Department of Defense Dependents Schools
SOP 06-11

Kaiserslautern District
August 2011
APO AE 09021
STANDARD OPERATING PROCEDURE

FUNDS CONTROL

Purpose:  To establish procedures and provide guidance for the handling and storage of school activity funds, other funds, and items of intrinsic value requiring protection.

Applicability:  This guidance applies to all Kaiserslautern District administrators and staff with responsibility for safeguarding appropriated, non-appropriated (e.g. school activity funds) and other Government funds, negotiable instruments (bonds, credit cards, checkbooks, etc.) and assets having an intrinsic value requiring addition protection.

Reference:  DoDEA Regulation 4700.2, Department of Defense Education Activity Internal Physical Security, 27 March 2001.

Procedures:  

1. Every effort should be made to ensure that daily cash collections are deposited intact as of the close of each business day.  In no case shall accumulations exceeding $15,000 in negotiable instruments be stored at the school overnight.

2. Accumulations of funds and negotiable instruments less than $7,500 may be stored overnight in a safe having a three-position dial combination lock or standard steel insulated and fire resistant cabinet with a modified locking bar with a three-combination dial.

3. Accumulations of funds or negotiable instrument of more than $7,500 but less than $15,000 may be stored overnight in a General Services Administration (GSA) approved security container that meets Federal specifications.  (Details may be obtained from the DSO Safety and Security Officer.)

4. School organizations that handle and use funds will have their funds kept in separate, individually marked containers to distinguish between funds.  The amount of funds in each container will be counted and recorded each time that the container is removed from the safe/cabinet and again when returned.

5. Each organization will designate members authorized to withdraw the funds from the safe/cabinet (Atch 1).  These individuals must contact a school administrator/designee whenever funds are to be withdrawn or placed back in the safe/cabinet.  The number of authorized individuals should be restricted to the minimum number so that control of funds can be maintained.

6. The combination to cabinets/safes is to be carefully controlled and restricted to the least number of persons so that control may be maintained. The combination is to be changed annually or when anyone who knows it is separated, transferred or terminated or when it is believed that the combination has been compromised.

7.   Any suspected theft of funds/negotiable instruments must be reported immediately to the DSO Safety and Security Officer.

Controls:  
1. On-site observation of funds control procedures.

2. Review of serious incident reports involving funds/negotiable instruments.

// original signature //

DELL W. MCMULLEN
Superintendent

Attachment:

Letter of Designation – Funds Control

	[image: image1.jpg]



	DEPARTMENT OF DEFENSE

DEPENDENT SCHOOLS

OFFICE OF THE PRINCIPAL


	[image: image2.png]SNT Op

& N

(l»
-':,s( OE'NTS SC’
‘hlutbl P “







Date: _________________

MEMORANDUM FOR ______________________

SUBJECT:  Designation – Funds Control Representative: _________________________


       





         (Club, Organization, Activity)

1. Authority:  DoDEA Regulation 4700.2, Department of Defense education Activity, Internal Physical Security, 27 March 2001, Enclosure 4.

2.    Effective Date:  This designation is effective _____________________,201__.  This responsibility cannot be delegated and is effective until revoked by me or my successor, or until you are no longer a sponsor/member of the club, organization, activity.

3.   Responsibilities:  The Funds Control Representative is responsible for collecting, maintaining and safeguarding the funds/negotiable instruments for the identified club, organization, or activity.









______________________________









     Signature of Principal/Designee

I have reviewed and understand my responsibilities as specified in DoDEA Regulation 4000.2, Enclosure 4 and Kaiserslautern District Office SOP 06-11.

________________________________

______________________________



Date of Signature




Signature of Designee













Atch 1
