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The processes and procedures in this guide should be adhered to whenever an 
employee is collecting monies (i.e. cash, checks) and transporting those monies 
between school buildings and District Office.  
 

 A Deposit Form (See Exhibit A) should be completed any time monies are collected.  
 

 Any checks collected must be made payable to “West Islip UFSD.”  Whenever possible, 
cash should not be collected.  The use of My School Bucks is strongly encouraged. 
 

 Whenever cash is collected by an employee the use of a pre-numbered receipt book is 
required. These books are available in the main office of each building.  
 

 Any employee collecting monies should have documentation supporting the receipt of 
those monies. For example, if a teacher is collecting money for a field trip a student 
listing is required and should document the amount and method of payment for each 
student in the class. It is strongly suggested that these forms be completed in Microsoft 
Excel and saved electronically for one year after the school year is complete.   

 
 When filling out the Deposit Form please be sure to include the purpose of the deposit 

(i.e. field trip, lost books, etc.), the person’s name who is preparing the form and the date.  
 

 Please note that checks and cash should be listed separately on the Deposit Form.  The 
amounts should be totaled at the bottom of the form and it should be signed.  

 
 Make a copy of the form and two (2) copies of the checks (fitting as many as possible on 

one copy).  
 

 A copy of the Deposit Form and checks must be retained for your records.  
 

 Place the following items inside a tamper-evident deposit bag: original checks, any cash 
collected, the Deposit Form and one copy of the checks submitted.  

 
 Identify the following items on the outside of the bag: the name of the school building 

and the total amount of money included in the bag (note: more than one deposit can go in 
one bag).  (See Exhibit B for an example) 

 
 The bag must be sealed, documented on the log sheet located in the main office and sent 

via interoffice mail to District Office (or kept in a safe until delivery arrangements are 
made).  

 
 If for any reason a tamper-evident bag is unable to be used please discard it and note 

“destroyed” on the log sheet.  The main office should notify Kristi Macchione in District 
Office of the discarded bag.  



 
 When District Office receives the deposit bag, the funds will be recounted and verified by 

the Kristi Macchione, who will then be the second signature on the Deposit Form.  
 

 The sender of the funds will receive an email from Kristi Macchione stating the amount 
of funds that were received and the purpose. The sender should compare this amount to 
the copy of the form that was sent to District Office to ensure the amounts agree. 
 

 Please note that monies collected should be submitted to the Business Office in a timely 
manner and should not be retained at the building level for an extended period of time.  
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