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1. INTRODUCTION 
 
Sound and accurate financial record keeping is one of the cornerstones of successful management of any institution.  It 
forms the very basis of good practice and provides built-in checks and balances against over- or under-spending, 
ineffective application of available funds and corruption.  Unless this aspect of management is controlled meticulously 
and carefully, resources will not reach the intended target, namely the learners of the school. 
 
This document does not pretend to contain all that schools need to know – there is a basic principle known as generally 
accepted financial management practice, which applies in all areas of financial management, which this document 
cannot teach.  It is the responsibility of each school principal to ensure that such skills are maintained at the school, and, 
if they do not yet exist, that they be acquired.  This is usually done by seeking guidance and training, mostly from trained 
and/or skilled educators at the same or other schools.  It is essential that each individual principal take charge of this 
very important area for development! 
 
2. PREPARING THE BASICS 
 
1. Functionality of the SGB 
 
A School Governing body represents the juristic person of the school.  The SGB consists of individual members who are 
not individually legally liable for the actions of the SGB, provided that the SGB is fully functional, and is constituted in full 
accordance to the legal requirements.  According to common law, individual members may gain legal liability in certain 
circumstances, such as when a member performs an action which has not been agreed upon or ratified by the SGB, or 
when a minor contracts on behalf of the school or participates in decisions of a financial nature5.  This is also the case if 
membership of the SGB is not legally constituted, the SGB constitution is not followed, or if the SGB fails or ceases to 
function properly. 
 
2. Finance committee 
 
Each school must have a fully functional finance committee, appointed by the SGB6.  This committee does not have the 
capacity to make decisions independently of SGB guidelines and policies. Their function is to: 
 

• Draw up a budget for approval by the SGB and the parents; 
• Draft reports to the SGB; 
• Ensure proper control over school assets; 
• Make recommendations to the SGB relating to finances; and 
• Exercise control over the daily management of finances by: 

 Implementing the financial policy of the school; and 
 Ensuring that the budget is applied as approved. 

 
Full and complete minutes of these meetings must be maintained and filed along with notices of meetings, attendance 
registers, and any financial reports discussed at the meeting. 
_________________________ 
5 SASA Section (1) – (2) 
6FSPN 154/2001 section 10 (1) 
The accounting officer (i.e. the principal) must be a member of this committee, as well as at least one other member of 
the SGB7.  The chairperson of this committee must be a member of the SGB8.  The ideal person to fulfil this function is 
the principal of the school, as he/she is the financial officer, and is therefore the best informed as to the needs and 
capabilities of the school.  The SGB treasurer should ideally, also serve on this committee in order to be fully informed.  
A minor may not serve on this committee9.  The finance committee must meet at least quaterly10, but it is strongly 
advised that meetings should take place at the end of each month.  This committee reports to the SGB in writing by 
means of minutes11 of meetings. 
 
3. Appointment of financial functionaries 
 
The following people must be appointed in writing be the SGB, and these appointment letters must be kept in their 
personal files at the school: 

• The financial clerk12, who will be the ONLY person who may receive and handle cash at the school.  This will 
usually be the person responsible for the banking and bookkeeping of the school’s financial records.  Take care 
that this person has a clean personal financial record, and has no personal financial difficulties. 
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• The financial manager, who will always be the principal of the school13, unless the provincial Treasury has 
approved the appointment of another person14 (e.g. if the principal is an unrehabilitated insolvent). 

• The signatories for authorising payment, who will be the principal as well as two other persons.  The principal 
(or a person designated by him or her in exceptional circumstances) must always sign the authorising 
document as well as the cheque15, and either one of the other two persons will countersign these documents.  
These signatories carry a grave responsibility to ensure that payments are fully authorised and within the 
budget of the school, failing which they may be held personally liable for unauthorised or fraudulent 
expenditure. 

• The principal must designate a person who will perform his or her duties if he/she is not available.  It is 
important that such designation – as well as a full description of what constitutes “exceptional circumstances” – 
be done in writing to prove this delegated authority and to fully define under what circumstances this designated 
person may exercise this duty. 

• The person who is responsible for handling of petty cash16, as well as another person who will fill this role in the 
absence the primary handler17. 

• The auditor18, who will audit the school’s annual financial statements and records. 
 
