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Teacher Finance Guide 

 

 
 

 

 
*This has been designed as a reference guide on how to collect revenue, request for 
purchases, mileage, and travel; it is not a replacement for any manuals set by the State of 
Tennessee, or any policies set by Bartlett City Board of Education.  If you have any 
questions, see your Financial Secretary.   
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Collection of Daily Funds 

In the classroom, funds are collected on a Daily Cash Receipt form.  The teacher will collect the 
funds, complete the daily cash receipt form, tear off the yellow copy to keep, and send the funds 
to the office.  

All collections of funds must be completed by an adult. 

*Turn in all money daily into the office.  Do not hold money in your classroom.  Our auditors 
require same day deposits.  

*Please note:  We do not give change back for any reason, especially on a check!  When you are 
collecting money, please make it clear to the parents/students that exact funds must be sent or a 
check for the exact amount.   

Parents must write separate checks for Cafeteria, PTSA or General.   The parent’s phone number 
must be included on the check and the student’s name on the memo line. 

Daily Cash Receipt Form Example on Page 5 

1. Date- each collection must be turned in daily; collections on one Daily cash receipt 
cannot take place over a period of days.  Funds must be turned in daily.   

2. Received By- Your Name  
3. Purpose of collection- why the funds are being collected; ex. Locker fee or fieldtrip 

or/and zoo etc. 
4. School- list your school name 
5. Acct. /Fund- the account into which the collection is to be deposited, if you need your 

account number please see your financial secretary. Please list the account name and 
account number. 

6. Receipt No. - This receipt is issued by the cashier after the money is receipted into our 
General Fund.  You will receive a white numbered receipt after funds are deposited.  
Attach the receipt to your yellow copy of the daily cash receipt form and file.  Please 
keep the receipt and the daily cash form for three years for audit review.   

7.  Received from- list each person’s name on each line and then list the amount of funds 
collected, indicating the method of payment.  If cash, list the amount and check the cash 
box; if check, list the check amount and list the check number.  

8. Total- the collector must total the amounts listed, and the total must equal money 
collected, or everything will be returned to the sender for correction.   

IMPORTANT: If corrections are needed on a daily cash receipt form, do not scribble out the 
change.  Simply mark one line through the data and make the correction to the side.  If 
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corrections are scribbled, a new daily cash receipt form will have to be completed before 
funds can be received- funds and daily cash form will be returned to you to be corrected.  

*Do not use white out on any financial forms.   

*Write only in ink on the forms, do not use a pencil on any financial forms.   

*Money needs to be turned in promptly after counting.  It is not safe in your room and the 
person receipting needs it to verify and compile it in order to get it to the bank for same day 
deposit.  

* Do not leave collections on someone’s desk.  Give it to the person responsible for 
receipting it at your location. 

* A separate daily cash receipt form must be used when collecting money for a different 
event (i.e. fieldtrip and hoops for heart) or (t-shirts or fees). 
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How to fill out a Daily Cash Form 
Turn in all monies daily. 

Make sure it’s totaled at the bottom and matches the total.  
Keep the yellow copy for three years, as auditors may request it. 

 

                                      

 

Write the date you collected 
the money.  

Received by:  The name of the 
person collecting the money, 
must be an adult.  

Purpose of the collection:  
What you are taking the 
money for; ex. Uniform, 
Fundraiser, 3Rd grade fieldtrip.  

  

 

List the amount collected 
and check number if a 
check is received. 

List the name of each person you 
receive money from. 

School:  List your school name 

Acct./Fund:  Write your account 
number and name, if you do not know 
it, ask your Financial Secretary.   

Receipt number:  Leave blank the 
Receiptee at your location will fill it in.   

Total the amounts in each column 
and verify, your cash matches what 
is stated on the form.   
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Collection of Funds/Activity 

Recorded Count of Collections 
This form will be used when collecting money for an activity where individual records and/or 
receipts are not required.  An example is concession stand sales.  This form is completed at the 
end of the collection by the person(s) who collected the money. 

Please see example on next page. 

