FORT HANCOCK ISD
Cash Management Procedures

Purpose: The District receives cash and checks fnamy sources. These procedures are
designed to ensure that cash received by the District and its employeesdaposited and
tracked for the benefit of the District and itsdgnts. Adherence to these procedures is essential
to mitigate fraud.

General Cash Management Guidelines

No post-dated checks should be accepted. Fundddshot be kept in classrooms, personal
wallets or purses, or at home for extended peraddsne. No cash purchases should be made
— every dollar collected should be receipted and gesited according to the collection
procedures.

Personal employee checks shall not be cashed framesicollected at the campus or district level
to ensure an adequate audit trail of all fundsectdid by the district.

Cash of different types shall not be combined. pasate cash box shall be maintained for Change
Accounts, Petty Cash and funds pending deposietans). All change and petty cash accounts
shall be in balance every day. For example, thib aad/or receipts in a $100 petty cash account
must equal $100 at all times and shall be subgeatitlit on a random basis.

Staff is strictly prohibited from “borrowing” from district funds. Staff who borrow (defined
as temporarily removing of funds with the intent toreturn the funds) or steal district funds
shall be subject to disciplinary action, up to andncluding termination of employment.

Receipt of Cash or Cash Equivalents

All cash and checks received from campuses andegats should be counted, receipted, and
prepared for bank deposit by the Finance OfficdBusiness Manager on a daily basis. The bank
deposit confirmation receipt shall serve as theialfdocumentation of all cash collected. The
audit trail for all deposits shall include the degeceiptsGate Duty Revenue FormFood

Service Revenue FormGeneral Fund Revenue Formand/orCampus/Student Activity

Revenue Formthat support the deposit.

General Receipt Issuance Guidelines

The flow of money and the receipts must supponnalhey collected and deposited. All receipts
issued shall follow the following guidelines:

» An official receipt book with pre-numbered, bouredeipts in duplicate shall be used.

»= Both parties to the money exchange should be pregeen the money is counted &
receipted

= A copy of the receipt must be given to the persaying (sponsor) Original Copy

= A copy of the receipt must remain in the receiptibo

= A copy of the receipt should be attached to theodiéglocumentation
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Receipts should not be altered

Voided receipts (white original copy) must be riaethed to the receipt book
Receipts are not to be pre-dated or pre-signed

Receipt numbers must be used consecutively

A copy of receipts or the appropriate form shall mee with the funds.
All revenue forms must be counted and verified bywo (2) people before submitting to
business office.

Sample Receipt

Date money was receiv No ;
u

DOLLARS

ACCOUNT i ) —

: Signature of person providing money
PAYMENT :
BAL. DUE ' Signature of person receiving money

At a minimum, the following items must be completean a pre-numbered receipt.

= Date - the date the money was received

» Received from — Payee - the full name of the pepaying the money (Address is
optional — this field can be used to indicate &f playee is a student or parent.)

» Dollars — the actual amount collected in dollard eents

» For — the reason for the payment (Note. This ism@sa to ensure that the correct
campus, department, student organization, etciveeredit for the funds.)

» How Paid — the type of funds received is essettittlack cash and checks on the bank
statement

» By - the signature (original — no stamps) of thespe receiving the money

* From - the signature (original — no stamps) ofgleson providing the money
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FORT HANCOCK ISD
Cash Management Procedures

Collection Procedures

Collected by Teachers, Principals, Secretaries (Cgms Activity Funds)

a

Cash and checks collected by teachers/principalstiiment field trips or fees shall be

reported on £ampus Activity Revenue Form TheCampus Activity Revenue Form

shall include the date received, amount receivediemnt name, and purpose of funds
collected. If more than one student, you may httatravel itinerary to revenue form.

o If payments were received from students for iteathsas entry fees, tickets, etc., the
name of the student and amount collected shoutéf@ted on the form.

o For sales of items, such as candy, ice creamher amall items, the item(s) sold and
the amount collected should be reported on the.form

Prior to collecting cash from fundraising activtjeghe campus shall have an approved

Approval to Conduct a Fundraiser Form (approved by the Campus Principal) on file

with the Principal’'s Secretary.

o The Principal’'s Secretary shall issue a receipafbcollections.

o If areceipt book is used, it must be a bound,rerbered receipt book with
duplicate copies shall be used. The original cd@/lde given to the payee, thé
copy shall remain in the receipt book for auditgmses.

By the end of each day, teachers/principals shélirst the funds collected with a copy

of the Campus Activity Revenue Form to the Busir@8ge.

Both the teacher/principal and Business Officelstmint the funds to ensure that the

amount is verified prior to the issuance of a nectom the Business Office to the

teacher.

Teachers shall maintain a copy of the receipt veckfrom the Business Office for their

own records.