_____________________________ 
7FSPN 154/2001 section 10(2) 
8SASA section 30 (b) 
9SASA Section 32 (1) and (2) 
10FSPN 154/2001 section 10 (4) 
11FSPN 154/2001 section 10 (4) 
12Free State Provincial Notice 154/2001 (FSPN 154/2001, section 4(1) 
13Public Finance Management Act 1 of 1999 (PFMA), section 36 (2) (b) 
14PFMA, section 36 (3) (a) 
15FSPN 154/2005 section 5 (4) (b) 
16FSPN 154/2001 section 6 (2) 
17FSPN 154/2001 section 6 (3) 
18SASA section 43 (1), as amended by section 10 of the Education Laws Amendment Act (ELAA) 31/2007 
 
4. The Principal of the school 
 
Although the principal is mentioned above as one of the financial functionaries, this position needs to be clarified with a 
greater degree of detail: 
 

• The principal’s duty is to control the financial functions, such as the balancing of the receipt book, the bank 
deposits, and the bookkeeping records. 

• The principal must also be a signatory for payments, and will always be the accountable person for the school’s 
finances. 

• It is therefore of the utmost importance that the principal exercises thorough control of all aspects of the 
school’s finances, which is certified by the principal’s signature on all records and transactions. 

 
Some of the proposed additions to the duties of the principal in Section 16A of SASA are as follows: 

• The principal must assist the governing body with the management of the school funds which include: 
 Information relating to any conditions or directions on all financial matters of the school provided by the 

Minister, the Member of the Executive Council or Head of Department; 
 Advising the governing body on the legality or otherwise of its decisions relating to financial matters of 

the school; 
• The principal must take all reasonable steps to prevent any financial maladministration and mismanagement by 

any staff or school governing body; 
• The principal must take part or be included in any committee or delegation of specific members of the governing 

body to manage any matter which has financial implication; and 
• The principal must report any mismanagement or maladministration of financial matters to the governing body 

of that school and the Head of Department. 
 
5. Financial Policy 
 
The SGB administer the funds of the school19.  Normally, the physical management and administration should be carried 
out by the principal and the financial clerk at the school’s office, and controlled by the SMGD.  However, these salaried 
officials need to have clear guidelines and instructions.  Therefore, no school can function without a financial policy, 
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approved and signed by both the SGB and the SMGD.  This policy must stipulate the procedures and systems which the 
SGB require of a functional financial management system at the school, and serves to guide the principal, financial clerk, 
financial committee, and the SGB in this function.  An example of a financial policy is attached as Annexure C. 
 
6. School budget 
 
Each school must have an annual budget20, which must be approved by the parents at a meeting called for that purpose. 
Notice of the budget meeting must be issued to all parents at least 30 days in advance21.  At this meeting, the following 
is important: 
_________________________ 
19South African Schools Act 84 of 1996 (SASA), section 37 (1) 
20SASA section 38 (1) 
21SASA section 38 (2) 
 

• Minutes of the meeting must be taken down. 
• The attendance register must be signed by all parents present. 
• The complete school budget must be presented to the parents – not just the school fees for the following year. 
• The school fees for the following year must be approved by the parents22. 

 
Remember that no-fee schools receive R100.00 per learner into their bank accounts, and this amount must first be 
deducted from the total government allocation before the budget is drafted. 
 

7. Bank account 
 
Each school should open and operate a bank account to administer the school fund23, which must be a cheque 
account24.  A school may not operate more than one bank account unless the MEC has granted written permission for 
the investment of surplus funds25, but a hostel must have its own bank account26. 
 
All money received must first be deposited into this account before it may be spent27.  All payments must be made by 
cheque or electronic transfer28 from this account.  No cash may be drawn at a teller machine or the bank counter.  No 
cheques may be made out to “cash”, except for replenishment of the petty cash float29.  Ideally, cheques should always 
be crossed and marked “not transferable”, except if the recipient has no bank account, and only if it is for a relatively 
small amount. 
 
Original bank statements (as posted by the bank each month) must be carefully filed and kept safe for auditing 
purposes.  This will also reduce the need for interim bank statements (which cost an additional fee) or photocopies of 
bank statements, which are quite expensive.  The cheque book must at all times remain under lock and key in the 
school’s safe, where the principal must exercise due caution and care over it.  To prevent potential loss of funds, no-one 
may access this record, except under the supervision of the principal. 
 
8. Trust accounts 
 
A school may not open or maintain a trust account using money from parents30.  It is legal, however, for a school to 
benefit from an independent trust fund, provided no funds of the school are paid into that account. 
 
 
_____________________________ 
22SASA section 39 (1) 
23SASA section 37 (3), as amended by section 6 (a) of ELAA 57/2001 
24FSPN 154/2001 section 5 (1) 
25SASA section37 (3), as amended by section6 (a) of ELAA 57/2001 
26FSPN 154/2001 section 11 (1) 
27FSPN 154/2001 section 4 (5), (6) and (7) 
28FSPN 154/2001 section 5 (1) 
29FSPN 154/2001 section 5 (3) 
30SASA section 37 (7), as amended by ELAA 57/2001 section 6 (b) 
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9. Loans, credit and overdrafts 
 
No school may enter into any credit agreement, take a loan, or have an overdraft facility without written permission of the 
MEC31.  No person may receive a loan from school funds. 
 
