
Lampasas ISD - Revenue Collection and Deposit Flowchart                                                                       Updated: June 2023
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Note:  See separate 
flowchart for Gate 
Receipts.

All campuses collect 
funds for cafeteria 
operations from both 
prepayments to 
student accounts and 
from daily cash 
payments received.

(System Report)

Each day, cash and 
checks received are 

balanced to a cafeteria 
system report.

(Cash/Checks)

The Cafeteria 
Manager prepares 
a deposit slip and 
brings deposit to 

the bank daily
Deposit Slip

System Report

The deposit slip is 
then taken to the 
District FS Mgr’s 

Secretary who posts

(Deposit Receipt)

TEA Payment Report is printed at 
end of month to identify and post 
TEA Payments.  (Child Nutrition 

payments are posted and 
transferred more frequently to Food 

Service Fund)
Some ACH payments 
received are identified 
on the bank statement 
and posted at the time 

of reconciliation.

TMPH (for SHARS 
revenue) payments 

received by ACH are 
reconciled and verified to 

proper amount by the 
CFO and DA.

The Bank 
Reconciliation is 

prepared monthly by 
the Director of 
Accounting.

Bank Reconciliation 
is reviewed and 
approved by the 

CFO.

The Lampasas CAD, outside tax 
collector, sends wire payments with 
supporting collection reports weekly 
(more often during peak collections) 

to the Business Office.

The wire payment is posted 
to the GL tax revenue 
accounts by DA or AC 
utilizing the collections 

reports which specify M&O, 
I&S, and current and 
delinquent amounts.

Bank Deposit is 
prepared periodically 
as needed within 3 
days of receipt of 

funds and brought to 
bank by the PC.

Campus/Student Activity Funds are 
accounted for in a hybrid method, 
with each campus handling own 

collections and deposits.

Other miscellaneous collections are received 
by check for items such as Child Nutrition Fd 
reimbursements/refunds, open records, 
postage and Xerox reimbursements, facilities 
use, donations, daycare reimbursements, and 
lease agreements.

Miscellaneous amounts are deposited by 
PC and posted to the GL by DA or AC.

Administration has one activity fund.  
accounted for in the Bus. Office.  

Transportation has one activity fund as 
well accounted for at Transportation Dept.

At all campuses except HS, the Campus Secretary 
receives Activity Fund money and prepares the 
deposit.  At HS, the Activities Bookkeeper handles the 
Activity Fund collections and deposits.

As collections are 
made by campus 

secretary (or Activities 
Bookkeeper) a receipt 
is given to the payor.

Each month, the DA 
prepares a bank 

reconciliation and 
the PC or AC prints 
reports that detail 
the club balances.

Activity Reports are 
distributed to the 

Sponsor and Campus 
Secretary/Bookkeeper 

by the PC or AC.

The State deposits 
money by ACH for 

security and 
convenience.

Each deposit is 
entered in GL by PC 

(except LHS 
Bookkeeper enters 
LHS deposits in GL.

CFO-Chief Financial Officer
DA- Director of Accounting

PC-Payroll Clerk
AC-Accounting Clerk

Electronic funds are automatically deposited in 
bank account from E-Funds and posted by FS 
Mgr’s Secretary (from E-Funds Report)

Electronic funds are automatically deposited in 
bank account from E-Funds and posted by AC 
(from E-Funds Report)

Electronic funds are automatically deposited in bank account from E-
Funds and posted by AC or PC (from E-Funds Report)


