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POLICY

Information received through the mail is processed and disbursed to the proper staff in a timely manner. Funds are deposited in a timely manner to ensure program has the most up to date accounting of funds.  

PROCEDURE
Mail is received by the Receptionist and disbursed to the department it is in correspondence with.

· Receptionist sorts the mail as it is received.

· Mail is date stamped on date received.

· Mail is disbursed the same day received to the appropriate staff’s mail box.

Checks received through the mail at UCAN Head Start

· Administrative support staff receipts the funds in the receipt book.
· The check is allocated to the appropriate G/L code.

· The check and pink copy of the receipt is delivered to the Fiscal Manager or Fiscal Assistant of UCAN via inter-office mail.

· Any cash received by Head Start will be receipted in the same manner including allocations, and given directly to the receptionist at UCAN (for him/her to log if necessary) to deliver to the fiscal department.
· The original allocation slip as well as any back-up is filed. 
This Policy complies with Head Start Performance Standards 1304.51(g)§ 1304.51 Management systems and procedures.