10. Payment to employees for services rendered 
 
No government employed educator may receive any remuneration, financial, or material benefit from the school for 
performing his/her duties32.  However, schools may apply in writing for approval by the MEC at least four months before 
finalising the school’s budget to authorise such payments. 
 
The SGB has the legal right to employ educators from their own funds33.  However, the school must ensure that the 
employee is registered for income tax, deduct such tax, and pay it over to the relevant tax office. 
 
Furthermore, all temporary employees must register with the Unemployment Insurance Fund, and the contributions must 
also be deducted and paid over by the school.  Tax and UIF requirements must also be met in the case of grade R 
subsidised educators. 
 
11. Financial year of a school 
 
The financial year of a school starts on 1 January and ends 31 December of every year34.  The financial year is divided 
into 12 monthly periods which start and end on the first and last calendar days of each month respectively, e.g. January 
to 31 January, 1 February to 28 February, 1 March to 31 March, etc.  Schools may not report across the starting or 
ending of any calendar month or year, nor may a gap be left between the reporting periods.  The starting and ending 
dates on bank statements are determined by the bank’s internal administrative processes, and this may not lead to a 
deviation from the above reporting dates used by the school. 
 
12. Fund raising, school functions, and outings 
 
All school functions have financial implications, with expenses and – most likely – income generated.  For fund raising 
projects, including school functions, trips and outings, a fully detailed financial report must be compiled within a 
reasonable period after the project (usually 14 days), which must be submitted to the SGB for approval.  This report then 
becomes part of the financial records of the school.  Remember that all funds must be paid into the bank account before 
it may be used for any purpose whatsoever. 
 
Proposed amendments: While the SGB may utilise the assets of the school to generate income (e.g. hiring out the 
school hall, etc.), the school my not allow its premises to be used for any business other than a tuck shop, and then only 
lease this facility for a maximum of twelve months at a time. 
 
___________________________ 
31SASA section 36 (2), as amended by section 5 of ELAA 57/2001  
32SASA section 38A (1), as emended by section 2 of ELAA 1/2004 
33SASA section 20 (4) as amended by section 6 of ELAA 100/1997 
34SASA section 44 
 
3. SCHOOL ASSETS 
 
Some assets at a school may belong to the state, while others may belong to the school.  Movable assets at section 21 
schools have been transferred to the school, and are therefore the responsibility of the SGB.  The school may obtain 
assets from other sources than the state.  However, no assets may be sold, given away, or otherwise disposed of 
without the written permission of the MEC of Education35.  This restriction also applies to assets bought with funds raised 
by the SGB, and includes section 21 schools. 
 
Each school must maintain an asset register36 which is updated regularly by a person so designated by the SGB37.  
Annual stock taking must be done at the end of every year38.  This record must indicate clearly, in summarised form, the 
type of assets and the number of each item in the entire school (room inventories are not sufficient – they are just the 
starting point).  This record must also be compared to the lists of assets compiled and maintained by the District Office, 
and discrepancies must be reported and explained.  The principal (as the chief asset controller), is responsible for the 
appointment of sub-asset controllers at school level, and the principal is therefore accountable for this record. 
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Losses and/or damages due to actions or omissions of an official must be recovered from the person found liable 39. 
Cases of theft, burglary, or vandalism must be reported to the South African Police Service and a case number must be 
obtained40. 
 
4. SCHOOL FEES 
 
o Fee-paying/no-fee schools 

 
School fees may not be levied by schools in quintiles 1, 2, or 3, as they have been officially declared no-fee schools 
in terms of section 39(7) of SASA41.  At fee-paying schools, all learners must pay the approved fees, unless they 
have been formally exempted42.  In order to ensure this, a proper debtors’ account system must be maintained with 
regular statements issued to the parents. 
 
A fee-paying school may only charge school fees, and may not charge any of the following43: 

• Registration fees 
• Administration fees 
• Fees differentiated within the same grade, based on the curriculum or extra-mural activities. 
 

______________________________ 
35SASA section 58(a)(2) as amended by section 6 ELAA 24/2005 
36FSPN 154/2001 section 8(1) 
37FSPN 154/2001 section 8(2) 
38FSPN 154/2001 section 8(4) 
39FSPN 154/2001 section 8(7) 
40 FSPN 154/2001 section 8(8) 
41As emended by section 4(b) of ELAA 24/2005 
42SASA section 40 
43SASA section 39 (5) and (6), as amended by section 4 (b) of ELAA 24/2005 
 

o School fee exemptions 
 
 Each fee-paying school must have an exemption policy and maintain a functional system to enable parents to apply 

for full or partial exemption.  Full and complete records must be kept. 
 
