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Policy 
 
Wallace Stegner Academy (the “School”) adopts this policy to ensure that the School 
utilizes sound internal controls and properly handles cash received by School 
personnel.  
 
The Director will designate at least two (2) School employees who are authorized to 
handle cash paid to the School, and only those employees may handle cash for the 
School.  The Director will ensure that all employees who are authorized to handle cash 
receive appropriate annual training.  
 
All cash received by the School must be properly documented.   
 
All cash received must be deposited no later than once every three (3) banking days.  
Two individuals should prepare each deposit using tamper resistant deposit bags.   
 
The Director may establish additional procedures associated with the handling of cash 
that are not inconsistent with this policy or applicable laws and regulations.  
 
No School employee should handle cash associated with a non-school-sponsored 
activity in their capacity as a School employee.  In the event such an individual does 
handle such cash, they must make it clear to the organization sponsoring the activity 
that they are not acting as a School employee.  
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