



Cash Procedures

The handling and proper accounting for cash shall be of the highest priority in the School District.
ALL Cash and cash equivalents shall be deposited on a daily basis. No cash is to ever be held over for deposit the next day without specific permission of the Treasurer. The exception being Athletic Ticket sales which may be held over, at the bank, for safekeeping, in the appropriate keyed bags and then deposited later after the proper processing is complete.
Any cash received is to be properly receipted using the pre-numbered receipts. Checks do not need receipted on the pre-numbered form but a copy of the check needs to be made and should accompany the proper cash- in forms sent to the Board Office. Or, in some cases, may be individually listed on the appropriate deposit ticket by name and check number.
All cash deposits shall be prepared and readied for pick up by the courier no later than 2 p.m. These deposits should be stored in a secure location.

All cash in forms and deposit information shall be sent to the Board Office via Inter-Office mail. THIS DATA IS NOT TO BE SENT WITH THE COURIER.

Deposits made by the Administrative Office shall be prepared by the Treasurer or in his absence the Assistant to the Treasurer-Payroll. Under no circumstances shall deposits ever be prepared by the Assistant to the Treasurer reviewing documentation.

The Treasurer shall be the person responsible to pick up all deposit receipts from the Bank.
The Assistant to the Treasurer shall match appropriate deposit tickets to the supporting data from the Buildings.

Any bank notices of deposit errors or discrepancies shall be sent directly from the Bank to the Treasurer. The Treasurer shall investigate and approve any corrections or adjustments to deposits. Likewise, the Assistant to the Treasurer shall report any errors or discrepancies to the Treasurer. The exception is deposits prepared by the Treasurer. These shall be reviewed by the Assistant to the Treasurer and if deemed necessary reported to the Superintendent.
Food Service receipts should be processed through the food service system and appropriate documentation sent to the Treasurer’s Office. Deposits shall be made daily and using the courier system.

While parents are encouraged to use E-Z Pay to provide students with money on their accounts, cash (preferably checks) will be accepted at the cashier’s location. The cashier may update the account when this occurs and so note on any documentation. The Food Service Supervisor and Treasurer shall randomly audit these transactions by sending parents a negative confirmation of the transaction or a statement.
The District shall carry appropriate insurance (bond) to cover any and all employees who may handle cash.