 The following learners are automatically and fully exempt from school fees: 

• Learners receiving a poverty allowance from the state; 
• Children in foster care; 
• Refugees; 
• Children of parents whose joint income is less than 10 times the annual school fees. 
 
Partial exemption, based on a sliding scale, must be granted to learners whose parents’ joint annual income is 
between 10 and 30 times the annual school fees. In addition, the SGB may decide to grant partial or full 
exemption to parents for other reasons which they may regard as acceptable in the circumstances. 
 

o Enforcing payment of school fees 
No learner may be excluded from any activities of the school or denied any privileges due to the failure of the parent 
to pay school fees.  The learner may also not be addressed if school fees are not paid by the parent, and the school 
may not withhold the learner’s results, report or transfer for this reason44.  In short, it is not the child who owes the 
money, it is the parent – it is therefore unfair to penalise the child for the oversight of the parent.  
 
School fee-paying schools must enforce payment of school fees by all parents.  The following is important: 

• The school’s debtors should be structured in such a way that all debits and credits are instantly 
accessible for each parent’s account. The current balance must be available at all times. 

• Regular account statements must be sent to parents who still owe fees. 
• The accounts of all parents must reflect the school fees payable 
• The accounts of parents who have received partial or full exemption must be credited with the amount 

of the exemption. 
 
 If a parent fails to pay school fees, the following steps must be followed: 

• Before the school institutes legal steps, the school must be able to prove that45: 
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o The school has sent a final notice regarding the outstanding amount, and that it has been received by 
the parent; 

o The parent has been given the opportunity to apply for exemption, and has failed to do so after being 
notified of this right; 

o If the parent has applied for exemption, the parent does not qualify for partial or full exemption (as the 
case may be) for the outstanding amount; and 

o The parent has failed to settle the account after a period of at least three months has passed following 
the delivery of the final notice to the parent. 

• The school may not attach the dwelling in which the parent lives46. 
__________________________________ 
44SASA section 41(7), as amended by section 5 of ELAA 24/2005 
45SASA section 41(5) (a) and (b), as amended by section 5 of ELAA 24/2005 
46SASA section 41 (6), as amended by section 5 of ALAA 24/2005 
 
5. HANDLING OF MONEY RECEIVED 
 
A school receives money in two ways: Payment at the school, or a direct deposit into the bank account. In both cases a 
receipt must be written and handed to the payer or sent to the depositor. 
 
o Step 1: Writing a receipt 
 
For any money received by the school, whether received at the school or paid into the bank account, a receipt must be 
issued from the regular receipt book.  If money is received at the school, the receipt must be written immediately and 
handed over to the payer at the same time47.  In the case of a direct bank deposit (e.g. departmental transfer of funds) 
the words “Direct bank deposit” must be written at the top of the receipt, which must be sent to the depositor. 
 
Remember the following: 

• A receipt book register must be kept and completed for each receipt book issued48. 
• To cancel a receipt, the original receipt must be stapled over the duplicate, after which a diagonal line is drawn 

through the receipt with the word “cancelled” written over it49.  No receipt may be cancelled unless the original is 
attached. 

• No changes may be made to the content of any receipt.  If a mistake is made, the whole receipt must be 
cancelled as above and a new receipt must be issued. 

• Never remove any duplicates from the receipt book. 
• Keep the receipt book in a secure location, out of reach of unauthorised persons. 
• Only one receipt book may be in use for school fees at any given time. 
• Each receipt must bear the name of the school pre-printed on its face. 
• Receipts are completed sequentially in the order of the receipt numbers. 
• Only a duly authorised person may receive money at a school50, and only at the office or a specific area 

designated for this purpose.  It is not acceptable for class teachers to receive money and take it to the office for 
routine school fund receipts. 

 
_________________________________ 
47FSPN 154/2001 section 4 (2) 
48FSPN 154/2001 section 4 (8) 
49FSPN 154/2001 section 4 (3) 
50FSPN 154/2005 section 4 (1) 
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o Step 2: Keeping the cash in a safe place 
 
The cash must be locked in a secure place51, and the law required that it should be in a safe.  No money may be left in a 
drawer or on a table.  Remember that the person who works with the money is liable to compensate the school if any loss 
occurs.  In the case of theft of cash, the cash must be reported to the police immediately, and a criminal docket must be 
opened.  However, this does not necessarily exonerate the person handling the cash at the school, as negligent handling 
of cash still carries liability in terms of common law for compensation in the case of loss. 
 
o Step 3: Enter receipt in the receipt control register 
 
The details of each receipt are entered in a receipt register, which may be kept in the format below, and must contain at 
least the following information: 
 
Receipt 
no. 

