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Documentation is a Vital Internal Control
Documentation is essential for ensuring regulatory compliance, maintaining accountability, and enabling 
effective communication within the school district. It supports knowledge transfer and operational 
continuity, reducing risks of errors and audit findings.

✓ Classroom Instructional Support Funds

✓ Student Fee Charges & Refunds

✓ Receipting

✓ Disbursements

✓ Ticket Sales/Concessions/Fundraisers



Classroom Instructional Support 
Committee & Budget Documentation

✓  Committee Election
✓ Budget Committee Meeting
✓  Budget Approval Faculty Meeting
✓  Additional Meetings/Amendments



Classroom Instructional Support 
Committee & Budget Documentation

✓ Email/Correspondence to Faculty     
Requesting to Amend Budget

✓ Ballots

✓  Electronic Tally of Votes-Anonymous

✓  Amended Budget Form



Student Fees
Charge / Refund Form

** Electronic Documentation-Automated Routing **

Documents who initiated the request.

Provides detail regarding the request.

Provides approval to process the request.

Documents actions taken.



Manual Receipting Process: Receipt Books
✓ Must maintain a log of receipt books issued to teachers/staff.

✓ Receipt Books should provide a duplicate record of the transaction that is retained for audit.

✓ Voided receipts must be attached and signed by the originator detailing the reason for void.

✓ Master receipts are issued to teachers/staff after counting & verifying funds.

✓ Deposit slip should detail cash and checks collected, balance with Master Receipts. 

✓ Obtain a validated deposit slip or receipt from bank.

✓ Attach updated journal entry with Master Receipts and Validated Deposit Slip.

 Maintain a log of all checks received in the mail.



Receipt Module: 
Receipt Documentation

✓ Recap Reports are the master receipt. 

✓ Voided receipts must be attached and signed by the 
originator. 

o Provide detailed reason for void.

✓ Deposit slip should detail cash and checks collected, 
balance with Recap Reports.

✓ Attach: Updated Journal Entry
    Receipt Summary Report 
   Copy of Validated Deposit Slip

▪ List checks on deposit slip



Disbursement Documentation
Detailed 

Requisition

Quote/Shopping 
Cart

Purchase 
Order

Requisition:
Signed by Originator

Purchase Order:
Signed by Principal

• Make relevant notes on requisition 
and purchase order.

• Attach email.
• Quotes Recommended.
• Attach documents in NextGen.



Issuing a Check
Goods

• Detailed Requisition/Purchase Order
• Detailed / Signed Invoice

Services
• W-9 
• Contract for Services / Detailed invoice

Travel
• Approved Leave Request
• Travel Expense Statement, Agenda, Receipts

Documentation varies based 
on the type of expenditure.

Make notes/attach email!
Attach documents in NextGen.



Purchasing Card
Local School P-cards may be used by staff and parents 
associated with Parent Support Organizations when 
approved by the principal.

Use of P-cards are encouraged to reduce paperwork for 
purchases less than $500 and to earn school rebate 
funds for large expenses.

P-Card Agreement form: Documents the approval to use 
the P-card.



Purchasing Card

P-Cards should be signed out by 
each person and signed back in 
when returned.

A Sign Out/In sheet should be 
maintained for each card.



Purchasing Card

Top Section of P-card Approval Form 
should detail the purchase.

Documentation requirements vary 
depending on purchase. Bottom of 
form provides a checklist of the 
requirements.



Invoices

• Invoice should be dated after PO.
o Document if dated before PO.

• Invoices should be detailed.
• Items must be received – Invoice is 

signed by the originator before issuing 
payment.

• Invoices should be paid by due date.
o Document reason if unable to pay on time.

Scan and attach in NextGen!



Athletics – Schedules & Rosters
Officials/Payments - Dragonfly
✓ Contract
✓ Officials Payment Vouchers
✓ Dragonfly Fund Transfer Form

Ticket Sales – Go Fan/Cash
✓ Weekly Payment Statement (Go Fan)
✓ Ticket Sales Accountability/Currency Count Form
✓ Change Cash Sign Out/In



Change Cash

✓Requires Purchase Order / Detailed Requisition

✓Attach Copy of Re-Deposit Receipt to Original Check Documentation

✓Maintain Sign Out/In Sheet



Concessions & Canteen
✓ Canteen Accountability Form

✓ Copies of Detailed Invoices with Item Counts

✓ Currency Count Forms with Master Receipts

✓ Detailed Activity Report

✓ Physical Inventory

✓ Athletic Schedule



Silent 
Auction

Coupon 
Books

Cookie 
Dough

Car 
Wash

Calendars
Crowd-
funding

Dinners

• Provide acknowledgement of 
receipt for items donated.

• Inventory and assign 
identification numbers.

• Retain Auction Sheets 
• Include identification number 

on receipt issued.

•Pre-sale Retail Items:
•Retain copy of student order form.
•Receipt student for total 
sold/submitted for deposit.
•Detailed invoice required.
•Complete Retail Acct Form.

• Car wash/Grocery Bagging:
• Retail Acct. Form not required.
• Calendars – Retain copy of Calendar submitted by 

the student.
• Receipt student for total submitted for deposit.

• Issue tickets for dinners/meals.
Calculate profit by comparing revenue 

vs. Expenditures.

Donated Items Retail Items Donations Ticket Sales

2/24/2026

Fundraisers

Not all fundraisers are created equal. Accountability will vary. Approval is needed for all!

Commissions

• Crowd Funding – Contract details profit percentage and 
requires approval from legal. Company will provide detailed 
report for donations/sales.



Retail Sales 
Accountability 

Form

2/24/2026

FUNDRAISERS



Challenges of Incomplete or Missing Documents
• Incomplete or missing documents hinder 

verification, regulatory compliance, and 
accountability, often due to oversight or lack of 
resources. 

• Show teachers/coaches how to complete forms.

Accessibility Issues in Documentation
• Scattered documents across systems without clear 

access reduces efficiency and increases errors.
• Provide teachers with links to updated electronic 

versions of required forms and documents rather 
than paper copies. 

Communicate accountability requirements with staff and document your requests for completed accountability.



Thank you!!

Donna Daw
ddaw@bcbe.org
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