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5.24 : Cash Handling policy and procedures
Rationale
Iqra English School aims at organised, transparent and clear cash handling procedures. Cash
transactions are considered a very sensitive matter; therefore the school has placed a very clear and
concise cash handling policy in place to safeguard the cash received and to protect the staff involved
in cash collection.
Procedures:
Following cash handling procedures will be followed by all staff:
A) Documentation of Cash Received:
All funds collected must be documented, receipt of acknowledgment must be issued and cash
should be safeguarded. The method may vary according to what best works for each activity. The
following procedures may be used to document funds so they may be traced back to their sources:
1. Disclosure of funds received through school activities:
In case the school staff collects any cash related to school activities such as money for costumes,
photographs, outsourced after school activities etc. following procedures will be followed:
a. Class teacher will collect any such money only after approval from the principal. Letter to the
parent should be sent through homework diary. Parents should be advised to send the exact
amount.
b. The teacher-in-charge who receives the money must fill up the prescribed form used for cash
collection. The purpose of the cash collection must be clearly stated. The students from year 3
to year 6 should be asked to sign against receipt of money by the class teacher. The teacher will
write acknowledgement note in the homework diaries for year 1 and 2 students.
c. Staff is responsible for keeping the collected money safe until submitting it to the accountant.
Any cash collected by the staff should be handed over to the accountant on the same day and
must not be held in the classroom. The accountant should be informed of the total amount and
its breakdown if any.
d.
e.

The accountant must give acknowledgment of receipt of money to the class teachers against the
money deposited by them.
No refunds will be made on any such amount collected by the teacher.

The cash collected must reconcile with the above documentation. The finance manager will verify
that the documentation reconciles with the funds submitted and will prepare the cash for deposit.
Any difference/discrepancy should be noted on the documentation and the collector must be
notified of the correction.
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2.Ticket Sales/ Trip Money Receipts:
a. Sales of ticket for activities such as International Day, Fun Day or other specific events should
be accounted for with pre-numbered tickets.
b. The cash is counted in front of the student or parent or any person turning in the cash.
c. Parents are advised to send exact amount with the students to avoid returning change and issues
thereon.
d. The date of the event, beginning and ending number of tickets, number of tickets sold and
ticket price will be documented.
e. In case of ticket sale before the event, only one booklet will be sold to each student at one time.
In lieu of issuing pre-numbered receipts to each student, a class list may be developed. When a
payment is made, the collector will record or tick the student’s name, date paid, amount paid
and purpose of payment .The list should have a column for students’ signature (applicable on
students from Year 3 to Year 6). The list should be totaled and signed by the class teacher.
f. In case of field trip, the person in charge should inform the accountant at least one day in
advance to prepare cash collection form.
g. With regards to trip money, same procedure of cash collection and documentation will be
followed.
h. Staff is responsible for keeping the collected money safe until submitting it to the accountant.
Any cash collected by the staff should be handed over to the accountant on the same day and
must not be held in the classroom.
i. The accountant must give acknowledgment of receipt of money to the class teachers against the
money deposited by them.
j. Each student will be allowed to buy only one ticket booklet at a time.
k. No refunds will be made on ticket sale or trip money.
The cash collected must reconcile with the above documentation. The finance manager will verify
that the documentation reconciles with the funds submitted and will prepare the cash for deposit.
Any difference/discrepancy should be noted on the documentation and the collector must be
notified of the correction.
3. Prize money:
In terms of prizes, TRANSPARENCY should be practiced.
If school team won any monetary prizes, this belongs to the school to cover the expenses incurred
like transportation, sports accessories and arranging the sports activity.
All monetary and non-monetary prizes should be declared properly (please see Form “Financial
Disclosure of Activity Income”).
B) Expenditures:
a. Finance manager will allocate yearly budget for each Iqra school.
b. All expenditures in relation to the school activities must be prior approved by the Principal as per
budget.
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c. An approved purchase order and a cash voucher MUST be in place prior to any expenditure
made.
d. Resource Coordinator is in-charge of buying the materials. If any staff/teacher would need to
buy the item herself, a prior approved or signed purchase request and cash vouchers attaching the
official receipt must be presented.