Date Received 
from: 

Payment for (e.g. school 
fees, uniform, etc. 

Cash/cheque/direct bank deposit/other 
(specify) 

Amount 

      
      
 
o Step 4: Balancing the receipt book 
 
Before the money is banked, the receipt book must be balanced.  To do this, follow the following steps52: 

• Draw a line underneath the last completed receipt. 
• On the blank page on the left, write the starting receipt number, the ending receipt number, the date, and the 

amount to be banked. 
• To determine the amount to be banked, add up all the amounts of the receipts, excluding only those receipts for 

direct bank deposits (such as money paid in by the Department) and cancelled receipts. 
• The person who balances the receipt book signs next to the total amount, thereby certifying that the amount is 

correct. 
 
 
 
 
 
 
_______________________________ 
51FSPN 154/2005 section 4(5) 
52FSPN 154/2005 section 4(7) 
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o Step 5: Banking the money 
 
Every day, or as often as possible53, money received at the school must be banked into the school’s banking account.  
To do this, the receipt book must be balanced, and all payments must be added up.  See the example of a page of the 
receipt book on the previous page for how it is done. 
 
Remember the following: 

• A school may have only one bank account.  The only exceptions are a hostel, which will have a separate bank 
account, and surplus funds, for which the MEC must grant prior permission.  Under no circumstances may any 
money belonging to or intended for the school be paid into the private bank account of any person whatsoever 
for any reason. 

• ALL money received at the school must be banked.  Under no circumstances may any cash be used out of the 
box. 

• The total as indicated in the receipt book must always balance the amount on the deposit slip54.  No differences 
may be tolerated. 

• Banking must be done daily or as often as possible (farm schools: at least weekly). 
• Cash must be kept in a safe place until it is banked.  There may be no possibility of loss of any kind. 
• The principal must countersign the receipt book and the deposit book immediately after banking has been done 

to certify that the amounts are correct and balance in both records. 
 
o Step 6: Enter the amount banked into the analysis book 
 
Each time money is banked, the transaction must be entered in the debit side of the analysis book55, using one line per 
deposit.  Care should be taken to also enter amounts deposited directly into the bank by other people (such as 
departmental transfers)56. 
 
o Step 7: Enter the individual receipts in the debtor’s accounts 
 
For school-fee paying schools, the money received from the parents and learners for school fees must be recorded in 
each learner’s (or family’s) debtor’s account.  This is done in order to keep an individual record of payment for each 
learner, so that account statements may be issued regularly for outstanding amounts. 
 
6. MAKING CHEQUE PAYMENTS FROM THE SCHOOL FUND 
 
Payments not made from petty cash may only be made from the bank account, i.e. by cheque or electronic transfer57.  
No cash may be used from the float of payments received at the school.  Schools with access to internet banking may 
also make use of this facility to make payments.  Meticulous recordkeeping is essential, as is the uncompromising 
application of the authorisation procedure. 
__________________________ 
53FSPN 154/2005 section 4(6) 
54FSPN 154/2005 section 4(9) (b) 
55FSPN 154/2005 section 7(3) (a) 
56FSPN 154/2005 section 7(3) (a) 
57FSPN 154/2005 section 5(1) 
 
o Step 1: Authorising payment 
 
No cheque may be written or signed without the full complement of authorising signatures.  A cheque which is issued 
before the authorisation of payment constitutes an unauthorised – and therefore fraudulent - transaction, which may lead 
to disciplinary action and/or criminal prosecution. 
 
The following is important: 
 

• Payment is initiated by an authorising document which must be signed by the accounting officer before the 
cheque may be issued.  This document must contain all the necessary details for the desired transaction.  See 
example in Annexure A. 

• Any available proof of the amount must be attached to the authorising document58.  This may be an invoice, a 
receipt, an account statement, or a quotation, etc. 
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• Claims for personal expenses (such as transport) must be accompanied by written proof (e.g. notice of a 
meeting), and must be submitted in writing by the claimant.  See an example of this form attached as Annexure 
B. 

• In the case of an electronic transfer (e.g. payment by internet), both designated signatories must sign the 
authorisation form59, as this document replaces the cheque. 

 
o Step 2: Issuing the cheque 
 
A cheque may only be issued after the authorising document has been completed and signed by the accounting officer60 
(or the person so designated by the principal in exceptional circumstances). 
 
