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Cash Management Training 

Module 3:  Advanced Level 

Intro:  Four steps in management process:

· Collect the cash

· Maintain records
· Forward the money

· Reconcile accounts
1. Collect the money

· do not collect or handle PTA or booster club money

· define cash 

· stress importance of giving a receipt

· money collected by bookkeeper; receipted with KEV program

· money collected by staff; receipted with indiv. receipt or money collection form and sent to bookkeeper with General remittance form
· verify amounts collected 

· review receipts for errors

· check totals

2. Maintain records
· record data in KEV system (KEV overview)
· record building data
3. Prepare & Forward the money

· send money to the bank

· prep bag (check stamp, count cash)

· deposit slip
· send money to Accounting
· prep bag

· Accounting remittance form

· transfer process

4. Reconcile statement receipts:

· “daily” deposits

· credit card deposits

· money due to the District

Conclusion:  Cash handling safety tips

Cash Management Training – Advanced Level

1. “Press F-5 to begin”

2. “Press Esc to stop”  (directions for restarting)

3. “Press Enter to Continue”  (or click button jump to menu slide)
4. Handling funds in the public schools is a serious matter governed by State law, Board policy, and administrative procedures.  This training package is designed to assist Cedar Rapids district staff in managing cash appropriately within those guidelines.  

5. A complete copy of the District’s Cash Management procedures is located on the district website.  

From the homepage, select “Services”

6. and then select “Accounting” under the “Business Services” header. 

7. Click on “Cash Management Procedures” to find the document outlining all of the District’s policies and procedures for managing cash.

8. Within that document, you can click on special links to open copies of the forms being described.

9. You can also find the forms from the homepage by selecting “District Resources” at the bottom of the screen.

10. Select “Forms” from the list of Resources on the left.  

Log in, if prompted, using your regular District login name and password, 

and then look for specific forms in the “Accounting” section.  Most of the accounting forms mentioned in this presentation are located in the list that appears here, and they should always be readily available for your use.

11. District Employees who handle cash and the managers or administrators who oversee them are required by Board Policy to receive cash management training on an annual basis.  Based on your job description or your cash handling duties, you have been assigned to view one or more specific training modules.  

12. This is Module 3.  It provides an advanced overview of the District’s procedures for receiving and managing the flow of cash.  The target audience includes middle and high school bookkeepers, accounting and payroll staff, and other District employees who are responsible for handling, managing, or reporting on large amounts of District cash on a regular basis.  Please verify that you are viewing the correct module.  Click on this button to begin the training, or press the Escape key to stop the presentation at any time.

Cash Flow Overview
13. At the secondary level, money is collected for many reasons.  Keeping track of payments and forwarding money to the proper destinations is a huge job.  

Someone must collect the cash, 

maintain records showing what was collected and how the funds are to be distributed, 

forward the money to the proper accounts, 

and reconcile the entire process monthly.  

In the high schools, the person responsible for handling the money and keeping financial records is the building bookkeeper.  In middle schools, one of the building secretaries serves as bookkeeper, although in some cases several people may share the bookkeeping duties.  For training purposes, we’ll refer to any person assigned to any bookkeeping tasks as “the bookkeeper.”
Collect the money

14. The first step in the cash handling process is to collect the cash.  
Funds collected by PTAs or booster clubs are not District funds and should not be kept in District offices or in District bank accounts.  Those organizations must have their own accounts and their own taxpayer IDs. 

15. The term “CASH” includes monetary items of any kind.  
Whenever a payer gives cash to the District, he or she should receive a receipt that accurately reflects that payment.  This step, which is critical for maintaining fiscal accountability, was explained in more detail in part 2 of the training package.  Here’s a quick summary:  

16. If money is given directly to the bookkeeper—say for a consumable materials fee—

the payment is recorded in a web-based computer program, which generates the receipt. 
17. At the secondary level many more people may be involved in the collection process, 
but only the bookkeeper has access to the computer program.  
Some staff will issue receipts from an official District Student Receipt Book, 

while others will use a Money Collection Form listing up to 35 payments on a single page. 

18. When it’s time to pass the money along to the bookkeeper—regardless of which form of receipt is used—staff will gather copies of the documentation and attach an Activity Fund General Remittance Form.
19. They will send the money and all of the documentation to the bookkeeper as soon as possible.  (These transfer procedures were also explained in part 2 of the training process.)  
For most staff, sending everything to the bookkeeper is the end of the collection process.  
20. For the bookkeepers, however, the collection process is not finished; your work is just beginning!
21. You need to compare the checks with the receipts and with the remittance form to verify that all of the amounts agree.  This would be a good time to stamp the checks “For Deposit Only” to prepare them to be deposited in the bank.  

You also need to verify the currency and coin amounts and 

to verify the totals on the remittance form.

You need to record the collection details in the building’s financial record system, and you need to issue a confirming receipt from the KEV system to the person who collected the money.  
Maintain Financial Records

22. Board Regulation 704.5 states that all documentation related to cash handling must be kept on file at each building or department site for a minimum of 5 years.  