C) Soliciting Policy
This is strictly prohibited.
D) Bribes, Tutoring and Dishonest Practice
u. Bribes are strictly prohibited in any terms (money, services or any other benefits inside and
outside the organization) and considered as dismissible offense.
v. Receiving any kind of gift except flowers/chocolates is not allowed from the students/parents.
w. Tutoring students from Iqra English Schools (Boys, Girls and Preschool), is prohibited.
x. Sharing any internal information, examination paper or any other school documents which are
considered as legal property of the school; exchanging these properties for monetary or other
benefits are strictly prohibited.
y. Requesting any resources from the school for personal use of staff is not allowed.
z. Buying or ordering food through the drivers or secretaries is not allowed to the staff.
Evaluation
This policy will be reviewed annually.
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 :5.24ﺳﻴﺎﺳﺔ ﺇﺟﺮﺍءﺍﺕ ﺍﻟﺘﻌﺎﻣﻞ ﻣﻊ ﺍﻟﻨﻘﺪ
ﺍﻷﺳﺒﺎﺏ:
ﺗﻬﺪﻑ ﻣﺪﺭﺳﺔ ﺍﻗﺮﺃ ﺍﻹﻧﺠﻠﻴﺰﻳﺔ ﺇﻟﻰ ﺇﺟﺮﺍءﺍﺕ ﺗﻨﻈﻴﻤﻴﺔ ﺷﻔﺎﻓﺔ ﻭﻭﺍﺿﺤﺔ ﻟﻠﺘﻌﺎﻣﻞ ﻣﻊ ﺍﻟﻨﻘﺪ ﻭ ﺗﻌﺘﺒﺮ ﺍﻟﻤﻌﺎﻣﻼﺕ ﺍﻟﻨﻘﺪﻳﺔ ﻣﺴﺄﻟﺔ ﺣﺴﺎﺳﺔ
ﻟﻠﻐﺎﻳﺔ .ﻟﺬﻟﻚ ﻭﺿﻌﺖ ﺍﻟﻤﺪﺭﺳﺔ ﺳﻴﺎﺳﺔ ﺗﻌﺎﻣﻞ ﻧﻘﺪﻳﺔ ﻭﺍﺿﺤﺔ ﻭﻣﻮﺟﺰﺓ ﻓﻲ ﻣﻜﺎﻧﻬﺎ ﺍﻟﺼﺤﻴﺢ ﻟﻠﺤﻔﺎﻅ ﻋﻠﻰ ﺍﻟﻨﻘﺪ ﺍﻟﻤﺴﺘﻠﻢ ﻭﺣﻤﺎﻳﺔ
ﺍﻟﻤﻮﻅﻔﻴﻦ ﺍﻟﻤﺸﺘﺮﻛﻴﻦ ﻓﻲ ﺟﻤﻊ ﺍﻟﻨﻘﺪ.
ﺍﻹﺟﺮﺍءﺍﺕ:
ﻋﻠﻰ ﺟﻤﻴﻊ ﺍﻟﻤﻮﻅﻔﻴﻦ ﺍﺗﺒﺎﻉ ﺇﺟﺮﺍءﺍﺕ ﺍﻟﺘﻌﺎﻣﻞ ﺍﻟﻨﻘﺪﻱ:
ﺃ( ﻭﺛﺎﺋﻖ ﺍﺳﺘﻼﻡ ﺍﻟﻨﻘﺪﻳﺔ
ﻳﺠﺐ ﺗﻮﺛﻴﻖ ﺟﻤﻴﻊ ﺍﻷﻣﻮﺍﻝ ﺍﻟﺘﻲ ﺗﻢ ﺟﻤﻌﻬﺎ ﻭﺇﺻﺪﺍﺭﻫﺎ ﻭﺻﻴﺎﻧﺘﻬﺎ .ﻗﺪ ﺗﺨﺘﻠﻒ ﺍﻟﻄﺮﻳﻘﺔ ﻭﻓﻘًﺎ ﻟﻤﺎ ﻳﻌﻤﻞ ﺑﺸﻜﻞ ﺃﻓﻀﻞ ﻟﻜﻞ ﻧﺸﺎﻁ .ﻳﻤﻜﻦ
ﺍﺳﺘﺨﺪﺍﻡ ﺍﻹﺟﺮﺍءﺍﺕ ﺍﻟﺘﺎﻟﻴﺔ ﻟﺘﻮﺛﻴﻖ ﺍﻷﻣﻮﺍﻝ ﺑﺤﻴﺚ ﻳﻤﻜﻦ ﺇﺭﺟﺎﻋﻬﺎ ﺇﻟﻰ ﻣﺼﺎﺩﺭﻫﺎ.
 -1ﻧﺸﺎﻁ ﺍﻟﻤﺪﺭﺳﺔ
-1
-2