The following is important:: 

• The counterfoil of the cheque must be completed in full. 
• The cheque must be fully completed before it may be signed by both signatories. Under no circumstances may 

a blank cheque be signed by any of the signatories. 
• Cheques may not be made out for “cash”, except for petty cash61. 
• The proof of payment must be handed to the financial clerk within one working day of the issuing of the cheque. 
• In the case of internet transfers, the transaction must be printed out from the web-based facility, as it will be 

filed instead of a cheque. 
 
o Step 3: Filing the transaction 
 
The authorising document, invoice, receipt, proving document, claim form, etc. are all stapled together and placed on 
file62.  The filing must be in numerical order, and must contain all the authorising documents of this bank account. 
______________________________ 
58FSPN 154/2005 section 7(6) (c)  
59FSPN 154/2005 section 5(4) (d) 
60FSPN 154/2005 section 5 (2) 
61FSPN 154/2005 section 5 (3) 
62FSPN 154/2005 section 7 (6) (c) and (e) 
 
o Step 4: Enter the amount spent in the analysis book 
 
The cheque is documented in the credit section of the analysis book. 
 
o Step 5: Attach negotiated cheque to authorisation form 
 
When the negotiated cheque is received back from the bank, it must be stapled to the authorisation form and kept on file 
along with all other documents relating to the particular transaction.  In the case of internet or electronic transfers, the 
printout will be filed in place of the cheque. 
 
7. MAKING PETTY CASH PAYMENTS FROM THE SCHOOL FUND 
 
Petty cash payments are intended for small amount purchases, such as milk, batteries, etc., for which the bank charges 
would consist a disproportionate amount of the transaction. No cash may be used from the float of payments received at 
the school.  As with cheque payments, meticulous recordkeeping is essential, as is the uncompromising application of 
the authorisation procedure. 
 
o Step 1: Placing cash in the petty cash float 
 
To create and maintain a petty cash float: 
 

• The SGB must determine the amount of the petty cash float63, as well as the acceptable maximum amount for 
any petty cash payment64. 

• The float may only be replenished from the school bank account whenever the balance of the float is not 
adequate for further petty cash payments65.  Note that such replenishment may not result in a higher total 
amount in the float than so authorised.  The total cumulative amount used during the financial year may not 
exceed the amount specified in the annual budget. 
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• Petty cash replenishment may be made by means of a cash cheque, and this is the only instance where a cash 
cheque may be used at a school66.  This cheque must be issued in full compliance with the authorisation 
requirements for cheque payments. 

• Petty cash must be kept in a safe, lockable container separate from school fund receipts and other cash67. 
 
o Step 2: Authorisation payment 
 
A petty cash payment which is issued before the authorisation of payment constitutes an unauthorised – and therefore – 
fraudulent – transaction, which may lead to disciplinary action and/or criminal prosecution. 
_________________________________ 
63FSPN 154/2005 section 6 (7) 
64FSPN 154/2005 section 6 (5) 
65FSPN 154/2005 section 6 (8) 
66FSPN 154/2005 section 5 (3) 
67FSPN 154/2005 section 6 (6) 
 
The following is important: 
 

• Payment is initiated by an authorising document (voucher) which must be signed by the accounting officer 
before the payment may be issued.  This document must contain all necessary details for the desired 
transaction. See example in Annexure B. 

• Any available proof of the amount must be attached to the petty cash voucher68. 
• Transport claims may not be paid from the petty cash. 
• The accounting officer must ensure and control that the petty cash book/balancing sheet is updated and 

balanced, and that all measures in relation to petty cash is adhered to.  This requires that the accounting officer 
must check this record at least monthly69 and sign the record to signify that the control has been carried out. 

• When it becomes necessary that another person must handle the petty cash (including the back-up person so 
designated by the SGB), then the cash must be counted and balanced to the petty cash book, prior to handing 
over the responsibility by the completion of a duly authorised document which will be signed by above parties 
and the accounting officer70. 

 
o Step 3: Issuing payment 
 
Payment may only be issued after the authorising document has been completed and signed by the accounting officer71.  
The proof of payment must be handed to the financial clerk within one working day of the issuing of payment. 
 
o Step 4: Filing the transaction 
 
The authorising document, invoice, receipt proving document, etc. are all stapled together and placed on file72.  The filing 
must be in reverse order, i.e. the newest transaction on top. 
 
o Step 5: Enter the amount spent in the petty cash book 
 
The payment is documented in the petty cash book73. This record is controlled by the accounting officer at least monthly. 
 
8. FINANCIAL RECORDS AND REPORTS 
 
The school must produce and keep records of the following: 
____________________________ 
68FSPN 154/2005 section 6 (9) 
69FSPN 154/2005 section 6 (14) 
70FSPN 154/2005 section 6 (4) 
71FSPN 154/2005 section 6 (9) 
72FSPN 154/2005 section 6 (13) 
73FSPN 154/2005 section 6 (11) 
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o Assets register 
 
The school must keep and maintain a detailed assets register, in which the following items must be recorded74: 
 

• Date of purchase of item; 
• Full description of item to enable identification; 
• Purchase price of item; 
• Rate of percentage annually applied for depreciation; 
• Actual amount of annual depreciation; and 
• Value after depreciation has been deducted. 

