

Please accept this letter as response to your CAP request.
1. Activity Fund Reconciliations:  The Business Manager will meet with the

activity account managers in all three schools on the 1st Thursday of each month to review

their bank statements and supporting documentation to ensure all accounts are reconciled
properly and accurately.  If issues arise, building Principals will be notified and their input 

will be required.  

2. Activity Fund Disbursements:  All disbursements will require supporting documentation and

the Principal’s approving signature on the request.  No check will be permitted to be made 

payable to cash under any circumstance.
3. Activity Fund Cash Receipts:  All receipts will require the SAU Activity Account Receipt
Form (copy attached in email) as well as supporting documentation (copy of check with a 

Description of what the check was collected for i.e. dues, yearbook, etc.  When deposited, 

checks and cash for various categories will not be grouped into one deposit batch.  Each 

category will require a separate deposit slip.  All cash and checks received will be deposited

to the bank within five days of receipt.

4. Cash Receipts – Central Office:  All cash receipts will require supporting documentation.  
5. Debit Cards:  The SAU will reduce the total number (11) of debit cards being used in the 
district.  All debit purchases will require proper documentation (if the purchase is a recurring
charge for subscriptions, etc., when the initial purchase is made documentation will be pro-

vided).  Subsequently, a photocopy of the bank activity showing the debit transaction will be 

attached to the entry.  Sales Tax Exempt forms will be distributed to each debit card holder

to ensure sales tax is not paid for any district purchase.


