RICHLAND COUNTY SCHOOL DISTRICT ONE

YEAR-END CHECK OFF LIST FOR NON-APPROPRIATED FUNDS

(FORM 800-6)

	SCHOOL:
	     
	
	LOCATION:
	     

	BOOKKEEPER:
	     
	
	DATE:
	     


	REPORT ITEM
	
	ENCLOSED

(Check-Off)

	
	
	

	All Used Receipt Books—Adding Tape on Summaries and Receipts Must Be Stapled to Each Book.
	
	 FORMCHECKBOX 


	Deposit Records—Separated By Months in Envelopes.
	
	 FORMCHECKBOX 


	Accounts Payable Records—Vendor File Folders in Alpha Order.
	
	 FORMCHECKBOX 


	Copies of Monthly Financial Statements (July-June)—Months With No Activity Must Have General Ledger Report Attached to Form 800-1.
	
	 FORMCHECKBOX 


	Yearly Financial Statement—(Dated 07/01/yr. Thru 06/30/yr.)—General Ledger, Summary by Sub Accounts, Sequential Lists: Receipts, Checks, Transfers—attached to Form 800-1.
	
	 FORMCHECKBOX 


	Yearly Savings Statement (Form 800-2)—Include Copies of Bank Statements (For Schools With Savings/CD Accounts).
	
	 FORMCHECKBOX 


	Encumbrance Form (Form 800-3)—Must Include Copies of All Pending Requisitions and Billing Invoices.
	
	 FORMCHECKBOX 


	Supply Order Form (Form 800-4)—Keep One Copy For Your Records.
	
	 FORMCHECKBOX 


	Receipt Book Control Log (Form 800-5)—List All Used & Unused Receipt Books. Adding Tapes Must Be Attached. (Original and One [1] Copy)
	
	 FORMCHECKBOX 


	Written Explanation—Stating The Out of Balance—Must have Principal’s Signature Original and One (1) Copy.
	
	 FORMCHECKBOX 


	Teacher Allocation Fund—Account Must Be Zero—Forward a Check to the Cash Manager in Financial Services, Submitting the Remaining Balance.
	
	 FORMCHECKBOX 



NOTE: Maintain Unused Receipt Books at the Office

Note: Petty Cash, Checks, Deposit Tickets, NSP Checks, and Unused Receipt Books—

MUST BE LOCKED IN THE VAULT.

	REMINDER:

	
	Maintain a Completed Copy of Your Year-end Financial Statement to Ensure that Your Beginnings Balances for all Accounts were Forwarded Correctly in July of the New Year.



Revised: 02-19-02


Form 800-6


cm