23. At the secondary level, bookkeepers use a computer program from KEV Software to document cash payments from students and to facilitate bookkeeping tasks.  
The program is called SchoolCash, but for this presentation, we’ll refer to it as the KEV 
system.  The following description provides you with an overview of some of the program’s 
features.  You will receive step-by-step directions for using the actual program as part of your 
training process.
As an approved user, you would log into the web-based KEV System...   

24. and select the account for your school.  From the Main Menu, you can customize the school’s bank data and maintain information about your staff and students.  You can set up fees to be collected, accept and record payments, manage bank deposits, reconcile monthly statements, and print reports. 
25. When a student makes a payment, select the appropriate menu item… 
26. and enter the student’s name or ID number.  
27. Select the fee owed by the student or, if the fee is missing,
click “Additional Item” and follow the screen prompts to complete the entry and print a receipt.
28. Collecting fees from a group of students is made even easier with a module that lets you set up fees in advance and identify the students who will owe that fee. (School Cash Catalog)
29. The KEV program also simplifies managing the money after it is collected.  Payments are identified by several category umbrellas—for example, Fees, Student Activities, Athletics, Fine Arts, IMCs, and Donations.

Each category umbrella can be further broken down into subcategories, which more clearly define the reasons for collecting the money.   

For example, this Fine Arts entry is earmarked for the band, and this IMC entry is for a book fair.  A few quick keystrokes can filter all of the records for each category, showing cumulative payments and the current balance for that category. 
30. The program can also generate a variety of reports, such as this one showing who has paid a given fee.

31. As you can see, the KEV system is a powerful tool for bookkeepers to use to document cash receipts.  You or other people in your building may decide to create and maintain additional records

using personalized databases, spreadsheets, or other types of reports, depending on what type of data your school needs to have on hand.  Whatever the format, your primary financial records are audited annually and need to be kept in the building for a minimum of 5 years.
Prepare and Forward the Money


Sending money to the bank:
32. Once you have verified collection details from each person who has turned in cash and have entered this information in the KEV system and in your building data files, 
it’s time to prepare the money for deposit.

33. Some funds—such as those collected for student activities, athletics, or fine arts—are deposited in your school’s special activity account.  This bank account belongs to your school, and you can write checks directly from the account to pay for school activities and expenses.

Other funds—for example, fees collected for instructional materials—need to be credited to the District’s General Fund.  

34. You can send these funds directly to Accounting to be deposited,

or you can deposit them in your activity fund and send the money to Accounting later by writing them a check from your activities account.  Use the KEV program to document everything you collect, and then use the program’s reporting feature to determine how much to “reimburse” the District at the end of each month.

To avoid keeping cash in your building, you should forward money to the Central Accounting Department or deposit it in your building’s bank account on a weekly basis. 
Deposit the money immediately if the amount exceeds $5,000.  
35. The KEV program has an accounting feature that lets you tally how much money has been collected and recorded in the system at the end of each day.  
This report from the “cash out” process summarizes all of the day’s collections and tallies them to show what total funds should be included in the bank deposit.  
36. The exact forms and procedures will vary depending on your bank, but once everything is counted and verified, place all of the cash into the bank bag, ready for delivery to the bank.

37. Anytime money leaves your building to go to the bank, you need to keep an accurate “chain of custody” record by making an entry on your building’s Facility/Department Bank Bag Transport Log.  Unlike most of the forms shown so far, this record will hold multiple transactions.  Print one copy and file it in your office where it is readily accessible.

Fill in the current bank bag number, the bag’s dollar amount, the signature of the person who prepared the bag, the signature of the person who picked it up, and the date.

After the money is deposited, you should receive the bank deposit receipt and a new bank bag. You can note that information in this column.

38. Compile copies of all receipts, deposit slips, Activity Fund Remittance Forms, etc. and file them for future reference.  You’ll need them when you reconcile the bank statements at the end of the month.
Sending Cash to Accounting:
39. Anytime you have cash to send to Accounting, or when you have a check ready to reimburse the District at the end of the month, follow these procedures to forward it to Accounting.  
40. All cash must be transported to Accounting in an official pre-numbered bank bag, which is available through the BSO system from the District Warehouse.
When the cash and checks have been counted, fill out the information on the outside of the bag:  

· Enter your facility or department name in the “From” area, and put “Accounting Cash Desk” in the “To” field.

· Enter the total amount of cash in the “Said to Contain” field and record subtotals for “Cash,” and “Checks.”  

· Enter today’s date and sign the bag.
41. Fill in the deposit details on the top strip of the bank bag.  
Place the cash and checks in the bag, double checking to make sure everything is there.  

