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Hataitai School Financial Procedures


Receipt of Money Received
Our commitment

The Hataitai School board of trustees ensures the school’s financial and property resources are efficiently and prudently managed to effectively support our teaching and learning programmes, and to provide a healthy and safe environment for our students and staff.

Guidelines 
All monies received by the School will be processed as soon as possible by the School Office 

The Office Manager will:

· Prepare Invoices and Receipts for all School Fees, Camp Fees, New Entrant Stationery, Photocopy Levies and other items as required.
· Immediately cross and mark NOT TRANSFERABLE on all cheques received on behalf of the School.
· Ensure all monies received are recorded, entered into the computer, and banked as soon as possible after receipt. The Bank Lodgement form, or an accompanying schedule must detail all receipts.
· Each bank deposit is individually recorded into a School Cash Receipt Book. Each receipt shall show:

· Source

· Amount received

· Account Code

· Each individual Banking will be ruled off, totalled and reconciled with the amount banked.
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These procedures were reviewed in November 2011
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