-3

-4
-5

ﺳﻴﻘﻮﻡ ﻣﻌﻠﻢ ﺍﻟﺼﻒ ﺑﺠﻤﻊ ﺃﻱ ﻣﻦ ﺍﻟﻤﺒﺎﻟﻎ ﺍﻟﻤﺎﻟﻴﺔ ﻓﻘﻂ ﺑﻌﺪ ﻣﻮﺍﻓﻘﺔ ﻣﺪﻳﺮﺓ ﺍﻟﻤﺪﺭﺳﺔ ﻭ ﻳﺠﺐ ﺇﺭﺳﺎﻝ ﺭﺳﺎﻟﺔ ﺇﻟﻰ ﺃﻭﻟﻴﺎء
ﺍﻷﻣﻮﺭ ﻣﻦ ﺧﻼﻝ ﻣﺬﻛﺮﺍﺕ ﺍﻟﻮﺍﺟﺐ ﺍﻟﻤﻨﺰﻟﻲ .ﻳﺠﺐ ﺃﻥ ﻳﻨﺼﺢ ﺍﻵﺑﺎء ﺑﺈﺭﺳﺎﻝ ﺍﻟﻤﺒﻠﻎ ﺍﻟﻤﺤﺪﺩ ﻓﻘﻂ ﺩﻭﻥ ﺯﻳﺎﺩﺓ.
ﻳﺠﺐ ﻋﻠﻰ ﺍﻟﻤﻌﻠﻢ ﺍﻟﻤﺴﺆﻭﻝ ﺍﻟﺬﻱ ﻳﺘﺴﻠﻢ ﺍﻷﻣﻮﺍﻝ ﻣﻞء ﺍﻟﻨﻤﻮﺫﺝ ﻭ ﻳﺠﺐ ﺇﺑﻼﻍ ﺍﻟﻤﺤﺎﺳﺐ ﺑﺎﻟﻤﺒﻠﻎ ﺍﻹﺟﻤﺎﻟﻲ ﻭﺗﻔﺎﺻﻴﻠﻪ ﺇﻥ
ﻭﺟﺪﺕ .ﻭﻳﺴﻤﺢ ﻟﻄﻼﺏ ﺍﻟﺼﻒ ﺍﻟﺜﺎﻟﺚ ﺍﻟﻰ ﺍﻟﺴﺎﺩﺱ ﺍﻟﺘﻮﻗﻴﻊ ﻟﺘﺄﻛﻴﺪ ﺗﺴﻠﻴﻢ ﺍﻟﻤﺒﻠﻎ ﺇﻟﻰ ﺍﻟﻤﻌﻠﻤﺔ ﺃﻣﺎ ﻁﻼﺏ ﺍﻟﺼﻒ ﺍﻷﻭﻝ
ﻭﺍﻟﺜﺎﻧﻲ ﺳﻴﺘﻢ ﺗﺴﻠﻴﻤﻬﻢ ﺇﻳﺼﺎﻝ ﺇﺳﺘﻼﻡ ﻭﻳﺘﻢ ﻭﺿﻌﻪ ﻓﻲ ﺩﻓﺘﺮ ﺍﻟﻤﺬﻛﺮﺍﺕ ﺍﻟﻴﻮﻣﻴﺔ.
