 School District of Okaloosa County
Finance Department

Cover Sheet/Check List 
Internal Funds – Submission of Monthly Reports
	School:
	     

	Month/Year:
	     


PLEASE SUBMIT DOCUMENTATION IN THE FOLLOWING ORDER.  PAPERWORK SHOULD ARRIVE IN THE FINANCE OFFICE NO LATER THAN THE 20TH OF EACH MONTH.
	 FORMCHECKBOX 

	Copy of Year-to-Date Report
(Reports/Account/Year to Date/Exclude zero account balances)

	 FORMCHECKBOX 

	Copy of Bank Reconciliation Report – All Accounts
(Automatically prints after reconciliation complete.  Choosing “Generate All Recon Reports” prints Bank Rec Report and the Reports listed below.)

	 FORMCHECKBOX 

	Copy of List of Outstanding Deposits
(Automatically prints after reconciliation complete)

	 FORMCHECKBOX 

	Copy of List of Cleared Deposits

(Automatically prints after reconciliation complete)

	 FORMCHECKBOX 

	Copy of List of Outstanding Checks

(Automatically prints after reconciliation complete)

	 FORMCHECKBOX 

	Copy of List of Cleared Checks
(Automatically prints after reconciliation complete)

	 FORMCHECKBOX 

	Copy of Bank Statement – Checking Account

	 FORMCHECKBOX 

	Copy of Monthly Bank Statement Review – Checking Account

	 FORMCHECKBOX 

	Copy of District Investment Statement

	 FORMCHECKBOX 

	Copy of School Investment Statement(s):      
(CDs, Money Markets, Etc.  Include all that apply.)

	 FORMCHECKBOX 

	Copy of Internal Funds Purchasing Card  - Monthly Statement

	 FORMCHECKBOX 

	Copy of Internal Funds Purchasing Card – Monthly Statement Review

	 FORMCHECKBOX 

	Copy of Check Register

(Registers/Check/A-Z)

	 FORMCHECKBOX 

	Copy of Receipt Register

(Registers/Receipt/A-Z)

	 FORMCHECKBOX 

	Copy of Journal Entry Register

(Registers/Journal Entry/A-Z)

	 FORMCHECKBOX 

	Copy of Ticket Inventory Ledger
(Only those active during the month)


Comments or additional information:
	     

	     

	     

	     


MIS 3508


Revised 12/23








