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Internal Controls
School Based Funds Policy 530

 To maintain high standards of accountability to the
public, South Shore Regional Centre for Education
requires schools to use generally accepted accounting
practices to manage the funds they collect.

 It is recommended to review the Policy and the
Handbook periodically incase of any updates or
changes as well as clarifying the do’s and don’ts when it
comes to the School Based Funds.



Internal Controls Continued…
 School Based Funds Policy 530 can be found on the 

SSRCE website:

















Internal Controls Continued…
 It is important that school administrators support and 

follow the established procedures outlined in Policy 
530 and the School Based Funds Handbook. The goal 
of the procedures is to ensure that money is accounted 
for properly on a timely basis and that records are 
accurate.



Internal Controls Continued…
 The School Based Funds Handbook can be found on 

the SSRCE website:



Internal Controls Continued…
 Procurement

 The South Shore Regional Centre for Education believes 
in the procurement of all goods, services, construction, 
and Facilities in an open, fair, consistent and transparent 
manner resulting in best value.

























Internal Controls Continued…
 Controls relevant to a school include:

 Entering data into SchoolCash.net correctly and on a 
timely basis

 Completing bank reconciliations within 1 week of 
receiving the bank statement

 Generating/reviewing reports
 Completing School Based Funds Forms
 Following the proper procedures for monies received for 

deposits and disbursements 
 Filing



Internal Controls Continued…

 Filing
 All financial records should be filed in the binder filing 

system. (Binding Cases can also be used as they are 
easier too handle and store.)
 All Deposits in a separate binder in numerical order.
 All Cheques (Void cheques included) in a separate binder in 

numerical order.
 Bank Rec, Bank Statement, Report 10, and HST by month in a 

binder.
 Transfers in a separate binder in numerical order.
 Refer to Page 29 of the School Based Funds Handbook



Internal Controls Continued…
 Monthly Financial Statements:

 Bank Reconciliation (Date must reflect the last day of 
the month. e.g. November 30 or December 31, no matter 
what the bank statement reflects as an ending date.)

 HST
 Principal Reports



Internal Controls Continued…
 Forms

 All schools will use standard forms developed and 
provided by the Financial Services Department which 
are available on the website for printing, as stated in 
section 9 of the school Based Funds Policy 530.



Internal Controls Continued…
 School Based Funds Forms:

 Cheque Request Form
 Referee Payment Request Form
 Gas/Travel Form
 Petty Cash Reconciliation
 Deposit Form
 Fundraising Application Form
 School Dance Collection Form



Internal Controls Continued…
 About Forms:
 All schools will use standard forms developed and 

provided by the Financial Services Department which 
are available on the website for printing.  They will be 
revised periodically as required.  The forms are to 
ensure proper internal controls within the schools as 
well as to protect all Region employees.  Special 
purpose forms may be created and used only if they 
have been approved by Financial Services:



Internal Controls Continued…
 Cheque Request Forms:

 A cheque request form must be used anytime a person 
(not a business) is requesting payment.  The original 
receipt/invoice must be attached to the form. (A debit or 
credit card receipt is not sufficient). The form is to be 
filled out, in full, by the person requesting the cheque.  
After the form is approved by the Principal and the 
cheque has been written, file the form and the attached 
receipts/invoices in numerical order by cheque number.



Internal Controls Continued…
 Referee Payment Request Form:  

 This form is to be filled out by the Coach/Referee.  It 
shows which games the referee is being paid for.  After 
the form is approved by the Principal and the cheque 
has been written, file the form and the attached 
receipts/invoices in numerical order by cheque number.



Internal Controls Continued…
 Gas/Travel Payment Form: 

 This form is filled out by the person that is 
giving/receiving the stipend for travel to a sporting/class 
event. A stipend is a set amount agreed on by the school 
for a certain travel distance.  If the person traveling is 
being reimbursed for the full amount of gas by receipt, 
they must fill out a Cheque Request Form, not a 
Gas/Travel payment form. After the form is approved by 
the Principal and the cheque has been written, file the 
form and the attached receipts/invoices in numerical 
order by cheque number.



