
Staff Receive Cash 
or Checks

Is it  a gift or 
donation?

Bring funds and 
backup to the Clerk

Clerk reviews the 
gift policy

Clerk completes the 
gift form and 

delivers to A/R with 
funds and backup

Clerk ensures  
“Thank You” is sent 

to donor

Process Complete at 
the Site level

Complete Receipts 
to 360 Colborne 

Form

Deliver funds and 
form to  A/R

Funds from a 
company or 

organization?

Keep a log of the 
funds received

Daily, count the 
funds received and 
fill out a Receipts to 

Deposit Form

Proceed to Preparing 
Deposit Procedure

YES

NO

YES

Funds from 
Students or 

Families?

Contact A/R if you 
receive funds that 
don’t match any of 
the other funding 

sources mentioned

END

NO

NO

YES

Make a copy of the 
form for your 

records and include 
original with funds 

in a security bag

Bring the sealed 
security bag to the 

assigned location at 
your site

Process Complete at 
the Site level

Receiving cash or checks
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