When you are totally finished with the bag’s contents, remove the tear strip to seal the bag, and save the strip for your records.
If you can’t immediately send the bag to Accounting, it must be locked in a safe or a lockable storage cabinet in your building.  Do not place cash where people can reach it, and do not leave cash unattended.  
42. Before you send the cash to Accounting, you need to let them know them how much you are sending and why you are sending it.  
You do that with a General Remittance Form, which is an electronic document created in School Stream.
43. To open a copy of the form, click on “District Resources” at the bottom of the homepage.
44. If you hover the mouse over the word “Forms,” you can click on “School Stream” to enter the School Stream portal.  

Login using your regular District name and password, and then follow screen prompts to navigate to the General Remittance Form.

45. If you choose “All Forms” instead of entering the School Stream portal here, you may be prompted to enter your District login and password, and then you’ll be able to select the General Remittance Form from the list of Accounting Forms that appear.
46. Note that instructions for filling out the form are available by clicking the button at the top of the form.  
Fill in the details at the top of the form:  Select your Facility or Department name from the drop-down list.

Select today’s date.

Enter a description of the type or category of each type of cash you have collected—for example, “consumable fees,” “money collected for lost books,” etc.

47. Enter the exact amount of cash that you are sending and the number of the bank bag that will be used.

If receipts have been issued from a Student Receipt Book or from the KEV system, enter the beginning and ending numbers for those receipts.

If you have other documents to support or clarify the amount collected, you may attach electronic copies by clicking on the Attachments field.  Please do not send any of these documents to Accounting inside the cash bag.

48. Accounting needs to know how to distribute the money that you have collected.  The “Account Number,” “Amount,” and “Description” fields allow you to itemize these details.  You can direct the cash all to one account, or designate several different accounts, 
as long as the total for all of the accounts matches the amount of money in the designated money bag.  If you are not sure which account numbers to use here, enter a general description and leave the Account numbers blank, or you can contact the Cash Desk Clerk in  Accounting for help.

49. At the bottom of the form, your name and e-mail address will automatically be filled in, along with the approval path.  

Click these buttons to print and submit the form.

50. When you submit an electronic copy to Accounting, you will receive an automated e-mail to let you know they have received the form.

The printed copy of the form is for your files. 

51. Attach the cash bag’s tear-off strip to any related Receipts and Money Collection Forms, along with the printed copy of the General Remittance Form and printed copies of any other supporting documents that you may have attached to that form.  You may need to use these documents later to verify a payment or to authorize a refund, so file them carefully in your building and save the records for 5 years.  
52. When the paperwork is done, the cash bag is ready to be delivered to Accounting.  

Before you give the bag to the designated delivery person, 

don’t forget to complete the details on the Facility/Department Bank Bag Transport Log--particularly the bag number, the signature of the person who picked up the bag, and the date. 

53. When your cash bag is delivered to Accounting, the accounting clerk will record its arrival on their own version of the Bag Transport Log.  
Accounting staff will open the bag and verify its contents.  

They will use the information on the electronic copy of your General Remittance Form to credit the appropriate General Fund accounts, 

and they will forward the money to the District’s bank account. 
54. Following verification and data entry, Accounting will send you an e-mail acknowledging the bag’s contents.  
Recording that deposit verification in column 4 of your Transport Log completes the transfer process.  If there is a discrepancy in the deposit amount, contact the Manager of Accounting.  An attempt will be made to determine the cause of the problem, and the proper steps will be taken to resolve the issue.  
Reconcile Statement Receipts
55. You’ve collected the cash, 

updated your records, 

and forwarded the money to the bank or to Accounting.  Those three actions can occur on a daily basis, and you will probably be at various stages of the cycle with several different collections at the same time.  That’s a formidable responsibility, but using the proper forms and following the designated procedures should make the tasks go more smoothly.  


56. The final step in the process of receiving cash—reconciling the bank account—occurs at the end of each month.  If you’ve followed the procedures outlined in this presentation, it should be relatively easy for you to confirm all of the deposits on your monthly bank statement, including any amounts paid by credit card which have been automatically transferred to the bank by the credit card firm.  

Verify that everything is accurate, and add the statement to the files that you maintain for the auditor’s review.
Finally, if you haven’t already done so, review the records to see what amounts should have gone to Accounting, and send a check to the District to reimburse those funds.

57. School administrators and bookkeepers should evaluate the safety of money handling procedures on a regular basis and take steps to protect students and employees from unsafe practices.

Verify that staff use appropriate receipt forms to record transactions accurately.

Do not store cash in areas where students or unauthorized staff may have access to it.

58. Limit the number of people who have access to combinations & keys where money is stored, and change keys or safe combinations when personnel changes.

In the event of a theft, contact the Cedar Rapids Police Department and call the Business Services office immediately.  
59. If you feel someone who works for or with the District is engaged in financial mismanagement, you may contact your supervisor, principal, or the Accounting Manager.  

If you feel more comfortable addressing your concerns anonymously, you can use the Financial Integrity Hotline.  In either case, your information will be treated confidentially.
60. If you have any questions about any of the procedures or the forms for handling cash, please contact the Manager of Accounting or call the District’s Business Services office for further information.
61. Training Verification link  or Jump to Menu slide
62. Menu buttons
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