Internal Controls Continued…
 Petty Cash Reconciliation Form:

 The purpose of the Petty Cash Reconciliation Form is to 
show that the monthly cash flow opening balances, 
expenses and ending balance and to make sure that the 
balances match and are correct. Attach the form and 
invoices/receipts to the cheque written to replenish the 
petty cash and file in numerical order in your records.



Internal Controls Continued…
 Deposit Form

 All Staff/Volunteers fill out this form when bringing 
money to the office.  Give the money and the completed 
Deposit Form to the designated individual in the school 
office who is responsible for counting the money. The 
school Administrative Assistant signs, dates and enters 
the receipt number on the form to verify and then files 
the form with the deposit.



Internal Controls Continued…
 Fundraising Budget Form (School Based): This 

form is filled out by the group/team/class that will be 
fundraising during the school year.  It should show 
their expected income and expenses from the 
fundraiser/fundraisers they will be having. This form 
will help to ensure that the expected net income from 
the fundraiser/fundraisers is reasonable. After the 
form is approved by the Principal, file with the August 
Bank statement.



Internal Controls Continued…
 School Dance Collection Form:

 Back-up required for cash received at dances. Give the 
money and the completed form to the designated 
individual in the school office who is responsible for 
counting the money. The school Administrative 
Assistant signs, dates and enters the receipt number on 
the form to verify and then files the form with the 
deposit.



Internal Controls Continued…
 To find the Finance forms Depot:
 From the SSRCE website click on For Staff 

 Click on Forms and Documents  by department

 Click on Finance

 Scroll down to School Based Funds



Internal Controls Continued…
 Cheque Controls:

 Cheque Request Form-signed
 Original invoice/receipt

 Debit/credit card slips/statements are not acceptable
 Enter invoice number on cheque
 Do not pre-sign cheques for any reason
 Do not use a signature stamp
 Do not write a cheque to ‘CASH’
 Do not sign your own cheque
 Store unused cheques in secured (locked) location
 Keep voided cheques in numerical order in you records



Internal Controls Continued…
 Deposit Controls:

 Deposit Form
 Funds stored in locked safe
 Cash in excess of $1000.00 shall not be left in the schools

on weekends or holidays
 Always count money with another individual
 Print receipts from SchoolCash.net for all funds received
 File all deposits and back up in numerical order ie:

• Deposit Form
• Receipts
• One Page Bank Deposit
• Class List
• Any other deposit information



Common Mistakes
 Invoice Numbers
 Cheques with Multiple Invoices
 HST

 How to Print Report Correctly
 How to Enter Rebate Correctly

 General Ledger(GL)/Cost Centre Name
 Redistributes (Date, Category Name, GL)
 Reimbursements (Category Name)
 Adding a Record (Debit/Credit Memo)
 Voiding a Cheque
 Stale Dated Cheque (Year End Outstanding)
 Date
 EFT’s from Region (Allocations, Donations, Awards)
 Transfers vs Bank Transfers



Common Mistakes Continued…
 Invoice Numbers

 Invoice numbers have to be entered in 2 spots in the 
Schoolcash.net Cheque Screen.



Invoice Numbers

Superstore Invoice



Invoice Numbers



Common Mistakes Continued…
 Cheques with Multiple Invoices

 Enter the first invoice, making sure to indicate the 
invoice number in the invoice # fields.



Common Mistakes Continued…
 Cheques with Multiple Invoices

 After all fields in the cheque screen are filled, go to 
Forms then Duplicate form to add the next invoice.

 Press OK on the Combined Cheque Warning



Common Mistakes Continued…
 Cheques with Multiple Invoices

 You will notice you are on a new form by checking two 
things:
 The Invoice # Field is now Blank

 The Cheque Number is the same.



