
Cash Receipts 
 
Pre-numbered Cash Receipt Forms 
Cash receipts are the means of accurately recording cash received and providing support to 
substantiate each bank deposit.  All documentation for cash receipts must comply with district 
procedures detailed in the Administrative Operating Guide. Cash receipts are issued for any 
collection requiring a record of who has paid, such as: private instruction fees, yearbook fees, 
and club or class fees/dues.    
 
Pre-numbered cash receipt books are issued by the Business Office.  No BISD employee is 
authorized to purchase receipt books.  The Business Office should maintain a record of persons 
who are issued receipt books and their associated number range.  The sequential dates and 
number range are to be maintained and accounted for by the Business Office. 
 
Under no circumstances should a receipt amount, name of payer or the signature be altered.  If 
any of these errors occurs in the preparation of a receipt, void the receipt and issue a new receipt. 
The original of the voided receipt must remain attached in the activity fund cash receipt book.  
Under no circumstances are cash receipts to be pre-signed or pre-dated. 
 
The Tabulation of Money Collected from Students/Parents Form may be used in place of 
individual receipts when money is collected from ten or more students/parents/staff in one day 
for one function. Examples include fundraisers, t-shirt sales, Purple Haze Café, and L. H. R life 
skills potatoes sales. Each Tabulation Form must reflect a single source of revenue.  For example 
do not combine revenues from library fines and yearbook sales on the same form.   
 
Safeguarding Money  
All money (inclusive of gift cards) must be properly safeguarded at all times and never left 
unprotected even for a short period of time.  Employees who fail to properly safeguard money in 
their possession may be held responsible for replacement of missing funds.  No money 
(currency, checks or gift cards) should be left in a classroom or office overnight.  Each campus 
provides a secure location to hold money received, prior to deposit into the activity fund. 
 
Deposit in Bank 
All money received must be deposited at least weekly into the bank account as long as the 
money being held doesn’t exceed $300.00 
 
All donations made to BISD without specific written instruction regarding disbursement should 
be deposited in either of the general campus activity accounts (Funds 4XX or 865). 
   
Issuing Receipts 
All cash and check collections must be recorded immediately by the person receiving the 
collection. 
 
Cash receipts must be issued in numerical sequence on the day the money are received. 
  



 
 
 
The receipt must be completed in its entirety, including: 

 the date and the amount 
 the individual or firm submitting the money (a single cash receipt may NOT be issued 

to more than one person) 
 an explanation of the purpose for which the money is received 
 the signature of the person receiving the money.  The signature must be       

MANUAL; signature stamps are not acceptable 
 
An actual cash count should be made by the person signing the receipt in the presence of the 
person turning in the money.  If this is not feasible, an alternative would be to keep the cash 
and/or checks sealed in an envelope until such time as two individuals could unseal the envelope 
and verify the amount submitted. 
 
Postdated checks should not be accepted from any source. 
 
Cash receipts should not be altered.  If an error occurs in the payer’s name, signature, or amount, 
the receipt must be voided and a new one issued.   
 
The original of a voided cash receipt must be attached to all carbon copies and clearly marked as 
"VOID".  Voided receipts should be kept in the receipt book. 
 
The ORIGINAL of the cash receipt copies is given to the person submitting the money. The first 
duplicate of the cash receipt should be submitted to the campus secretary with the money 
collected.  The second duplicate should remain intact in the receipt book.  If a check is received 
by mail, the canceled check will act as proof of their payment.   
 
Cash receipts are NOT to be pre-signed or pre-dated. 
    
Receipt of Money by Sponsors and Other Individuals 
 
The Business Office is responsible for maintaining an adequate supply of both campus and 
club/organization cash receipt books and Deposit Forms (e.g. Tabulation of Money Collected 
from Students/Parents Form).  All forms may be found on the Business Services website on the 
school webpage.  
 
A distribution record must be kept of all cash receipt books issued to teachers, sponsors, or other 
individuals approved by the principal to collect funds.   
 
  



 
 
 
All collections turned into the principal or campus office must be accompanied by the supporting 
documents - either cash receipts (1st duplicate copy) or the Tabulation Forms. 
 
 
Receipt of Money Collected by Sponsors 
 
When funds submitted to the principal have previously been receipted by the sponsor using cash 
receipt forms: 

 Count money collected and reconcile to clubs receipts issued from the sponsor's 
receipt book. 

 Issue a campus cash receipt to the sponsor when the money has been satisfactorily 
verified. 

 Note the individual club’s cash receipt numbers issued by the sponsor that make up 
the total on the campus class receipt. 

 Initial and date the last receipt in the sponsor's receipt book.  Account for 
club/organization receipt numbers issued since the last reconciliation. 

 
Cash Receipt Processes 
 
At the end of the school year, the Business Office must account for all cash receipt books issued 
to sponsors or other individuals.  All unused books and receipts should be collected from the 
sponsors and other individuals before their last work day.  Once all receipts have been issued, the 
receipt book should be returned to the Business Office. At all times the campus should be able to 
account for all receipt books issued to them by the Business Office.  
 
When funds submitted to the principal have previously been recorded on a Tabulation Form: 

 Reconcile the money received to the total amount listed on the Tabulation Form.  
 Issue a campus cash receipt when money received has been satisfactorily verified 
 Indicate on all copies of the Tabulation Form the cash receipt numbers issued and 

the dates issued. 
 Retain the original of the Tabulation Form (sponsor will need to retain a copy of the 

form for their own records). 
 


