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Background

Procedures for handling school generated funds will be developed which ensure
accountability and security for monies received.

Definitions

School generated funds are defined as funds raised specifically for the benefit of
students in the community that come under the control and responsibility of the Principal
or designate and are for specific student purposes and activities. These funds (e.g.
yearbook sales, graduation fees, field trip fees, extracurricular activities, Student
Council sponsored activities, etc.) are usually collected and retained at the school for
expenditures paid at the school level.

Procedures

1. All funds received by the school must be properly receipted and documented. The
Principal, in conjunction with the Secretary—Treasurer or designate, will develop
Procedures for the handling, receipting, security and banking of all monies received
at the school.

2. The accrual accounting method must be used for school generated funds. The fiscal
year will be September 1 through August 31.

3. For each school account, bank reconciliations must be completed at the school level
by mid-September at the school level. The Finance Department will then use the
district SGF software to create a revenue/expense summary to the period
September 1 through August 31.

4. The Finance Department will perform a review of a sample of school accounts prior
to the external Divisional audit. Any anomalies will be communicated to the
external auditor and the Principal.

5. All School Generated-Fund Account custodians must use standardized accounting
software as identified by the Division.

6. A carry—over of school generated funds from year to year for any one specific
purpose will be used for the purpose originally intended. Dollars raised in any given
fiscal year should be used to support student activities in that same fiscal year, thus
reducing any carry forward funds.

Reference: Sections 52, 53, 137 and 141 Education Act
School Fees Regulation 95/2019
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