Collected by Student Organizations Sponsors (Includg Fundraising)

Q

Cash and checks collected by activity account sprsrfer student trips, club fees and
fundraising shall be reported on a receipStardent Organization Revenue FormThe
Student Organization Revenue Fornshall include the date received, amount received,
name, student activity and purpose of funds calctAll monies must be verified by a
sponsor and a student before submitting to busioifise.

Prior to collecting cash from fundraising activjehe sponsor shall have an approved

Authorization to Conduct a Fundraiser form (appubisg the Campus Principal) on file

with the Business Office.

o The activity account sponsor shall issue a redeipall collections for any
fundraising activities that require the studendigiribute merchandise and collect
funds for sales.

o If areceipt book is used, it must be a bound,mmebered receipt book with
duplicate copies. The original copy shall be git@the payee, th& copy shall
remain in the receipt book for audit purposes.

By the end of each day, activity account sponsloal submit the funds collected on a

Student Organization Revenue Fornto the Business Office. TH&tudent
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a

Organization Revenue Formshall indicate the purpose of the funds, i.e. ¢kds,
fundraising, etc.

Both the activity account sponsor and Businessc®ffshall count the funds to ensure
that the amount is verified prior to the issuanta ceceipt from the Business Office to
the sponsor.

Activity account sponsors shall maintain a copyhef receipt received from the Business
Office for their own records.

Collected by Activity Account Sponsors (Concessiops

a

Cash and checks collected by activity account spasrfer concession sales shall be
reported on &tudent Organization Revenue FormThe activity sponsor and a student
shall count and verify funds collected after ewenénsure accuracy.

The activity account sponsors shall completeShalent Organization Revenue Form
and submit to the Business Office with the cadlected on the same day of the event,
as appropriate.

If the concession sales are after hours, the ac@acount sponsor may submit the cash
andStudent Organization Revenue Fornto the Business Office on the next business
day. The cash must be secured overnight in a los&t=

Both the activity account sponsor and Businessc®#hall count the funds to ensure that
the amount is verified at the time the funds atenstted to the Business Office.

The Business Office will prepare deposit.

The Business Office shall have a Money Box in thereount of $50 that shall be sign
out/in on a Student Organization Log for concessiosales.

Collected by Athletic or Other Ticketed Events

Q

Cash and checks collected for Athletic or Othek@&ted Events [plays, concerts, dances,
etc.) shall be reported on &@ate Duty Revenue Formpr individual receipts, as
appropriate for the event.

The tickets taker shall complete tGate Duty Revenue Formpr individual receipts, as
appropriate for the event and submit to the Busii@f§ice with the cash collected on the
same day of the event, as appropriate.

If the event is after hours, the ticket taker malyrsit the cash and appropriate form or
receipts to the Business Office on the next busiday. The cash must be secured
overnight in a locked safe or cabinet.

Both the ticket taker and Business Office shallntdbe funds to ensure that the amount
is verified at the time the funds are submittetheBusiness Office.

The Business Office will prepare deposit.

The Business Office shall have a Money Box in thereount of $100 that shall be
signed out/in on a Gate Duty Log.
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Collected by Principal’s Secretary (Including Campts Fundraising)

a

Cash and checks collected by the Principal’s Saxy##rincipal/Teachers for any
revenues other that Student Organization Fund<Camnapus Activity Funds shall be
reported on &eneral Fund Revenue FormTheGeneral Fund Revenue Fornshall
include the date received, amount received, stutkemie, and purpose of funds collected.
Collections by the Principal’s Secretary may inelud

o Lost textbooks

o Damage to campus supplies, equipment, facilities, e

o Fees

o Lost or damage to technology devices such as i;Paat®ps, computers, etc.

By the end of each day, Principal’s Secretary shadimit the funds collected with a copy
of the receipt oGeneral Fund Revenue Reporto the Business Office. The receipts
and/orGeneral Fund Revenue Fornshall indicate the purpose of the funds, i.e.
textbooks, fees.

Both the Principal and Principal’s Secretary shalint the funds to ensure that the
amount is verified prior to the issuance of a nec&bm the Principal’s Secretary to the
teacher.

Teacher shall maintain a copy of the receipt reazkivom the Principal’s Secretary for
their own records.

A district-issued locking money bag shall be usettansfer the funds from campus/
department to the district office. The bag shalldwked prior to delivering the bag to the
Business Office.

Collected by Food Service Department - Cashiers

Q

Cash and checks collected by a Food Service Mamaggiinclude the following:

o Student payments for meals and a la carte purchases

o Adult payments from District staff for daily mealad a la carte sales.

o Adult payments from non-employees for daily meald a la carte purchases.

The Food Service cashier(s) shall use cash regstacount for any sales.

By the end of each day, the Food Service Managsl idtoncile the cash collected with
the cash register detail tape and record fundsaeki on the collections reporfhe
collections shall be submitted to the Food Serfdzector for approval. The Cafeteria
Manager shall forward the cash to the businesseftir deposit.

