CASH RECEIPTS, GATE RECEIPTS, AND ADMISSIONS P3402

Whenever possible, receipts collected for school-associated programs should bein check
form. All payments from school-associated accounts must be by check only.

When it is necessary to handle cash receipts, they must be counted and turned over to the
gppropriate supervisor or Principa on the same day as collected for subsequent deposit on
that day in the appropriate bank account.

Cash receipts or Petty Cash accumulation, which needs to be temporarily held in a school
building, must be placed in alocked area accessible only to the supervisor or Principal.
Cash should be placed in asafe, if available.

Receipts collected at events held after school hours should be counted, recorded, and
deposited on the same day in abank night depository.
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