Log: is used by all of the Department of Revenue offices, excluding the Division of Operations and the Taxpayer Service Centers, to record all cash receipts, including currency and coins, money orders, checks, etc. received.  

	FIELD
	DESCRIPTION

	DEPARTMENT/DIVISION
	Enter the name of your Department and Division.

	SECTION

	Enter the name of your Section.

	STATION #

	Enter your station number for mail delivery and pick-up.



	DATE RECEIVED IN OFFICE

	Enter the actual date the payment was received.  Payments should be researched and sent to the Division of Operations the same day they are received, if possible.



	RECEIVED BY

	Enter the initials of the person who recorded the payment information on the log.



	PAYMENT TYPE
CASH
CHECK
OTHER
	Enter the type of payment received.

Enter a check mark (_) if cash was received.

Enter a check mark (_) if a check was received.

Enter a check mark (_) if money order or another form of payment was received.



	PERSON CHECK ROUTED TO

	Enter the name of the employee the check is routed to when applicable.



	NAME OF TAXPAYER

	Enter the name of the taxpayer whose account is intended for the payment.

	TYPE TAX
	Enter the two digit numeric code for the type of tax for which the payment will be applied.  Do not use abbreviations.


	TAXPAYER ID NUMBER
	Enter the Social Security number, account number or case number to which the payments should be applied.



	PAYMENT AMOUNT

	Enter the amount of the payment received.



	CHECK DATE (OPTIONAL)

	
 Enter the date from the check or money order.



	CHECK NUMBER (OPTIONAL)

	Enter the check number of the check.



	
DATE SENT TO MISCELLANEOUS PROCESSING SECTION
	Enter the actual date the cash, check or money order was sent to Miscellaneous Processing Section.

	DATE POSTED TO SYSTEM

	Enter the date the payment transaction was posted to the applicable mainframe taxing system.
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