
Financial Procedures and Responsibilities 
 

1. Receipt all funds received from students and/or parents immediately.  Receipts should indicate 
the student’s name, purpose of payment, date and amount received, and whether cash and/or 
check. 

 
2. Handwritten receipts are required when $20 or more is received.  Cash collections sheets may be 

used for collections of less than $20. 
 

3. Secure all funds received until they can be taken to the office.  Funds should never be left 
unattended.  All funds should be submitted to the office daily.  They should not be kept in the 
classroom overnight and should never under any circumstances be taken home. 

 
4. All funds should be submitted to the office as received.  No checks should be cashed from the 

funds collected and no disbursements should ever be made from cash funds collected.  Any 
disbursement and/or reimbursement should be made by school check. 

 
5. Staff members should receive a printed receipt from the lead secretary within 24-48 hours.  Their 

receipt should reflect the amount remitted and purpose for which it was collected.  If there is any 
discrepancy, they should contact the secretary immediately. 

 
In the event that cash receipts are stolen, the following procedures must be followed: 

 
1. Immediately report the incident to the principal and local law enforcement agency.  A crime has 

been committed. 
 
2. Do not compromise the crime scene by moving and touching items, which may be useful in the 

official investigation. 
 

3. Notify a member of Safety Security and Emergency Management 336-727-2527. 
 

4. Determine the amount of missing funds and document this amount through duplicate cash receipt 
information or other supporting documentation for insurance purposes. 

 
5. Notify parents who may have personal checks included in the stolen funds.  A form letter may be 

issued stating what happened, the right of the parent to issue a stop payment on the check(s) in 
question, and/or request that a new check be issued. 
Requests for Reimbursements use of cards required documentation- credit/debit card 
statement- in the person requesting reimbursement name, other transactions blacked out 
Reimbursements should only be utilized if there is an emergency, or there are extenuating 
circumstances (after school hours - events such as clubs, academic competitions, or athletics), or 
the vendor do not accept a PO.  Appropriate planning is key. 

1. Any staff member wishing to be reimbursed from school funds for purchases must have prior 
approval from the principal before making the purchases.   

 
2. If approved, please remit original receipts to the school treasurer for reimbursement.   

 
3. Submit receipts with only reimbursable items listed.  Do not submit receipts that include personal 

items on the same receipt as items you want to be reimbursed for with school funds. 
 
4. If order placed via the internet, please include a packing slip indicating receipt of goods and/or a 

copy of your credit card statement verifying that you were charged for the merchandise (personal 
information may/should be blacked out.) 
 


