


3. The principal shall be accountable for all expenditures from the school’s bank account(s) 
and shall be one of a minimum of two signing officers for the account(s).  
 

4. Statements for all accounts must be submitted by the bank or credit union to the 
principal on a monthly basis or at more frequent intervals, as requested. 
 

5. An accounting of all funds collected and disbursed by the school will be submitted by 
principals to the Secretary-Treasurer, or designate, on a regular basis as established by the 
Secretary-Treasurer. 
 

6. Principals shall also maintain all school banking forms and accounting records for seven 
years for audit purposes. 
 

7. To maximize security, petty cash shall be kept securely in a locked room which is 
accessible only by those with authorization. 
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