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The following procedures will be followed when handling funds received through sales to persons or agencies outside the ROP or the Districts comprising this JPA.

Prior Approval:
Written approval must be obtained from the instructional supervisor and the ROP superintendent or designee prior to any promotional material being displayed or funds accepted for any sale.

Receipts:
A receipt shall be issued for each transaction.


Serialized receipt forms, furnished by the ROP business services office, shall be used in the following sequence:


Original
-
Customer


First Copy
-
Accompany deposit to business services office


Second Copy
-
Retained with seller in receipt book


Each receipt shall be identified by the name of the purchaser, date, description of merchandise, and/or service, price, applicable taxes, and total costs.


Each receipt shall bear the signature of the individual receiving payment as “sold by” and the name of the buyer verifying receipt of merchandise or services as “received by.”

Balancing:
All checks are to be endorsed by the business services office at time of deposit.


Cash, checks, and receipts shall be balanced and deposited with the business services office at least weekly, but more often if possible.  ROP Form 100--Class Sales, shall be used for this process.


Instructional supervisors shall be responsible for monitoring the class accounting process during the period of sales.


Classes which fail to follow the established procedure may have their authorization to conduct sales cancelled.  Continued failure to comply may lead to disciplinary action, up to and including termination of the instructor’s contract.

