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Enrollment Accounting Procedures:

Fees are calculated by building secretaries when students enroll.

Payment is entered on enrollment form at that time, marking how payment is made (check # or cash).  
A payment schedule is made of unpaid enrollment and class fees, total payment is to be made by, or before May 5th of the current school year.

Hand written receipt is made, then posted to AAPro Accounting program by building secretaries.  Secretaries will designate a time after enrollment has concluded for both of them to count enrollment fees (Also, a calculation of students enrolled during enrollment multiplied by the average enrollment fees will be calculated to conclude that the total is a reasonable amount.)  Deposits are made weekly or more often during fall enrollment by building secretaries.  
Funds for district accounts are sent to the central office.

A spread sheet of unpaid fees is set up by building secretaries.

Building secretaries send bills monthly.

Procedures & Responsibilities for Cafeteria Lunch Cashier

1.  Cashier is given checks or cash from parents at end of lunch period from grade school secretary.

2. The cashier takes money to the high school secretary office.  Cashier collects any money collected that day from the high school secretary.

3. Any monies received during lunch period is documented in writing and entered into the computer at the end of each day.

4. The cashier receipts all money to the family account on the computer.

5. The money drawer is counted and computer reports run to rectify records for that day and money drawer balanced.

6. The money drawer is set up for the next day.

7. The cashier places all checks and cash in locked file cabinet.

8. Reports are given to the high school secretary.

9. The money drawer is put in the locked file cabinet for next day.
Procedures & Responsibilities for High School Secretary Food Service Deposit

1. After the lunch cashier reconciles the drawer with the daily reports, 

2. High School Secretary will take the daily reports and fill out the KSDE paperwork and make a deposit.

3. After a deposit is made, High School Secretary will give the breakdown (Funds 24-1611-000, 24-1620-000, 24-1990-000) to the District Office Secretary (Treasurer).
Bank Reconciliation of District Funds
1.  All district revenue is posted into the Fund Accounting system by the District Treasurer – usually when working on the bank reconciliation.

2. Fund Accounting is used to reconcile checks with the bank statement at the beginning of each month.

3. A treasurer’s report is prepared each month after reconciling the district accounts.  The treasurer’s report shows the beginning balance, receipts, expenditures, and ending balance for each fund of the reconciled month.  The treasurer’s report also includes the bank statement balances, investments (certificates of deposit), transit deposits, and outstanding checks to confirm the reconciled balance between the bank statement and the Fund Accounting System.  The Board of Education receives a copy of the treasurer’s report and a year to reconciled date cash summary report each month.
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