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INTRODUCTION

This manual is designed to provide a set of  

standardized controls, procedures, and forms for the

North Kansas City School District.

Administration, administrative assistants, and 

sponsors are responsible for following the controls 

and procedures prescribed in this manual. Fiscal 

responsibility is an expectation of  all employees of  

the North Kansas City School District. At any given 

time Central Office may audit these controls and 

procedures without notice.

For Questions please contact:

Dir. of  Accounting, Roland Hamik    (816) 321-6883

Kera Campbell, Executive Assistant   (816) 321-4306

Maria Paez, Executive Assistant         (816) 321-6758
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FORMS

AAA – Administrations Acknowledgement

ACBR – Cash Box Return

ACBS – Petty Cash Start-Up

ACRL – Cash Receipt Log

ADTS – Deposit Tote Sheet

ARC – Sponsor Report Confirmation

ARV – Verification of Reconciliation

ASA – Sponsor Acknowledgement

GDTS – Gate Deposit Tote Sheet
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SECTION 1 – GENERAL INFORMATION

1.1  PURPOSE OF SCHOOL FUNDS

The school district has general control and management of  all schools, school funds and 
school property, including money generated in the school’s name from the students, student 
groups and/or school personnel.  Revenues include funds from athletics, student activities, gate 
receipts and BASA (Program 39).  All funds are considered “taxpayer” money and therefore, 
must be expended only for a public purpose. Expenditures serve as a public purpose if  they 
benefit the community as a whole or are directly related to the functions of  the school district 
and do not have as their primary objective the benefit of  private interest.  Expenses must 
directly benefit the students who generated the revenue, and students must be involved in the 
decision-making for expending funds that they helped to generate.  Section 165.021, RSMo., 
reads as follows:  “All moneys received by a school district shall be disbursed only for the 
purposes for which they were levied, collected or received.”

1.2 FUNDS MANAGEMENT

Moneys raised through activities sponsored by administrators, teachers, students, the 

Board of  Education or any group within the school program, by any means or for any purpose, 

should be deposited in one of  the funds authorized by state law on a daily basis, and 

withdrawn only in the manner prescribed by state law. All funds collected by school district 

personnel from students or patrons must be handled through the activity fund account or the 

general fund which are a part of  the district’s bank account.  Only the Board of  Education 

President and Treasurer have the authority to open a bank account under the district’s tax 

identification number.

For liability and funds management purposes, it is essential that district staff  not 

confuse district-sponsored fundraising with fundraising conducted by booster clubs, PTA’s or 

other groups not directly controlled by the district as it is considered its own entity. 

Although the district welcomes community involvement and support of  district programs, the 

district cannot take responsibility for fundraising or the funds collected by such groups. (Board 

Policy IGDF)

Any person wishing to form a school-sponsored activity or organization must follow 

Board Policy IGD.
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1.3  REPONSIBILITY FOR SCHOOL FUNDS

The school principal is responsible for the proper collections, disbursement, 

and control of  all school fund money. This responsibility includes:

 Providing for safekeeping of  money in a locked area or safe.

 Proper accounting and administration of  fund transactions.

 Expenditures of  funds in compliance with Board of  Education policy and 

administrative procedures.

 Adequate training and supervision of  all personnel (sponsors) designated by 

the principal to administer school funds. Segregation of  duties is a requirement 

for the high school funds and is strongly recommended at all levels.  Cash 

receipt functions must be segregated from the deposit and bookkeeping 

functions. 

 All staff  involved with school funds MUST sign an acknowledgment form of  

the North Kansas City School District Financial Procedures Manual. The 

sponsor’s form (Form ASA) and administration form (Form AAA) must be 

signed annually. The original forms must be kept on file in the principal’s 

office and must be easily available to the accounting department when 

requested. The signed administration form must be electronically sent to 

Kera Campbell in the Finance Department at Central Office.
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SECTION 2 – SPONSORS PROCEDURES

2.1 SPONSOR BALANCE COMPARISONS

The sponsor of  each student organization is required to maintain adequate records 

to support the financial activities of  the student group.  These records are subject to review 

during the audit of  the school's funds and should include, at a minimum, the following:

 Copies of  all money receipts and record of  moneys collected

 Copies of  invoices or disbursement vouchers

 Copies of  fundraising applications

 Detailed records of  fundraising proceeds

Each month the Administrative Assistant will run the Activity Detail Report 

(GL2026) so that the sponsor can compare his or her balances and financial records.  If  

the Activity Detail Report has not been provided, it is the sponsor’s duty to request this 

report. 

