
MONEY HANDLING PROCEDURES 
FOR FUNDRAISERS & FIELD TRIPS 

 
 
 
1. Any activities that involve the collection of money must first be approved, 

in writing, by the principal.  If the activity is a fundraiser, then all 
organizations must complete a Fund Raising Application that must be 
approved by the School Principal and Superintendent before the activity 
begins. 

 
2.  ALL exchanges of money (cash, checks, money orders & cashier’s 

checks) must be recorded on either a tabulation sheet or receipt book 
when received.  For field trips or any other situation where the possibility 
of a refund exists, a receipt must be issued. 

   
3. Teachers/Sponsors shall avoid keeping money overnight and no money 

shall be left in classrooms overnight, during holiday breaks or weekends. 
Nor should it be taken home by the teacher/sponsor. The teacher/sponsor 
is responsible for all money, merchandise and materials.  If possible, the 
teacher/sponsor should bring their deposit to the Business office the same 
day it is collected.  

 
4. If a teacher/sponsor cannot bring the deposit the same day, then all 

money must be turned in to the campus office to either be secured by the 
campus administration in a locked file cabinet, drawer, safe or vault.  Only 
authorized personnel should have access to the locked area.  The next 
business day the teacher/sponsor will bring deposit to the Business Office. 
If access to the secured area is not possible, then contact the Business 
Manager for instructions.  It is NOT to be left in the office unsecured! 

 
5. The campus secretary will count the money in the presence of the 

teacher/staff member and a pre-numbered receipt will be issued to that 
person. The money will be placed in an envelope, sealed and signed by 
the teacher and the secretary.  The secretary will then place the money in 
the secure place. 

 
 All deposits must include a completed deposit slip with the white and pink 

copy and Cash Count/Deposit Form that has been counted by the 
preparer and another person in that organization. The teacher/sponsor 
should keep the yellow copy of deposit along with a copy of the Cash 
Count/Deposit Form for the organization’s records. 

 
 Each activity should clearly document the reason for fundraising activity 

on the deposit slip and Cash Count/Deposit Form. 
 
 For field trips, a tabulation of monies collected can be used to record cash 

count. 
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6. The teacher/sponsor will bear responsibility for any missing deposits or 

deposit shortages if funds are not verified in the presence of the secretary.  
 
7. Cash received MUST NOT be used for purchases, check cashing, loans, 

advances, reimbursements or for any other purpose and must not be co-
mingled with other money. 

 
8. Checks written to the school district should be for the amount of purchase 

only.  Post-dated checks are not to be accepted.  Checks are not to be 
held. 

 
9. Checks should be stamped immediately with the school stamp that says 

“For Deposit Only”. 
 
10. Being out of authorized receipt books is not an acceptable reason for 

noncompliance with the collection and deposit procedures. 
 
11. Any discrepancies found at any step in the process should be reported, 

verbally and in writing, to the Business Manager immediately for 
investigation and resolution. 

 
12. A tape may be run of any checks included in the deposit.  A copy of the 

tape should be retained with the copy of the deposit records. 
 
13. The pre-numbered cash receipts will be totaled and should match the 

deposit total. 
 
14. Receipt copies are to be kept intact in the receipt book. Once the receipt 

book is completed it is to be kept with organization’s’ records and a new 
one will be issued (if needed) by contacting the Administration Office. 

 
 
15. If it is necessary to void a receipt, put “VOID” on the receipt along with the 

receipt number that replaces the voided receipt. 
 
16. If it is necessary to void a receipt and there is no replacement receipt, an 

explanation should be written on the receipt marked “VOID”. 
 
17. These procedures are NOT optional and anyone who violates them will 

receive a written reprimand.  If the violations continue, the employee is 
subject to losing the privilege of having any future fundraisers or field trips 
and possibly being dismissed for insubordination. 

 