1. School – List your School Name  
2. Fund/account name- This is the number and name of the account for which money is 

being collected for. 
3. Sponsor- The person in charge of the account for which money is being collected. 
4. Activity- This is the activity you are doing to collect money. 
5. Date of activity- Date the collections take place. 
6. Authorized purpose- Why you are collecting money. 
7. Beginning change-This amount will already be listed, please count and verify the 

amount is correct and sign to verify the startup money is correct.  
8. Amount collected- This is the amount you collected from sales minus starting cash. 
9. Total to be Turned Over to school- This is the amount of starting cash and total sales 

combined.   
10. Counted by- Two adults in charge of this activity who have counted the money will 

sign on these lines.   
11. One of the individuals completing the form must keep the yellow copy and the white 

copy is returned to the office with the monies collected. 

IMPORTANT: If corrections are needed on a recorded count collections form, do not scribble 
out the change.  Simply mark one line through the data and make correction to the side.  If 
corrections are scribbled, a new form will have to be completed before funds can be received- 
funds and form will be returned to you to be corrected.  

• Only complete in ink, do not use pencil.   
• For all financial documentation- do not use any white out.   
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School:  Write out your school name  

Fund/Acct. Name- Write out your 
account name and number the funds 
should be deposited to.   

Date of Activity- Write the date of the 
collections  

Activity- List the activity that is 
ongoing.  

Purpose- Write the purpose of the 
  

Sign that you have verified the start 
funds.   

Beginning change- List the amount of 
your starting cash.   

Amount collected- amount collected 
from activity minus startup cash.   

Total to be turned over to school- Total 
of all funds collected including starting 
cash.   

Counted by:  Must be signed and dated 
by two adults, who collected the funds.   

This section will be completed by the 
receiptee at the school.  

One of the individuals completing the form must keep the yellow copy and the white copy is returned to the office with the monies 
collected.  Auditors may request to see the yellow copy at any time up to three years.   
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Ticket Reconcilement 
This form is used any time money is collected for an event costing over a dollar (tickets costing 
one dollar or less are accounted for on a recorded count of collections).  The ticket seller 
completes this form at the end of ticket sales.  

Please see example on the page 10. 

1. Beginning cash- this is the starting cash you will receive at the beginning of ticket sales along 
with the cash till/box and tickets.  This amount will be listed when you receive the ticket 
reconcilement.  Count it before your sales begin and verify your starting amount matches 
what is listed!  Please sign beside the amount listed.   

2. Ticket color/beginning number- this info will be listed when you receive the ticket 
reconcilement.  Verify that the number listed matches your first ticket on the roll. 

2a.  Ending number- this is the last ticket you sold, not the last number that you see on 
the roll after sales have stopped.  If the incorrect number is listed, your count will not 
come out correctly!!  
2b. Tickets sold for the event.   
2c. Price per ticket- this is the sales price of the tickets 
2d. This is the total amount of money collected for tickets sold ex. 53 tickets sold at $3.00 
each = $159.00.  This would be entered on this line. 

3. Total cash to be collected- as the form indicates, add lines 1, 2, 3 together for this total; this is 
the amount of money you should have collected. 

4. Actual cash collected- this is the amount that you have collected. 
5. Over/Short- as the form indicates, subtract line 3 from line 4 for this total.  If there is an 

overage/shortage, write the explanation on the back of the form. 
Ex. You are $6.00 over; 2 patrons went through the gate without receiving their ticket.  You 
might write, “Overage due to 2 sold tickets not being issued.” Whenever possible in the 
instance that a patron pays and then leaves without their ticket, tear off the ticket and set it 
aside, as if they took it.  This will help your counts come out accurately. Or, if you are $0.50 
short; you might write that there was an error in giving change. 

6. Line 6- List the revenue account number for the event- calculate the amount of profit.            
Is Line 4=/-Line 5- line 1 

7. Two adults (no students) who have counted the ticket sales money must sign the form.   
8. One of the individuals completing the bottom portion of the ticket reconciliation must keep 

the yellow copy.  The white copy is returned with cash and unsold tickets to Principal or 
Office at the end of the event. 

Please note:  If the incorrect ticket number is entered, the funds and ticket reconcilement will be 
returned to sellers for correction. 

IMPORTANT: If corrections are needed on a ticket reconcilement form, do not scribble out the change.  Simply mark one line through the data 
and make correction to the side.  If corrections are scribbled, a new form will have to be completed before funds can be received- funds and form 
will be returned to you to be corrected. Only complete in ink, do not use pencil.  For all financial documentation- do not use any white out.   
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School- List your school name  

Date of event- Date of event  

Event- Name of event  

 

 
Sign to verify starting change and that it 
matches what is listed on line 1.    