There should not be a negative cash balance in your account.  The only 

exception that will be allowed is a negative balance due to a timing difference OR an 

Activity Equipment line. (Central Office will reduce the original activity account at the end 

of  the year to offset the Activity Equipment line). This negative balance should be resolved 

within 30 days. The Sponsor should explain the negative balance on the Monthly Report 

Confirmation (Form ARC). The Activity Director or Principal must then explain the 

negative balance to Accounting.

A confirmation (Form ARC) of  the Activity Detail Report should be submitted to 

the School Office by the sponsor. The school office should request this form if  the 

sponsor has not submitted it timely.  

Any discrepancies must be reported to the Office Administrative Assistant or 

Building Principal within 30 days of  receiving the report. It is imperative the sponsor takes 

the time to insure all funds are accounted for accurately.
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2.2 COLLECTION OF MONEY BY THE SPONSOR

Sponsor MUST provide a pre-numbered receipt to each person from whom 

money is collected.  Duplicate pre-numbered receipt books are available from Stores 

Inventory (Stock #050000). Receipt slips should be completed as money is 

collected, not when funds are turned in for deposit. 

Money collected should NOT be kept overnight in a desk or file 

cabinet, nor should the sponsor take it home, money MUST be kept in a safe. 

If, for some reason, all records cannot be completed and recorded before the end of  

the day, the funds should be taken to the Office and locked in the school safe to be 

completed the following day.  

Personal check cashing by faculty members is prohibited. Do not accept 

post-dated or third party checks. Likewise, cash should not be removed from school 

fund collections and replaced with a sponsor's personal check. In addition, cash 

collections may not be used to purchase supplies, refreshments, or used for any 

other purpose. If  you have the need for these items, use petty cash or submit a PO 

for purchase. Collections must be deposited intact, in the same manner in which 

they were received.

2.3 PREPARING COLLECTIONS FOR DEPOSIT

The FULL activity account number should be noted on each check. 

This will allow any insufficient funds checks (NSF) or questions to be 

directed to that school account.  

Complete the deposit tote sheet (Form ADTS).  Copies of  all checks must 

be attached to the deposit tote sheet to be taken to the office.  A receipt will be 

given to the sponsor at this time.  This receipt should be attached to the copy of  the 

tote sheet and checks to be kept for the sponsor's records. 

It is preferable that the Office re-count the money at the time the receipt is 

issued. If  not possible and a discrepancy is discovered, a corrected deposit tote 

sheet will be reviewed with the sponsor.
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2.4 EXPENDITURES

No expenditure should be made using money prior to the deposit of  such 

cash.  A Purchase Request must be created and approved. Expenditures must be 

made in compliance with existing purchasing rules, laws, and regulations.  Under no 

circumstances should a purchase be made without proper approval.  To the greatest 

extent possible, purchases should be planned in sufficient time to allow them to be 

made by a Purchase Order. All expenditures and reimbursements must be paid in 

the fiscal year in which they occur.

For the complete Purchasing Guide go the District’s website: 

http://www.nkcschools.org/purchasing
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SECTION 3 – ADMINISTRATIVE ASSISTANTS 
PROCEDURES

3.1 ISSUING RECEIPTS TO SPONSORS

Cash receipt records are the means of  accurately recording cash received and provide 

support to substantiate each school fund deposit. To maintain effective control, the following 

procedures should be followed:

 All cash and check collections must be receipted in the office using a pre-

numbered triplicate receipt book. (Stock #049005). 

1) Original copy (white) to sponsor submitting the money with this 

receipt number referenced on the sponsor’s Deposit Tote Sheet 

(Form ADTS). It is preferred that the Office re-count the money 

before issuing the receipt. If  not possible and a discrepancy is 

identified, a corrected Deposit Tote Sheet will be reviewed with the 

sponsor. All checks must be endorsed at the time the office receipts 

them.

2) Second copy (yellow) for posting and file copy. This copy should be 

kept with the initial money and the Deposit Tote Sheet (Form ADTS) 

and locked in the school safe or locked fireproof  cabinet until the 

deposit is prepared for armored car pickup.

3) Permanent copy (pink) retained in the master receipt book and on 

permanent file. If  a discrepancy is found in the original deposit, the 

administrative assistant will cross through the error and initial the 

change on this permanent copy. Do not blacken out the error or use 

correction fluid.

Student obligations (class dues, activity passes, participation fees, yearbook 

and parking pass) must be receipted through the Student Records System. A daily 

compilation of  student obligation moneys must be recorded using the same steps 1-3 

above. Documentation from the Student Records System must be attached to the 

posting copy in place of  the Deposit Tote Sheet. 
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 The cash receipt must contain the following to be considered properly 

completed.

a) Date and amount.

b) Name of  Sponsor submitting cash.

c) Explanation of  the purpose for which the money was received.

d) The correct School Fund account code.

e) The signature of  the office person receiving the money.