Common Mistakes Continued…

 Cheques with Multiple Invoices
 Repeat the process until all invoices for the same 

vendor/person have been entered.  There is no limit to 
the amount of duplicate forms that can be entered.





Common Mistakes Continued…
 HST

 When writing a cheque from a reimbursement category do 
not enter the HST. The Region claims the tax on all 
reimbursements.

 HST rebate is to be done monthly as required by the Canada
Revenue Agency.

 When filling out the HST form for rebate the start date is
always the first of the month to the last day of the month.

 The Canada Revenue Agency will send back any form that is
for more than 1 month or that has the incorrect dates listed..

 Always click the Earliest Date Button for the start date on
report 14, (HST) and the last day of the month for the end
date.



Common Mistakes Continued…
 HST Continued

 HST cannot be claimed on and cheques written from a 
Reimbursement Category.

 HST cannot be claimed on any food items. (cafeteria, 
breakfast program, meals.)

 HST cannot be claimed on an items for resale at a profit.
 Example: School Clothing for profit, Year Book sales for profit, 

raffle items for profit, etc.
 HST on books is 100% rebated and is indicated on the 

HST Report.
 To claim the 100% HST Enter the HST amount in the 100% 

Rebate Field in the Issue Cheques Screen.



Common Mistakes Continued…
 HST Continued

 HST is to be entered as a deposit through the Deposit 
screen, NOT as an add record through the 
Reconciliation Screen or as a Bank Transfer.

 The HST deposit should then be filed in numerical order 
with the regular deposits.



Common Mistakes Continued…
 GL/Cost Centre Name

 When writing a cheque from a reimbursement category
make sure to scroll over and select the correct GL/Cost
Centre Name.



Common Mistakes Continued…
 Printing Reimbursement Requisition Forms

 Update reimbursement category in Demographics 
Screen

 Always pick the Earliest Date Button for your report start 
date and the current day as your end date.



Common Mistakes Continued…
 Printing Reimbursement Requisition Forms

 Select the Correct Reimbursement Category



Common Mistakes Continued…
 Redistributes

 To enter an EFT from the Region for a 
reimbursement that you sent in:
 In the Deposit Screen click on Forms  then Redistribute



Common Mistakes Continued…
 Select the Claim Number you wish to redistribute

 The date and the amount cannot be changed in this screen



Common Mistakes Continued…
 Press continue until you are back to the deposit screen
 Check the Category Name to see if it is correct

 Change the Category Name if needed



Common Mistakes Continued…
 Scroll and pick the correct GL/Cost Centre Name

 By picking the GL/Cost Centre Name, the program will 
automatically apply the amount to the correct Reimbursement 
Requisition Form effectively zeroing it out.  You can see this by 
reprinting any claim.



Common Mistakes Continued…
 Change the date to the date the EFT was deposited into the 

bank account



Common Mistakes Continued…
 If the EFT from the Region shows multiple

claims/disbursements on one form, they must all be entered 
as one deposit.





Common Mistakes Continued…
 Regular Region EFT’s –Allocations, Donations, Awards

 Enter a EFT that you have received from the region 
through the deposit module.  DO NOT add a record or 
use the Bank Transfer module.

 Print all the required deposit material from
SchoolCash.net, attach the EFT paper and file with your
deposits in numerical order.



Common Mistakes Continued…
 Adding a Record (Debit/Credit Memo)

 The ONLY reasons for adding a record:
 Voided Cheque Cashed
 Bank Interest/Charges
 Debit Machine Sales

 Add a record from the Reconciliation Screen.



Common Mistakes Continued…

 Never use the Add Record module for HST or EFT’s



Common Mistakes Continued…
 Voiding a Cheque

 There are three ways to void a cheque:
 In the cheque screen before it is added to the ledger.
 In the Ledger 
 In the Reconciliation Screen



Common Mistakes Continued…
 Voiding a stale dated cheque with the YrEnd

Outstanding category name:
 In the Reconciliation Screen, click to highlight the 

cheque blue then click on the Void tab.