Business Office shall issue Cafeteria Manager peder cash.

Deposits which cannot be made on the same daylshatored in a food service
department locked safe or cabinet until such tim#ha deposit can be made.

A district-issued locking money bag shall be usettansfer the funds from the food
service department to the business office.

The Food Service Manager shall maintain a copheftéceipt received from the
Business Office with the campus records.

The Food Service Department shall have a Change Amant in the amount of $100
(combined for both schools).

Page 5



FORT HANCOCK ISD
Cash Management Procedures

Collected by Media Center Library Specialist

o Cash and checks collected by the Library Speciadgst include the following:

o Payments for library books, library fines and daesatp library books.

o Payments for lost or damaged kindles.

o The Library Specialist shall issue a receipt fbcallections. TheActivity Account
Daily Collections Reportshall include the date received, amount receiseaient
name, and purpose of funds collected. The recespieid may be from the library
automation software (Alexandria) provided thatdlage of the payment, payment
amount, student name and purpose of the fundslisded in the receipt.

o If areceipt book is used, it must be a bound,mmbered receipt book with
duplicate copies shall be used. The original cém@fl e given to the payee, th& 2
copy shall remain in the receipt book for auditgmses.

o By the end of each week, the Library Specialistlshdomit the funds collected with a
copy of theActivity Account Daily Collections Report and/or single receipts to the
Business Office.

o Deposits shall be stored in a district’s safe with time as the deposit can be submitted
to the business office at the end of the week.

o A district-issued locking money bag shall be usettansfer the funds from the campus
to the district office. The bag shall be lockedptio delivering the bag or sending the
bag with the district courier to the Business Gfic

o The Library Specialist shall maintain a copy of theeipt received from business office
with the library records.

Collected by Accounts Receivable Clerk

o Cash and checks collected by a Business Officeindyde the following:
o Student payments (during the summer months) fartéosbooks, damages to
property and other related collections
Staff reimbursements of travel funds
Donations from external sources
Other miscellaneous checks from vendors
o Deposits from a campus, food service departmeriheomedia center
o The Business Office shall issue a receipt for @llections. TheGeneral Fund Revenue

Form shall include the date received, amount receisealent name, and purpose of

funds collected.

o If areceipt book is used, it must be a bound,mmbered receipt book with
duplicate copies shall be used. The original cé@fl e given to the payee, th& 2
copy shall remain in the receipt book for auditgmsges.

o All checks shall be stamped upon receipt for engltoent purposes.
o The Finance Officer shall prepare all funds foralpto the District’s depository bank

(Pecos County State Bank).

o All funds shall be sealed in a secure money bag.

O 00O
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o Deposits which cannot be made on the same daylshatiored in the business office
safe until such time as the deposit can be made.

o The bank deposit supporting documentation shouldldséed to the general ledger for
bank reconciliation purposes.

o All supporting documents for the bank deposits sthbe maintained by the Business
Manager for audit purposes.

Transport of Deposits to the Bank — District Courie

o The district courier should deliver all depositghe bank branch at Pecos County State Bank
in a secure money bag.

o The district courier must wait for the deposit ®grocessed and a deposit confirmation
receipt issued by the teller.

o The deposit confirmation receipt shall be forwardhe Business Manager or Finance
Officer.

Posting of Deposits, Withdrawals and Transfers

o Notices of checks which were not deposited duensufficient funds” shall be received by
and processed by the Finance Officer or Businessalyter.

o A form letter should be prepared and sent by tinarkge Officer or Business Manager to
all makers of rejected checks. The establishedoiersjected checks shall be noted on
the form letter.

o A JV or Cash Receipt Reversal shall be preparetidyinance Officer or Business
Manager to record the returned deposit. After apgdrof the JV by the Superintendent.

o All cash transfers between cash and investmentuatsshall be initiated by an investment
officer and posted by the Business Manager.

o All other cash withdrawals from a bank account sas®CHs or wire transfers shall be
initiated by the Finance Officer or Business Manayel posted to the general ledger by the
Business Manager.

o All electronic deposits to the bank accounts, sasktate aid or impact aid payments, shall
be coded and posted to the general ledger on ahigdrasis by the Business Manager.

o All travel reimbursements to the district shalldadmitted to the Business Office for
receipting and depositing purposes. The Businemsager shall post the deposits to the
general ledger.

Monitoring Available Cash — Accounting/Purchasing $ecialist

o A Daily Available Cash Balance Reporshall be prepared by the Business Manager
submitted to the Superintendent for review on & dmsis.
o An investment officer shall transfer out excesdasan investment account
o An investment officer shall transfer in sufficigohds to meet cash shortfalls prior to the
disbursement of payroll and/or accounts payableudgements.
o The Business Manager shall maintaiReport every month. The report shall reflect the
highest cash balance during each month and thebedahce at the EOM.
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