Edith Bowen Laboratory School
Financial Responsibilities and Procedures

FINANCIAL RESPONSIBILITIES

Edith Bowen strives to ensure that not only are all Federal and State minimum requirements
are followed, but to exceed standards and guidelines specified for LEAs in the handling of funds.
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CASH RECEIPTS POLICY

The following information outlines the processes used at Edith Bowen to ensure proper
reporting of all cash, check, or credit card payments made to the school.

Segregation of Duties

Segregation of fund handling is utilized to ensure that one person doesn’t accept, deposit, and
report payments received. Multiple reconciliations are performed by various people within
Edith Bowen, as well as Utah State University’s Cashiers Office, to validate all funds received.



Cash Handling

Procedures—During the Month

Staff Assistant/Receptionist counts the balance of the cash drawer, which should total
$35.00.

Any payments received by mail is opened by the Staff Assistant/Receptionist and date
stamped.

All payments received related to student activities are entered in the financial system
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Monthly financial reports and detailed transaction listing is reviewed to ensure proper
reporting of all activity. Any discrepancies found are researched, findings noted, and
resolved by the end of the next month. Additional notes are added if more than one
month is needed to resolve the issue.

Monthly financial reports and detailed transaction listing is provided to the Governing
Board for review. Any inconsistencies, trends, or unusual items are disclosed and
explained to Governing Board members.



