
 
7-12 Deposit Procedure 

 
 Money Collected for District Purposes 

- A receipt in triplicate should be written for all cash received. 
- Receipt books will be given to teachers or coaches that the principal has 

designated in charge of collecting and counting money. 
- When collecting cash, a receipt must be filled out. The original receipt is 

for the business office, the middle receipt is for the person giving the cash, 
and the last receipt remains in the receipt book for record keeping. 

- Receipts are not required to be given when receiving a check. 
- Two people need to count the money before it is turned into the office. 
- The two people that have counted the money need to sign the amount that 

they have recorded on a cash form provided by the office.  
- At that time, the money needs to come to the office with all original 

receipts for one final count. The third signature will be the person filling out 
and/or making the deposit. 

- When taking the deposit to the bank, the original receipts should be sent 
to the business office via school mail in an envelope, clearly marked what 
the receipts are for. The deposit slip that you are filling out for the bank 
also needs to be clearly marked so that the two can be matched and 
reconciled. 

- When sending the money and deposit slip to District Office to be 
deposited, the original receipts must be put in the money bag with the 
money and bank deposit slip.  

- Please be sure the bank deposit slip and receipts are clearly marked. 
- The business office will reconcile the deposit with receipts (cash) and 

check amounts.  
- At the end of the day, there shouldn’t be any money left in classrooms 

overnight. 
 
 

 Bank Deposits 
- There should be a code on all bank deposits along with a description of 

what the deposit is for. 
- Example: name tags, communication folders, etc.  

 


