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BASIC CASH HANDLING PROCEDURES 
 

Receiving and Accounting for Cash Received 
 
All cash shall be counted by two people and recorded, showing the breakdown of cash 
and checks, with both signing a form and dating it. (See attached form) 
 

If the cash is a result of ticket sales, the cash received must be reconciled to the 
ticket count. 

 
If the cash is a result of product sales, cash must be reconciled to change in 
inventory as well as to the cash register, if one is used. 

 
If the cash is a result of orders, cash must be balanced to receipts or a receipt log. 

 
All checks are to be stamped immediately for deposit. 
 
One copy of the form showing the counting of cash shall go to the principal/designee. 
 
When possible, the person who makes the deposit to the district office or the bank should 
not be the one counting the money.  If that is not possible, then the person making the 
deposit must not count the money alone. At the high school level, a student may be one 
of the two individuals counting the money. 
 
Securing and Depositing Cash 
 
School district and student body funds are not to be commingled. They are always to be 
deposited separately. 
 
All cash should be deposited promptly. It should be forwarded in locked or sealed money 
bags which have been furnished for that purpose. 
 
If cash must be stored at a site overnight, it should be secured in the main office.  For 
those schools having one, cash should be secured in the main vault.  Cash is not to be left 
in desk drawers, filing cabinets, or other unprotected places. 
 
If cash is going to be placed in the main office or the vault, an e-mail should be sent to 
the principal or the principal’s designee, indicating that fact and the amount that has been 
stored. 
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Recording Change of Custody 
 
Documentation of change of custody is required at each point the cash changes hands: 
 

• A receipt should be issued to the person purchasing an item or making a 
donation to the site (an exception is made for charitable drives—see AR 
3450). 

 
• A log is to be maintained recording the receipt of funds by the person 

responsible for keeping the site’s financial records (such as the site 
secretary or bookkeeper) from the site person responsible for the 
collection of cash. The log shall include the date, amount, account to be 
credited, and signatures of both parties. 

 
• If the deposit is picked up from the site by the district’s delivery driver, 

the proper form must be filled out and signed by the driver picking up the 
receipts. 

 
• When the funds are delivered to district office, a log must be maintained 

by the accounting department documenting that change of custody, 
including signatures of the persons delivering and receiving the cash, date 
& time, amount, and bag number. 

 
• If the funds are delivered to the bank via a service, a log must be 

maintained documenting that change of custody, including the person 
receiving the cash, date & time, amount, and bag number. 

 
• At high school sites, where the deposit is taken directly to the bank, the 

receipt from the bank will serve as proper documentation. 
 
Reconciliation 
 
The principal, or the principal’s designee, must review and sign the reconciliation report 
on a monthly basis. This shall not be the same person who counts the deposits or actually 
reconciles the accounts. 
 
Advisors or other staff in charge of student body or student activity fund raising events or 
activities must maintain a record of receipts and expenditures independent of records 
provided by the site secretary or bookkeeper, and reconcile that with the report provided 
monthly by the site secretary or bookkeeper. 
 
Cash raised for a specific purpose should be reconciled with the corresponding 
expenditure and the revenue expectation.  