 It is required that the sponsor properly complete the Deposit Tote Sheet form 

(Form ADTS) prior to leaving any moneys with the office administrative 

assistant.

 The school account number and the name of  the student turning in the check 

should be noted on the check. This allows any insufficient funds checks (NSF) or 

questions to be directed to that school account. Copies of  all checks must be 

attached. Sponsor must sign the form. It is prohibited that any check cashing 

be allowed. It’s prohibited for Third party and a post-dated checks be 

accepted.

 Always make sure the school account number is written and is correct.
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3.2 DONATION 

All gifts accepted by the District become the property of  the District, to be 

expended or used to the discretion of  the Board of  Education and in accordance 

with Board polices and law for the benefit of  the District as a whole. 

If  your building receives a generosity donation of  $500.00 or more, please make 

sure to forward the information to Maria Paez, in the finance department. IE, the 

purpose of  the donation, copy of  the check, the address if  it’s not the same on the 

check. By showing appreciation, the Board of  Education will send out a Thank you 

letter.

When making the deposit, please make sure your enter object 5192 into 

BusinessPlus.     
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3.3 PREPARING BANK DEPOSITS

Deposits must be prepared daily by the “bookkeeper” administrative assistant with no 

exceptions. Each day’s receipts are to be deposited intact, that is in the same form as they were 

collected. That means the integrity of  the dollars must be maintained. A bank deposit slip must 

be prepared using the four-part form provided by Central Office (Pony drivers). The following 

information must be included:

 The date and amount of  deposit.

 The name of  School and School Fund Revenue account number so Central Office 

will credit the appropriate account. For Activity accounts please write AXXX-5179 

(xxx=school code). Please make sure EVERY deposit slip has the school name and 

account number. For food service, every deposit slip MUST have the school name 

and either FNS or food service deposit on it!

 The sum of  the amounts of  the supporting cash receipts must agree with the 

amount of  the deposit slip by currency, coin and checks.

Send the first three copies of  deposit slips to the bank. The white one will stay at the 

bank. The pink and blue copies are returned to Central Office from the bank. Central Office 

will send the blue copy to the school. The school should verify the date and amount and keep 

with their file (yellow) copy. The fourth copy (yellow) is the school’s copy to be attached to 

receipts and deposit tote sheet.

A photocopy of  the deposit slip, receipts, deposit tote sheets, cash logs, and checks 

included in the deposit must be given to the cash receipts administrative assistant. All of  the 

pre-numbered receipts in the master receipt book must be accounted for by noting the date to 

bank on each receipt. This allows for a double check that all receipts have been deposited in a 

timely manner.

The deposit should be placed in the fraud stopper bags for armored car pickup. (Bags 

available from Central Office Pony drivers). The seal from the bag should be kept with the 

school’s file copy of  deposit slip for reference of  bag number.

All deposits must be kept in a locked safe or locked fireproof  cabinet until armored car 

pickup. Deposits must be logged on the armored car pickup manifest.
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3.4 ENTERING CASH RECEIPTS INTO BUSINESSPLUS

Activity fund deposits (A* revenue codes) must be entered into BusinessPlus when 

the deposit is sent to the bank or within a few days of  the deposit being sent.  If  you have 

more than one deposit you can put entire cash amount on one deposit slip and enter 

separate cash receipts into Business Plus. Make sure to ATTACH ALL necessary 

documents., IE, Deposit slips, Deposit Tote Sheet, Checks and Receipt’s. Please 

refer to the Activity Cash Receipt Entry Guide for detailed instructions on entering these 

deposits. This guide is available at www.nkcschools.org/accounting. All deposits should be 

entered into a revenue account. Unless approved by the Finance Department, DO NOT 

deposit into an expense account. All general budget deposits will be entered by the Finance 

Department. Please make sure to write the correct account number on the deposit slip so 

that the Finance department can post accurately.

3.5 MONTHLY ANALYSIS & SPONSOR REPORTS 

At the beginning of  the month, the Finance Department will send out an email 

notifying schools that posting is complete for the previous month. The administrative 

assistant should run the Activity Accounts Summary (GL2027) and analyze the accounts 

for accuracy. The Verification of  School Fund Reconciliation (Form ARV) must be signed 

and submitted via e-mail to Kera Campbell by the 20th of  each month. Please note that any 

negative fund balances must be explained and resolved within 30 days. 

High school admins - please be sure to transfer any 1599 non-activity obligations 

money out at least once per month to keep your reports clean.