 

 
Color- The color of your ticket roll  

Beginning no. -Your beginning ticket 
number  

Ending no. – Your last ticket sold 

Tickets sold- Number of tickets sold x price 
of ticket- list of the amount  

 
Line 1- Your starting cash  

Line 2- Total of tickets sold  

Line 3- Total cash to be collected is            
line 1 + Line 2  

Line 4- Total cash in the cash box  

Line 5- Over/short Line 3 – Line 4  

Line 6- Revenue for the event it’s                                 
Line 4=/-Line 5- line 1 

 
Beginning Cash- Will be completed by the 
Financial Secretary  

Signature of ticket seller- Signature of two 
adults who collected the funds.  One of 
them will need to keep the yellow copy for 
3 years for their records.   

Received by- this box will be completed by 
the school’s receiptee.  



10 | P a g e  
 

Fee Waiver Information 
Students who are on free/reduced lunch automatically qualify for fee waiver funding for school 
supplies and activities.  Below are some examples of qualified funding: 

• School Supplies 
• Locker fee  
• Field trips (Curriculum/Grade based) 
• Workbooks 

The following is the procedure for using Fee Waiver Funds for qualified students.  

1. Fill out the fee waiver form (See Financial Secretary) 
2. List the student’s name and the supplies needed and sign and date the form.  
3. Turn the form in to your Financial Secretary. 
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Purchasing Procedures 
Purchases made using school money are scrutinized carefully by auditors reporting to the State.  
The rules governing the use of Taxpayer’s funds are very specific.  In order to comply with the 
State Internal School Uniform Accounting Policy Manual, the following procedures are to be 
followed: 

The Financial Secretary can aid employees with questions concerning the completion of the 
Purchase Requisition form.  However, they cannot complete the form for the employees. 

The purchase requisition form is not a legitimate purchase order until signed by the principal. 

Schools are not liable to pay for any unauthorized purchases made by a school employee.  A 
verbal okay by the principal in the hallways is not an authorized purchase.  Authorized purchases 
consist of a completed purchase requisition signed by the principal prior to purchasing.  

If this is a restricted (club or athletic) account, there should be sufficient funds in your account to 
cover the purchase.  Any Purchases by a club or student organization must have an approved 
Student Authorization Form included with the purchase requisition being submitted for approval.  

Gift Cards are prohibited for employees.   

If your purchase will be from Wal-Mart or Sam’s, there may be a school credit card and tax 
exemption card available from your Financial Secretary.  These will not be issued without a 
signed Purchase Requisition! You must come and check out the cards and check them back in 
when returned. 

If a vendor will not accept a school purchase order, then we cannot use them.  To see if a vendor 
has been approved, see your Financial Secretary.   

IMPORTANT: If corrections are needed on a Purchase Requisition form, do not scribble out the 
change.  Simply mark one line through the data and make correction to the side.  If corrections 
are scribbled, a new form will have to be completed. 

• Only complete in ink, do not use pencil.   
• For all financial documentation- do not use any white out.   
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To make a purchase  

 See your Financial Secretary to pull a Purchase Requisition Form, have the following 
information with you to complete the form.  Example on page 13.   

1. The suggested vendor will be the company to whom the check will be made payable, 
including vendor address.  

2. If your purchase is one item or like items totaling $500.00 or more; you must have 3 
quotes documented.  Be specific as to what you are pricing, the item specs should be the 
same.  If the item or items are only available from a single source vendor, then you must 
indicate it in the appropriate space on the Purchase Requisition. 

3. Purchase Details list the account number to be charged, quantity, description, and price 
may be approximate. In some cases you may need to give a budget amount, ex. 
instructional items not to exceed $100.00” would suffice for teacher discretionary funds. 
The unit cost, extended cost and total may be an approximate.     

4. Requested by:  sign your name, grade/department and date. 

Then give the purchase requisition to your Financial Secretary for the Principal’s approval.  
Once it’s signed and approved by the Principal, the yellow copy will be returned to you for the 
item/goods to be purchased.   

Keep in mind we never pay for goods or services in advance of receiving them. 

Once the purchase is received, you must sign and date the invoice/receipt/and packaging slip to 
show all items listed on the purchase requisition were received. They must be turned in to your 
Financial Secretary for payment.   
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Vendor name- List the vendor name and 
address 

If the vendor is sole source- Complete 
this box.  Most vendor are not sole source 
and can provide a letter stating they are 
sole source.   

