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TE TOTARA PRIMARY SCHOOL

Schedule of Financial Responsibilities
	Banking and Cash Handling
	

	Opening mail and receipting cash and cheques
	Administration Manager/Administration

	Receipting student cash received
	Administration Manager/Administration

	Preparation of banking
	Executive Officer

	Signature of bank deposit
	Executive Officer

	Deposit of banking
	Executive Officer

	Reconciliation of daily receipts with banking
	Admin Manager/Administration

	Bank reconciliation
	Accountant

	Certification of bank reconciliation
	Accountant / BOT

	Custody of cash and cheques
	Executive Officer/|Office Manager

	Cheques
	

	Signing cheques
	Principal/Chairperson/ Board Representative/

	Investments
	

	Transfer to and from general, at-call and term deposit accounts
	Principal/Chairperson/ Board Representative/Executive Officer

	Reconciliation of transfers
	Accountant/Executive Officer

	Term Investments
	Principal/Chairperson/ Board Representative

	Purchasing Goods and Services
	

	Approving purchases (within delegated authority)
	Budget Holders

	Raising purchase orders
	Budget Holders

	Placing phone orders
	Budget Holders/Administration

	Placing internet orders
	Budget Holders/Administration

	Verifying receipt of goods or services
	Budget Holders/Administration

	Approval of invoices for payment
	Principal/Deputy Principal

	Financial
	

	Debt write-off approvals
	Principal

	Payroll
	

	Check fortnightly SUE Report
	Executive Officer/Principal

	Reconciliation with errors followed up
	Executive Officer

	Verification of SUE reconciliation report and bank debit
	Principal/Board Chair

	Staff expense claim – voucher approval
	Principal

	Income
	

	Preparation of receivables invoices
	Executive Officer

	Certification of invoices
	Principal/Deputy Principal

	Verification of reconciliations
	Accountant

	Fixed Assets
	

	Fixed asset purchase approval
	Board

	Fixed asset purchase order approval
	Principal

	Fixed asset invoice certification
	Principal/Deputy Principal

	Fixed asset register update
	Executive Officer/Accountant
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