 
The value of items on the assets register must be reflected in the audited annual financial statements of the school. 
 
o Bank deposit book 
 
A bank deposit book must contain individual deposit documents to be completed for each and every deposit at the bank 
in relation to funds, which include cash, cheques and postal orders, received by the school75.  It is therefore compulsory 
for a school to keep a bank deposit book, and not to deposit funds by means of separate or loose bank deposit slips. 
 
o Cheque authorisation file 
 
This file must contain the entire record of each and every cheque issued.  The following documents must be filed: 
 

• Authorisation document; 
• Claim form for personal expenses (in case of claim); 
• Receipt for purchase made; 
• Invoice/account statement (if one has been received); 
• Written explanation signed by principal if no written proof of purchase is available; 
• Negotiated cheque after it has been returned by the bank. 

 
Authorisation forms are filed in reverse cheque number order, in other words, the newest entries are placed on top of 
older ones.  All cheque authorisations issued by the school must be found in this file, without exception.  This record 
must be complete and entirely self-explanatory. 
 
The cheque authorisation document must reflect the following76 (see Annexure A): 
 

• Name of the payee; 
• Amount of the cheque to be issued; 

 
_________________________ 
74FSPN 154/2005 section 3 (2) 
75FSPN 154/2005 section 3 (3) 
76FSPN 154/2005 section 3 (4) 
 

• Reason for the cheque to be issued; 
• Signature of the accounting officer, his/her full name and designation; 
• Date that the payment of the cheque was authorised; 
• Signatures of the persons signing the cheque; 
• Number of the cheque; and 
• Date of the cheque. 

 
o Cheque counterfoils  
 
Cheque counterfoils are extremely important for record-keeping.  This document serves as a prima facie proof of the 
transaction, in other words, it is acceptable by common law as proof unless proven otherwise.  For this reason, the 
importance of this record cannot be overstressed.  The counterfoil must be completed in full at the time of issuing the 
cheque and must contain the following information77: 
 

• Date of the cheque; 
• Name of the payee or whether the cheque was paid in cash; 
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• Narration for the reason of the cheque; and 
• Amount for which the cheque was issued. 

 
o Petty cash book 
 
All debits and credits must be recorded in the petty cash book as they are issued, and must indicate the date, payee, 
amount and reason for the expense78.  The following example may serve as a guide: 
 

Date Payee Reason Amount paid Amount received Balance 
      
 
o Receipt book 
A receipt book must contain the following information79: 

• Name of payee; 
• Date of payment; 
• Amount in words; 
• Amount in figures 
• Purpose for which the amount is received; and 
• Signature of the recipient. 

 
In order to prevent fraudulent use of receipt books, the school must keep a register of all receipt books issued80.  
___________________________ 
77FSPN 154/2005 section 3 (5) 
78FSPN 154/2005 section 3 (6) 
79FSPN 154/2005 section 3 (7) 
80FSPN 154/2005 section 4 (8) 
 
The person who has custody of the receipt book must sign in a register when this book is issued81.  It is also highly 
recommended that pre-printed receipt books bearing the name of the school be ordered from a printing house to prevent 
fraudulent unauthorised use of over-the-counter type receipt books. 
 
o Analysis book 
 
The analysis book is kept in 12 periods of 1 calendar month each, and each period starts and end on the first and last 
calendar days of the month.  Different starting and ending dates on the bank statement may not lead to a change in this 
format of the analysis book. 
 
The debit side of the analysis book is used for income, while the credit side is used for expenses.  Each transaction is 
noted in one line with a brief explanation for sundry expenses.  At the bottom of each monthly period, a cashbook 
balance is calculated.  If space allows (at schools with a small number of monthly transactions), the reconciliation with 
the bank may be entered below this balance. 
 
Example: Receipts cash book (debits) 
Note that columns in italics are compulsory (others optional)82: 
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Example: Payments cash book (credits) 
Note that columns in italics are compulsory (others optional)83: 
 
____________________________ 
81FSPN 154/2005 section 4 (9) (d) 
82FSPN 154/2005 section 3 (a) (i) and (ii) 
83FSPN 154/2005 section 3 (b) (i) and (ii) 
 

 
 
o Monthly cash book balance statement 
 
The monthly cash book balance statement, in the form of a detailed written monthly financial report, must be drafted 
within 30 days from the end of the reporting month.  This report must reflect details of transactions which occurred during 
that month as well as the actual balance (not the bank balance) of the school’s finances.  This cash book balance will 
often not correspond with the total on the bank statement, as there may have been transactions which are not yet 
reflected on the bank records. 
 