Acct.  number- List your account 
number, if you do not know it see 
Financial Secretary.   

Description of goods or services- List 
your description or goods out  

Unit cost- List out the cost  

Extension-  List out the extension cost. 

 

 
Add up your total  

Requested by- Write your name  

Grade/Department- List your 
grade/department  

Date- Write the date form is completed.  

If needed write out your bid information 
if the total is over $500.00 

After you complete the form, financial secretary will give it to the principal for their approval.  If it’s approved, you will 
receive the yellow copy for your records (must be kept for three years).  Then the order can be placed.  If you have any 
questions, see your Financial Secretary  
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Reimbursements 
If you are purchasing the items and want to be reimbursed, you must compete the following: 

1. Fill out a purchase requisition- under vendor name; list your name there.  If you are the 
vendor- you may buy from different stores but there will be only one check written to you 
after making the purchases. 

2. Sales Tax cannot be reimbursed on a tax-exempt item.  

3. You must provide a receipt for the goods and they must be available for inspection if 
needed.  Sign and date the receipt stating the goods were received. 

If you cannot provide a receipt, reimbursement cannot be issued -- no exceptions! 

If the purchase order is not approved before the purchase—reimbursement cannot be issued. 
Schools are not liable to pay for any unauthorized purchases made by a school employee.  A 
verbal okay by the principal in the hallways is not an authorized purchase and reimbursement 
cannot be issued. 
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Tax Exempt/Sales Tax 
Instructional items are not taxable.  If the vendor does not have your school’s tax exemption on 
file you must obtain a completed government tax form from your Financial Secretary.  If a 
teacher chooses to go to a vendor that does not accept our tax exemption form the teacher will be 
responsible for the sales tax.  

A school should pay sales tax on anything purchased by the school and resold to students, 
teachers, clubs, or other school organizations, the public etc. regardless whether items are resold 
for profit or at cost, except workbooks and school lunches purchased in the cafeteria.  

A school should not pay sales tax to an out of state vendor unless the vendor has supplied a 
Tennessee sales tax identification number.  If the vendor cannot supply a Tennessee sales tax id 
number, then we need to pick a different vendor.   

Examples of Tax-Exempt items 

Basketball Uniform- If they are property of the school. 

Workbooks/textbooks 

Admissions to ballgames/plays 

Awards 

T-shirts- if funds used were raised by fundraising dollars. 

Examples:  To pay sales tax on  

Uniforms- If the students are keeping them and paying for them.  

Warm-ups 

Bookstore items 

Class rings 

P.E Uniforms  

Club T-Shirts 

Student’s lunch on a fieldtrip- if money was collected from student 

If you have any questions about the sales tax, see your Financial Secretary. 
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Fundraisers  
Participation in fundraising activities should be voluntary.  A student’s grade cannot be affected 
as a result of participation or lack of participation in the fundraising event.  If the student does 
not participate the student is still entitled to benefit from the fundraising efforts. 

Required Forms  

1. Fundraiser Authorization form- you must have this completed and approved by 
Principal at least two weeks prior to the beginning of the fundraiser and must be 
completed by the sponsor. Fundraisers are not permitted to commence without prior 
authorization and approval from the Principal- no exceptions.  Example page 17.  

2. Purchase Requisition- when you submit your authorization form for approval, you 
must complete a purchase requisition.   
 
Remember on all fundraisers we must pay sales tax, if the vendor does not charge 
Tennessee sales tax then you need to pick a different vendor. 

3. Fundraiser Profit Analysis Form- later in this section. 

If the school receives a check from a vendor/organization for the school’s share of the fundraiser 
profits a written agreement must be obtained from the vendor/organization detailing the division 
of profit before the fundraiser begins. 

Turn in all forms to your Financial Secretary for Principal’s approval.   

Fundraiser Authorization form 

 See your Financial Secretary for the Fundraiser Authorization form to complete at least 
two weeks prior to the fundraiser.  See example on page 17.  You must have a specific purpose 
for the fundraiser.  You cannot raise funds just to pad your account.  You must have a secondary 
purpose in case your original goal is met. Return the completed form to the Financial Secretary 
for her to receive the principal’s approval and board approval (only if fundraiser is school wide).  
Once the authorization form is approved, your Financial Secretary will inform you.   

