Millard Public
Schools

3425.1: ACCOUNTING - RECEIPT OF FUNDS

All cash, checks, or other fundsreceived by the District (including fundsreceived by and/or for student
or ganizations) shall be deposited expeditiously into the appropriate bank accounts and recorded on the
District’sfinancial recordsin a manner consistent with the requirementsof federal law, state law, and
District rulesand procedures.

For all cash and checksreceived by a District employee or a student organization r epresentatives:

1. When requested, a receipt shall be issued by such employee or representative to the party tendering the
cash or check. When a receipt isnot requested, the employee or representative shall be responsible for
maintaining an accounting record of the receipt in a manner approved by the Superintendent or designee.
(This section shall not apply to the sale of food, drink, or other such concession itemswhereimmediate
possession of the product isgiven in-lieu of a receipt.)

2. Each building shall ensurethat its procedures provide for aleast two people independently counting such
funds and documenting such count.
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