
2017|MDUSD|GUIDE Clearing Account 

 

 

MT. DIABLO UNIFIED SCHOOL DISTRICT 
 
INTERNAL AUDITOR GUIDANCE 

 
Clearing Account 

 

 
Definition 
 

An account established for the collection of money that will later be deposited to the school site budget.  
Checks can only be issued to Mt. Diablo Unified School District to transfer the money from the clearing 
account to the school site budget. 
 
Procedure 
 

1. Deposit money collected for school site instructional activities in the school site clearing 
account.  
 

No other funds other than funds for instructional activities can be deposited into the Clearing 
Account.  Separate checks for booster and parent clubs are to be written to and collected by the 
appropriate organization.  These are separate entities, and donations are to be made payable to 
that entity, and not go through the clearing account.  

 

Examples of items that should be deposited to the Clearing Account:  Lost-book money, 
field trip money, money collected for assemblies, library fines, and any other money collected for 
activities that take place during the school day for instructional purposes.  

 

2. Transfer money from the clearing account to the school site budget by writing a check to Mt. 
Diablo Unified School District and sending it to Fiscal Services along with the Form A-1: Clearing 
Account Transfer or the Income From Outside Sources form.  
 

3. It is illegal to make payments for goods and services from a clearing account.  
 

4. Clearing Account must be reconciled each month.  Completed reconciliation package is due to 
the Internal Auditor by the 20th of each month.  Package must include 1) signed reconciliation, 
2) bank statement, and 3) copy of checkbook pages or Quicken transaction/register report.  
Submission may be done via scan/email, inter-office pony or fax (925-609-8768) 
 

5. Any and all update to authorized signers of the Clearing Account must filed with the bank and 
copy the Internal Auditor.  Sites that bank with UNIFY Federal Credit Union may make these 
updates or changes through the Internal Auditor, and not have to go to the bank branch. 

 
Whenever in doubt or have any questions, check with Accounts Payable Supervisor and/or Chief 
Accountant at Fiscal Services for clarification.  
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Sample Clearing Account Reconciliation Form 
 
 

 
 

Contact the Internal Auditor for the excel spreadsheet version of this reconciliation form. 