Sponsors must be given an Activity Detail Report (GL2026) monthly. The 

sponsor must confirm their activity fund balances by returning a completed Monthly 

Report Confirmation form (Form ARC) to the school office within 30 days.

Since BusinessPlus (IFAS) software is now used for activity funds the data is live. So to capture the most 

current and accurate data, run the GL2026 report using a beginning date of  the month just ended and 

keep the end date which defaults to the current month. (Example:  if  running a September report, use a 

beginning date of  9/1 and an ending date of  10/31). By extending this ending date the sponsor will see 

the most current data since the reports reflect encumbrances.
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SECTION 4 – PETTY CASH 

PETTY CASH 

Initial change fund cash must be authorized through the Finance Department. This cash is a 

“loan” and must be returned by the school at year end. Please email Maria Paez in the Finance 

Department and attach the Petty Cash Request Form. With all expenditures, you will need to 

present a tax exempt form (ask the admin assistant for the form). This cash is subject to an 

internal audit at any time and must be kept in a safe and secured location. Individual cash boxes 

must be requested from the school office at least 24 hours in advance. 

Individual cash boxes must be requested from the school’s office at least 24 hours in 

advance. The employee using the cash box is the only one who can pick up and return the cash 

box. Please make sure that this individual has signed the form that they will be handling cash. 

The preparer of  the cash box will count, itemize and sign off  on the cash box start-up form 

(Form ACBS). The employee using the cash box will verify amounts and sign the ACBS form 

when the cash box is picked up. After the event the employee will count, itemize and sign off  on 

the return cash box form (Form ACBR). Office administrative assistant will verify and also sign 

the ACBR form. 

SECTION 5 – GATE RECEIPTS AND TICKET 
SALES

GATE RECEIPTS AND TICKET SALES

There should be two workers for each event where tickets are sold. It is a good practice 

to rotate workers if  feasible.  

At the close of  the gate or ticket sale, tickets and money should be reconciled.  Do not 

wait until the next day.  Complete (Form GDTS).   Each worker should count the cash separately 

in the presence of  each other.  Enter this information on the form along with the ticket 

information.  Both workers should then sign (Form GDTS) along with the Administrative 

Supervisor.  The money and tickets should then be locked up in the school safe.

On the following business day the money should be deposited.  Follow the same 

procedures of  recording as steps 1-3 under Section 3.2 15



SECTION 6 – NSF’s

NSF’s will be sent to the appropriate school with a request on how to handle. There are 2 

options, try to collect accepting cash only or send to collection agency Envision. If  the 

school chooses to send the NSF to Envision then they can no longer try to collect the funds. 

DO NOT accept any payments on NSF’s if  they have been sent to Envision. The parent will 

then have to work it out with Envision. Central Office will notify you when the NSF has been 

collected so that you may remove the obligation from the student’s MY Payments Plus account. 

ALL food service NSF’s automatically go to Envision.

Please be mindful, if  the NFS is sent to Envision, Envision will charge their service fee of  

$25.00 per check on top of  what their bank charges plus the amount of  the check that is made 

out for. Ex: If  the check amount is $10.00 Envision charge $25.00 + bank charge (up to) 

$50.00 = $85.0.00 dollars= unhappy parents . This is why it’s imperative that money is 

deposits daily. 

If  the school account is NOT listed on the check, NSF checks will be posted against a 

nonactivity pass thru account. 1599 will be used for high school, 1700 for middle schools, and 

1900 will be used for  elementary schools.  If  money is received to replace the returned check it 

will then be posted back to the same account.

SECTION 7 – FUNDRAISING
Please follow the procedures as outlined in Board Policy IGDF
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Section 8
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Upon notification of Grant Awards/Approval the following information needs to be 

provided to the finance department (Attn: Patricia Kuehnen): 

Total amount of the Grant

Specific uses of the Grant as stipulated by the Grantor. (What types of expenditures 

are allowed? Materials and supplies? Salaries?)

Timing of the Grant to include:

Date funds are to be received (Is the Grant money received as one lump 

sum or over multiple payments?)

Time frame for utilizing the funds (Is there a time limit? 1 year/multiple 

years? When does the District expect to use up the entire Grant?)

Method of funding (Will the District receive a check/ACH/wire?)

Who is responsible for the funds received and the expenditures to be made? (What 

cost center?)

A copy of the grant document if available

The above information is necessary prior to any receipt of funds and processing of 

any PO’s. 

Additionally, if the grant funding crosses over fiscal years additional information 

will be required in order to allow funds to be available in subsequent fiscal years. 

Contact Patricia Kuehnen with any questions or concerns. 


