Cash Receipt Cycle

The student/parent/guardian
brings the money to the office

The money is counted

Pre-numbered receipt is
prepared (in Duplicate)

Receipt given to the
student/parent/guardian

Using the office copy of the receipt the details are
recorded in the cash receipts book

The cash book is totalled daily

The money is counted and entered on
the Cash Count Sheet.

The money is reconciled to the total
figure in the cash book.

The lodgement is prepared and the
money is put in the safe.

Lodgements must be banked
weekly or as soon as possible




