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MONEY COLLECTION PROCEDURES 

 

The date placed on Student Activity Receipts and Community Education/Extended Day Receipts 

is always 
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2. Student Activity Receipts, Community Education Receipts, Control Sheets, or Report of 

 Tickets Sold Form prepared by a teacher, sponsor or other school personnel;  

 

3. Donations require a letter from the donor specifying the purpose the donation has been 

given for; and, 

 

4. A computer generated receipt, prepared by the bookkeeper. 

 

 

RECEIPTING OF MONIES - ADDITIONAL INFORMATION  
 

Monies and substantiating documents are to be verified by the bookkeeper or person acting as the 

bookkeeper when received.  The Report of Monies Collected Form is to be signed by the person 

verifying the deposit (bookkeeper or person acting as the bookkeeper) and the yellow copy 

of the Report of Monies Collected Form which serves as the “official receipt” is to be given 

to the faculty/staff member at the time responsibility for the money changes hands.  

 

If the faculty/staff member fails to forward a deposit according to established procedures, the 

bookkeeper must obtain the principal’s signature on the Report of Monies Collected Form 

indicating that money was held or shortage exits. 

 

It is the bookkeeper’s responsibility to ensure that faculty/staff members do not leave monies 

unattended in the bookkeeper’s office. 

 

A pre-numbered receipt, prepared by the bookkeeper by posting the transaction to the computer 

and printing a computer generated receipt, is to be done when the monies are received by the 

bookkeep
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LOCK RENTAL RECEIPT PROCEDURES 

 

Lock rentals require documentation for all collections; however there are optional procedures that 

only relate to this activity which are unique.  The description of those options is as follows: 

 

1. The faculty/staff member writes a Student Activity Receipt to each student paying for a 

lock rental (Hall, P. E., Band, etc.).  A Report of Monies Collected Form is prepared and 

the receipt book and monies are remitted to the bookkeeper for normal processing. 

 

2. The faculty/staff member obtains a class printout for a specific grade level and has the 

student sign their name next to the printed name at the time the lock rental money is given 

to the faculty/staff member.  A Report of Monies Collected Form is prepared and the print-

outs and monies are remitted to the bookkeeper for normal processing.  The print-out is to 

include the date of the collection.  This procedure can only be used one day per grade 

level, with Student Activity Receipts written for all lock rental collections after that 

period. 

 

3. Rolled tickets can be used.  This process requires that a faculty/staff member check out a 

roll of tickets from the bookkeeper.  The student wishing to rent a lock will give the lock 

rental fee to that faculty/staff member.  The faculty/staff member will give a ticket to the 

student.  The student takes the ticket to a second faculty/staff member, Home Room 

Teacher, P.E. Coach, Band Director, etc., who will give the lock to the student and 

document whatever information the school needs regarding lock assignment.  The 

faculty/staff member who received the money from the student will prepare a Report of 

Monies Collected Form, a Ticket Report Form and remit all to the bookkeeper for normal 

processing.  

 

 NOTE: ALL LOCK RENTAL TRANSACTIONS ARE TAXABLE.    

 

LOSSES 

 

In the event that a school suffers a loss of cash or merchandise, this loss shall be communicated 

immediately to the principal.  The principal or designee will notify the following individuals when 

any school property has been vandalized, stolen or lost:  

 

A. The proper law enforcement agency immediately to provide such information as may be 

 available if the property is believed to be stolen;  

 

B. The District office by telephone; and,  

 

C. In writing with a copy of such notice being sent to the Superintendent. 

 

If a loss occurs in funds received by teachers, sponsors, or other school personnel through 

negligence, the negligent party shall be held personally liable for the amount of the loss.  Incident 

Reports are to be filed whenever a loss occurs which appears to be a theft.   Any loss of receipt 
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books (Student Activity Receipt Books or Community Education Receipt Books) always require 

an Incident Report to be filed. A copy of the Incident Report is to be sent to Internal Auditing to 

be placed in the school’s audit file.   

 

FILING PROCEDURES FOR RECEIPTS 

 

There is to be a file folder for Report of Monies Collected Forms for each month.  The file folder 

should be labeled as follows: 

 

Report of Monies Collected 

July 2015 - 2016 

 

Report of Monies Collected 

August 2015 - 2016 

 

Report of Monies Collected 

September 2015 – 2016                        And so on….. 

 

If you are using hanging files, you can label them: Receipts - July, Receipts - August, Receipts 

- September, etc. and then label the insert file folders as listed above.  At year-end, the bookkeeper 

simply removes the insert folders, and places them in the audit box.  The hanging file folders are 

still in place to receive the insert file folders with the next year’s labels, as soon as you have 

prepared them. Using color-coded files is also a useful procedure; i.e.: one color for receipts, a 

second color for disbursements and a third color for other files. 

 

The Report of Monies Collected forms are to be filed in date/receipt order, grouped by deposit.  A 
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8. Third copy of KEV computer generated receipt, signed or initialed by bookkeeper behind  

 miscellaneous supporting documentation; 

 

9. 
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sign the Report of Monies Collected Form and give the yellow copy to the 

faculty/staff member.   