Once the fundraiser has ended, the funds must be utilized for the purpose for which the 
fundraiser was held.  The funds should be spent in the year in which the students who helped 
raise it are in.  Students sell items to purchase something for their class not for next year’s class. 
If the reason you are raising the money changes, you must have Principal’s approval.  
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School- List your school name  

Fund/account name- List your account 
name and number.   

Sponsor- List your name  

Current Balance- Check with the 
Financial Secretary.   

Proposed fundraising activity- List what 
you are proposing to sell  

Purpose of fundraiser- List what you are 
planning to purchase with the funds 
raised.   

Secondary Purpose- List additional items 
you would like to purchase after your 
first purpose is fulfilled.   

Anticipated dates of fundraiser- The 
dates you are planning on selling.   

 

 Expected student Involvement- Circle if 
it’s school wide or specific school 
organization.     

Method by which school will receive 
profit- Circle either check from vendor or 
cash collection w/expenses paid by 
school.   

 

 

 

Requested by- Sign your name and date.   

After it’s approved by the Principal, the 
Financial Secretary will let you know.   

 

 

*Note:  If a fundraiser is school-wide, it must be approved by the Superintendent Designee.  
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Purchase Requisition 

Once approval is received, you need to fill out a purchase requisition (example page 13). 
Remember on all fundraisers we must pay sales tax, if the vendor does not charge Tennessee 
sales tax then you need to pick a different vendor.  If the number of items being purchased is 
over $500.00 you must include the 3 bids/quotes. Research your product and include the 
following when considering your pricing: 

Initial cost of items 

Tax must be paid on all resale items 

Shipping and handling 

Set up fees 

The profit you would like to make 

Once the purchase requisition is approved, order your products you are responsible for ordering 
and receiving your fundraiser.  It is recommended that you have documentation of the 
distribution of your orders (ask for them to be signed for, etc.) to avoid any discrepancies. Don’t 
forget to sign all packaging slips, receipts and invoices and turn them in to your Financial 
Secretary.   
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Fundraiser Profit Analysis 

At the completion of the fundraiser, a fundraiser profit analysis report must be completed by the 
sponsor of the fundraiser.  The fundraiser profit analysis report accounts for money collected, 
money disbursed and remaining fundraising items, if any.  Financial Secretary will provide the 
report and a computer printout showing receipts and purchases from the account to help with this 
report.  Financial Secretary may provide assistance if needed; however, they cannot complete the 
form for the sponsor. On the form do not forget to list any giveaways etc. if there is an 
overage/shortage in amount. 
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If you have any questions about fundraisers, see your Financial Secretary.  
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Fieldtrips 
Fieldtrips can be expensive and complicated.  Following these steps will help eliminate 
confusion and miscommunication concerning expenses and logistics of your field trip.  The 
school cannot afford to carry the cost of these trips!  Therefore, it is imperative that you adhere 
to these guidelines to avoid costly mistakes. 

1. Contact destination for price and itinerary information.  
Items to consider:  Cost of buses, admission, and lunch.   

2. Complete the fieldtrip request form by using this link-   
https://www.bartlettschools.org/apps/form/FieldTripRequest 

3. After the trip has been approved, coordinated with the Financial Secretary and 
Transportation Coordinator on the following items:  

a. Requisition for admission- (Example on page 13) 
b. Requisition for lunch (if applicable)- include sales tax (see page 15) 
c. Requisition for buses  
d. Permission slip forms  
e. Deadlines for money to be turned in.   

4. Collect money/permission slips for trip daily on a Daily Cash Receipt Form (see example 
page 5). Turn in all money daily into the office.   

Each school may have a different process, check with your Financial Secretary.   

 
 
 
 
 
 
 
 

 
 
 

 

 

https://www.bartlettschools.org/apps/form/FieldTripRequest
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Mileage for Itinerant Teachers 
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Example of the Mileage Memo (it’s updated annually) 
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Travel Expense Form 

The attached travel expense form must be completed three weeks prior to travel.  Complete the 
BCS Travel expense form, located on the Employee Portal under Documents.  See example 
pages 27-28.  See your Financial Secretary about any registration fees that need to be paid in 
advance and/ or any questions.   
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Sign your Name  
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Every question cannot be addressed here, but hopefully this will help with some of the most 
common Q and A. 