Common Mistakes Continued…
 Enter the reason the cheque is being voided.



Common Mistakes Continued…
 Change the Category Name from YrEnd Outstanding to 

the proper Category Name:



Common Mistakes Continued…
 Date:

 Adding a Record:
 Make sure the date corresponds with the date shown on the 

bank statement

 Deposits:
 Make sure to update the date of your deposit before printing 

and adding to the ledger
 Reimbursements need to be back dated to the date they were 

deposited



Common Mistakes Continued..
 Category Transfer vs Bank Transfer

 Category Transfers are done in SchoolCash.net to move funds from 1
Category to another.  For example, student council is gifting the
hockey team with $50.00.  A category transfer from Student Council
to Hockey would be done.

 Bank Transfer-NEVER USE. Bank transfer is when money from one
bank account is moved to another bank account.  This should never
be done. All money is to be moved by writing cheques.

 Transfers should NEVER be done from a Region 
Category (Noon Supervision, SAC, etc.)to a School 
Based Funds Category (Classroom, Cafeteria, Class 
Trips, Sports, etc.)

 If you are unsure how to record a transaction please contact KIM



School Based Funds Summary

 Only one Operating Bank Account is to be maintained 
for school-based funds (exception of Student Council 
Account). 

 All funds are to be deposited on a timely basis. 
 Receipts are to be issued for cash received whenever 

possible or feasible. 
 All disbursements are to be made by cheque. 

Disbursements of a minor nature may be used by petty 
cash. 



School Based Funds Summary Continued…
 Printed, pre-numbered cheques must be used and 

voided cheques must be maintained to complete the 
number sequence with signature block removed. 

 Principal or his/her designate must authorize all 
expenditures prior to any commitment being made of 
any school funds. 

 Three or four signing officers are required for the 
account (usually the Principal, Vice-Principal). 

 Cheques are not to be signed in advance for any reason



School Based Funds Summary Continued…
 All invoices are to be reviewed by signing officer and 

approved prior to payment. 
 All funds associated with school related activities must 

be administered through the school office. 
 School financial records, including receipts, invoices, 

bank statements and cancelled cheques must be kept 
up-to-date and fully accessible at all times. 

 All investments must be at no risk and all interest 
must be reported as revenue from interest and then 
becomes part of school funds. 



School Based Funds Summary Continued…
 Bank reconciliations must be done monthly and a copy 

signed and dated by principal and kept on file. 
 Financial reports for all special interest groups (e.g. 

student council, etc) should be prepared on a regular 
basis and given to the advisor for review. 

 Itemized category reports such as overall calculation of 
canteen revenue may be used to advise principal of 
problems (e.g. revenue from canteen should equal or 
exceed expenditures). 



School Based Funds Summary Continued…
 The school must maintain all supporting documents 

for at least seven (7) years. 
 The financial year for school-based funds is April 1-

March 31 in any year. 
 Purchases are to be made in accordance with 

established policies and procedures. 
 Under no circumstances are school funds to be 

used for personal benefit or gain.



School Based Funds Summary Continued…
 Cheques that are payable to any one of the signing 

officers, must be signed by two other signing officers. 
 File school-based fund documentation for easy access 

and referral. 
 All disbursements must be supported by vouchers, 

invoices and or receipts (hand-written receipts not 
acceptable). 

 HST rebates must be prepared monthly as per request 
by Canada Revenue Agency. 



School Based Funds Summary Continued…
 Record all financial transactions in SchoolCash.Net. 
 Wages are not to be paid by school bank account. 
 Personal bank accounts are not to be used for school 

bank accounts. 
 Verify outstanding cheques have cleared the bank. If 

cheque is over 180 days old, it should be voided. 
 All of the above can be found on page 47 of the 

School Based Funds Handbook.
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