
SOUTHBOROUGH ORGANIZATION FOR SCHOOLS

CASH RECEIPT AND DISBURSEMENT PROCEDURES

The proper handling of cash and non-cash remittances and disbursements of
funds is extremely important in safeguarding SOS' s intet,Trity and satisfying

legal reporting requirements with Federal and Massachusetts' government
agencies. This instruction outlines routines designed to provide reasonable
assurances that cash and non-cash collections and disbursements are handled

in an orderly and proprietary manner. It is essential that the procedures
outlined in this material be followed as closely as possible.

CASH RECEIPT PROCEDURES

Receipts Through Back-packs/Collection Boxes
All fundraising events with receipts through back-packs or collection boxes at
schools must request payment by check, payable to SOS, whenever practical

(usually items> $1.00). Back-pacl( orders/collection boxes must be locked in
secure areas at the school after school hours. Depending on the school, this

can be the school safe or principal's office.

Ongoing collections (i.e., gift wrap, directories, field trip moneys) should be
collected, summarized, receipted and remitted to the School treasurer
WEEKLY. This timely turn-around helps avoid check returns and the

resulting efforts needed to collect not only the check amount, but the bank fee
as well.

Receipts "At the 0001'''/ One-time Events
These event (i.e., Finn used toy sale, bookweeks, dances) generate significant
sums of cash. Two people must be present for counting and receipting cash
at these events. One individual must be the event chairperson and the second
the School treasurer, General treasurer or one of the School coordinators.
Cash and checks are to be recorded on an "Expense Reimbursement/Deposit

Request" fonn (attached), signed by both parties present, then either
delivered to the General treasurer for deposit OR secured in the school safe
until it can be remitted to the General treasurer. [Exception, Neary treasurer
is substituted for General treasurer at Neary events.] Deposits are to be made
no later than 48 hours or the next banking day after the event.




