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POLICY

Parent fundraising money is processed and documented to ensure proper allocation of funds in a timely manner. 

PROCEDURE
Money received from staff for parent fund/ fatherhood:
· Staff member or parent turning in the money (checks, cash) counts it and fills out a “parent fundraising” deposit slip.

· Deposit slip and money are turned in to the Secretary where it is counted and signed for.

· A copy of the deposit slip goes to the classroom so they have a record.

· The money is locked up in the file cabinet with the deposit slip. 

· Information Services Specialist counts the deposit 

· A receipt slip is made by the Information Services Supervisor and G/l coded to the appropriate account.

· Deposit is sent to UCAN by the end of work day Friday.

· The original receipt slip as well as any back-up is filed at UCAN.

This Policy complies with Head Start Performance Standards 1304.51(g)§ 1304.51 Management systems and procedures.