o Monthly bank reconciliation 
 
The school must draft a monthly bank reconciliation84, which must clearly indicate the bank statement balance as well as 
cheques and deposits which do not appear on the bank statement.  When this record is balanced, it must reflect the 
same amount as the bank statement.  If the amounts do not balance exactly, the accounting officer must ensure that the 
mistake is found and rectified before this record may be approved. 
 
o Monthly funds available statement 
 
The monthly funds available statement indicates which amounts have been reserved for specific items (such as the 
nutrition programme, grade R subsidy, school tours, etc.), and the remaining funds.  The meticulous keeping of this 
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record is highly recommended, as it enables the accounting officer to keep track of what amount in the bank may or may 
not be spend to cover day-to-day expenses. 
 
o Quarterly financial report 
 
Financial reports must be submitted to the SGB at least once a quarter during a SGB business (regular) meeting.  This 
report must be reflected in the minutes of the meeting and the report filed with the minutes.  The quarterly financial report 
must be approved by the SGB, signed by the chairperson, and, in the case of section 21 schools, sent to the District 
Office before the amount for the following quarter will be paid to the school. 
____________________________ 
84FSPN 154/2005 section 7 (5) 
 
o Annual financial statements 
 
At the end of each financial year, the accounting officer must certify the following, and forward such certification to 
District Office along with the school’s financial statements: 
 

• That all assets of the school are correctly recorded in the asset register and that all details pertaining to a 
particular item are noted; and 

• That an annual stocktaking has been performed and that the information is compared to the previous year’s 
information in the asset registers. 

 
All schools must complete their annual financial statements no later than 31 March of the following year. 
 
The annual financial statements must include the following85: 
 

a. As income: 
i. All money received as school fees; 
ii. Funds received from the State; and 
iii. All donations and grants; 

 
b. As expenditure: 

i. All the money which was spent by the school for operational costs during the financial year; and 
ii. The depreciation of assets; 

 
c. As liabilities: 

i. The accrued funds of the school; and 
ii. Any amounts owed by the school; 

 
d. As assets: 

i. The total amount of assets as indicated in the asset register grouped under the headings “motor 
vehicles”, “motorised equipment” and "furniture and school equipment”; 

ii. All debtors outstanding; 
iii. Bank balance; 

 
e. As other funds: 

i. Trust funds; 
ii. Funds registered; 
iii. Funds donated; and 
iv. Funds bequeathed; 

_____________________________ 
85FSPN 154/2005 section 9 (3) 
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f. A certified document by the accounting officer that:: 
i. All assets of the public school (including other bank accounts, investments and trust accounts) are 

correctly recorded in the asset register and that all details pertaining to a particular item are noted; and 
ii. An annual stocktaking has been performed and that the information is compared to the previous year’s 

information in the asset registers86. 
 

g. The financial statements must bear the signatures87 of: 
i. The chairperson of the SGB; and 
ii. The accounting officer. 

 
o Annual audit 
For all section 21 schools and schools whose gross income is more than 20 000,00 per year, an audit of the records and 
financial statements of the school must be performed by a person who is registered as an auditor88 in terms of the 
Auditing Profession Act, 2005 (Act No. 26 of 2005).  The financial statements and auditor’s report must be submitted to 
District Office no later than 31 March after approval by the SGB.  District Office must submit the audited statements to 
Head Office before 30 June89. 
 
If a school whose income exceeds R20 000,00 per year wishes to appoint other than a registered auditor, the school 
must apply in writing to District Office before 31 May of the financial year in question, who will make a recommendation 
to the MEC of Education before 30 June to obtain approval90.  However, such a request will not be considered lightly, 
and is not available to section 21 schools. 
 
Schools with a gross income of less than R20 000,00 per year (excluding section 21 schools) may appoinr any person 
who does not have a financial interest in the affairs of the school to examine the records and financial statements of the 
school91.  No prior approval by the MEC is required for such appointment. 
 
9. CONCLUSION 
 
Handling public funds carries with it a great deal of responsibility and accountability.  The SGB monitors this function, 
and the financial clerk does the practical bookkeeping.  But in the final instance, the principal is always accountable for 
all that happens in this function.  No control procedure or system may be ignored, not even for a single transaction!  
Remember that control measures have been devised for a very good reason, and that meticulous observation of such 
control measures is essential to ensure good and proper management. 
 
Never compromise on any of these aspects.  Guard this function with all your professional and ethical energy. 
____________________________ 
86FSPN 154/2005 section 8 (9) (b) 
87FSPN 154/2005 section 9 (11) 
88FSPN 154/2005 section 43 as amended by section 10 of ELAA 31/2007 
89FSPN 154/2005 section 9 (12) 
90FSPN 154/2005 section 9 (6) – (10) 
91FSPN 154/2005 section 9 (5) 
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