Forms 

District forms are located on the employee portal under documents/links.   

Handling of Funds 

Q- Is it okay to send money to the office without a Daily cash form? 

A- No; all money must be accompanied by a daily cash form or a recorded count of collections or 
ticket reconcilement. 

Q- Do I have to list every person’s name on a daily cash receipt? 

A- Yes; this provides you with a record of payments, and it is required by our auditors. 

Q- A student brought a check for $20.00 and the workbook only cost $19.80.    Can I give change back? 

A- No; we are never able to provide change back especially on a check! 

Q- I have a $5.00 bill and need some ones.  Can the office or cafeteria break this bill for me? 

A- No; the office does not have petty cash and cannot use other funds to break up bills, no 
exceptions. The cafeteria is also prohibited from making change as well, so please do not ask.   

Q- Am I supposed to keep a copy of the daily cash form that I send with the money? 

A- Yes; the yellow copy should be separated from the white copy and retained for your records 
before you send the white copy and money to the office.  This is your record of money that you 
collected and turned in.  You should keep these yellow copies in a file for a minimum of 3 years. 

Q- Will I receive a receipt for money that I turn in to the office? 

A- Yes; once the money is recounted and verified, a receipt is written by the cashier and the original 
copy of the receipt is given to you for your records.  You should attach the receipt to the 
corresponding yellow copy and keep on file.   

Q- I am working the dance tonight, after school hours.  Who do I give the money to before I 
leave? 

A- The Administration on duty. You should never give the money to anyone else. 

Q- The concession booth is closed, and I am ready to leave.  What do I do with the remaining 
inventory? 

A- Check with the administrator on duty for instructions – secure it in the locked location. 
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Q- My club is selling Hoodies and I have collected money for some of them today.  Several 
people told me that they are bringing their money tomorrow, so I am just going to hold the 
money and the daily cash form until tomorrow, so I don’t have to fill out another Daily cash 
form tomorrow.  Is this okay? 

A- NO; money must be turned in daily.   

Q- My club is collecting money for dues and we are also collecting money for a fieldtrip can I 
turn in the money on one Daily Cash Form? 

A- No; you need to fill out separate daily cash form for each different purpose of the 
collection so we can record your receipt correctly. 

Purchasing  

Q- I need to purchase some items for my club party but aren’t sure how much I will spend.  The 
purchase requisition asks for prices; what do I do? 

A- In this case you will use a budget amount based on availability of funds in your account. 
Ex. Refreshments not to exceed $100.00 

Q- I asked the Principal in the hallway about purchasing some markers.  Can I get reimbursed?  

A- Yes; if you filled out a purchase requisition before the purchase was made.   
B- No; if you did not fill out a purchase requisition before the purchase was made. 

Q- I bought some instructional items and want to be reimbursed from my discretionary money, 
but I accidently paid tax.  Can I get all my money back?  

A- No, because tax is not reimbursable on tax-exempt items. 

Q- I had authorization to make a purchase but I lost the receipt.  Can I still be reimbursed?  

A- No, all purchases must have an original receipt in order to be reimbursable. 

Q- I need to purchase items from Wal-Mart and I think our school has a credit card.  Am I 
allowed to use? 

A- Yes (if your school has a Walmart card); See your Financial Secretary first, then once 
you have a signed purchase order to make the purchase, you will come to Financial 
Secretary office to sign out a credit card. Only items related to the authorized purchase 
may be purchased on the credit card. 
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Fundraisers  

Q- My club has just decided we need to raise funds.  What is the first step? 

A- See your Financial Secretary for a Fundraiser Authorization Form. Once this form is 
completed, it is submitted to the Principal for approval and then you follow the steps 
outlined in this manual.  

Q- My fundraiser was a flop and we lost money instead of making money.  Is it still considered a 
fundraiser? 

A- Yes; it is still a fundraiser and the paperwork and reports must still be completed. 

Q- Since our school is tax-exempt, do I have to pay tax on the items I am selling in my 
fundraiser?  

A- Yes; all resale items must have tax paid on them, if the vendor does not charge Tennessee 
sales tax you must find a different vendor.  

Q- What do I do if I suspect someone has taken some of my money or inventory? 

A- Notify the administration immediately 

If you have any additional questions, see your Financial Secretary. 

 