 

11. The remaining copy of the deposit slip, the completed plastic strip from the deposit bag, 

the Report of Monies Collected Form with supporting documentation and receipt book, if 

applicable, are to be placed on the safe’s shelf to be retrieved the next workday by the 

bookkeeper. 

 

12. The bookkeeper will audit the receipt book, check the other documents for accuracy and 

post receipts to the school’s books. The yellow copy of the Report of Monies Collected               

Form, audited receipt book and two official receipts (computer generated) signed or 

initialed by the bookkeeper, will then be forwarded to the appropriate faculty/staff member.   

        

 

DROP SAFE SECURITY DRAWERS 

 

If authorized by the principal, a faculty/staff member may utilize one of the Drop Safe Security 

Drawers. Monies would then be retrieved by the faculty/staff member and remitted to the 

bookkeeper for deposit later or on the next workday. 

 

The use of the Drop Safe Security Drawers may also be necessary, if authorized by the school  

principal, in the following circumstances: 

 

1. The faculty/staff member is unable to wait for the bookkeeper to verify the money and the 

supporting documentation for the deposit; 

 

2. 
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Statement – This report form shows the Deposit Number that is to be recorded on the Deposit 

Slip as well as the total amount of monies that is included in this Deposit Group.  The 
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BOOKS TO FACULTY/STAFF MEMBERS WHO ARE ASSIGNED TO THEIR 

SPECIFIC RC NUMBER.  
 

It is mandatory that the principal/bookkeeper establish and maintain control over all Student 
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on the Student Activity Receipts, the bookkeeper is to do the following: 

  

 A. Sign the Report of Monies Collected Form and give the signed yellow copy to the 

  faculty/staff sponsor; 

   

B. Remove the blue Student Activity Receipt copies from the Student Activity Receipt 

Book. The receipts are to be left in page order and not separated individually.  They 

are then to be laid flat, face up, sheets in consecutive numeric order.  Staple the 

calculator tape that was created to verify the total funds recorded on the Student 

Activity Receipts to the top of the blue Student Activity Receipts;  

 

Paper clip the  calculator tape and Student Activity Receipts to the corresponding 

Report of Monies Collected Form for further processing after the information has 

been posted to your books and the computer generated receipt is available; and, 

 

C. Complete the audit of the Student Activity Receipt Book by placing your initials 

on the top part of the last used receipt, the date the funds were remitted for deposit 

and the total amount of monies verified.  In order to insure that the audit information 

is clearly seen, it should be done on the Book Copy after the blue Student Receipts 

have been removed. 

 

8. When it is necessary to void a receipt, all three copies of the voided Student Activity 

Receipt must remain in the Student Activity Receipt Book.  Staple the voided receipts in 

the Receipt Book to insure that all copies are accounted for.  The number of each voided 

receipt is to be listed on the applicable Report of Monies Collected Form. 

 

9.  If a faculty/staff member requests a Student Activity Receipt Book that has been 

completed and is logged in to the Student Activity Receipt Book Log, the book is to be 

signed out on the Reissued Receipt Book Log by the individual asking to see the  book in 

order to document that the bookkeeper no longer has the book in her possession. 

 

10. Student Activity Receipt Books which have been issued during the school year must 

be turned in to the school bookkeeper at year-end.  Each unused receipt in a used 

Student Activity Receipt Book is to be voided prior to storing for audit.  If the faculty/staff 

member  

 fails to void the unused receipts before giving the book to the bookkeeper at year-end, the 

 bookkeeper is  responsible for voiding said receipts. 

  

STUDENT ACTIVITY RECEIPTS 

 

The bookkeeper is to verify that each Student Activity Receipt is completed in its entirety  

including the following: 

 

 A. The purpose of the collection; 
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6. LIBRARY FINES:   Student Activity Receipts must be written when library fines reach   

 $1.00 or more. 

 

7. TAKE HOME PROJECTS:  Student Activity Receipts must be written for this activity. 

 

 

STUDENT ACTIVITY RECEIPTS – NOT COMPULSORY 
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The procedures for collecting fees for other schools Lost/Damaged Textbooks are as follows: 

 

1. Students who have transferred to a new school prior to paying for Lost or Damaged 

Textbooks at their prior schools should be directed to go to their current school’s 

Textbook Chairman. The Textbook Chairman will accept payment for the student’s 

textbook debt, write him/her a student activity receipt and turn in the money, receipt 

book and a Report of Monies Collected Form to the bookkeeper for processing. 

 

2. This collection will be included in the quarterly Textbook Report that the Textbook 

Chairman processes from her school. If the Textbook Chairman is unable to clear 

the student’s debt, contact Bryant Frazier, Supervisor, and Instructional Materials 

for assistance. 

 

With these two procedures in place, schools should never direct students or parents to return 

to their prior school in order to pay school debts. 

 

COMPUTER GENERATED RECEIPT FOR KEV ACCOUNTING PROGRAM 

 

Bookkeeper receipts for the KEV Accounting System are generated by the computer software 

program. Computer Receipt Numbers are assigned in consecutive order by the program. 

 