ﻳﺠﺐ ﻋﻠﻰ ﺍﻟﻤﻌﻠﻢ ﺍﻟﻤﺴﺆﻭﻝ ﺍﻟﺬﻱ ﻳﺘﺴﻠﻢ ﺍﻷﻣﻮﺍﻝ ﺍﻟﺘﺄﻛﺪ ﻣﻦ ﺣﻔﻆ ﺍﻟﻤﺒﻠﻎ ﺑﺸﻜﻞ ﺁﻣﻦ ﺣﺘﻰ ﻳﺘﻢ ﺗﺴﻠﻴﻤﻪ ﺍﻟﻰ ﺍﻟﻤﺤﺎﺳﺒﺔ ﻓﻲ ﻧﻔﺲ
ﺍﻟﻴﻮﻡ ﺣﻴﺚ ﻻ ﻳﺠﺐ ﻭﺿﻊ ﺃﻱ ﻣﺒﺎﻟﻎ ﻣﺎﻟﻴﺔ ﻓﻲ ﺍﻟﺼﻔﻮﻑ ﺍﻟﺪﺭﺍﺳﻴﺔ ﻭﻳُﻄﻠﺐ ﻣﻦ ﺍﻟﻤﻮﻅﻔﻴﻦ ﺗﻘﺪﻳﻢ ﺑﻴﺎﻥ ﺍﻹﻓﺼﺎﺡ ﺍﻟﻤﺎﻟﻲ
ﻟﻺﺑﻼﻍ ﻋﻦ ﺃﻱ ﻣﺒﻠﻎ ﻳﺘﻠﻘﻮﻧﻪ ﺧﺎﺹ ﺑﺄﻱ ﻧﺸﺎﻁ.
ﻋﻨﺪ ﺗﺴﻠﻴﻢ ﺍﻟﻤﺎﻝ ﻟﻠﻤﺤﺎﺳﺒﻪ ﻳﺠﺐ ﻋﻠﻴﻬﺎ ﺇﺻﺪﺍﺭ ﺇﻳﺼﺎﻝ ﺇﺳﺘﻼﻡ ﻟﻠﻤﻌﻠﻢ/ﺍﻟﻤﻌﻠﻤﻪ.
ﺇﺳﺘﺮﺟﺎﻉ ﺍﻟﻤﺒﺎﻟﻎ ﺍﻟﻤﺎﻟﻴﺔ ﻣﻤﻨﻮﻉ ﻭﻻ ﻳﺘﻢ ﺇﺭﺟﺎﻋﻬﺎ ﻟﻠﻄﻼﺏ ﺗﺤﺖ ﺃﻱ ﻅﺮﻭﻑ.

ﻳﺠﺐ ﺃﻥ ﺗﺘﻮﺍﻓﻖ ﺍﻟﻤﺒﺎﻟﻎ ﺍﻟﻨﻘﺪﻳﺔ ﺍﻟﺘﻲ ﺗﻢ ﺟﻤﻌﻬﺎ ﻣﻊ ﺍﻟﻮﺛﺎﺋﻖ ﺍﻟﻤﺬﻛﻮﺭﺓ ﺃﻋﻼﻩ .ﻭﻳﺘﺤﻘﻖ ﺍﻟﻤﺪﻳﺮ ﺍﻟﻤﺎﻟﻲ ﻣﻦ ﺃﻥ ﺍﻟﻤﺴﺘﻨﺪﺍﺕ ﺗﺘﻮﺍﻓﻖ ﻣﻊ
ﺍﻷﻣﻮﺍﻝ ﺍﻟﻤﻘﺪﻣﺔ ﻭﺳﻮﻑ ﻳﻘﻮﻡ ﺑﺈﻋﺪﺍﺩ ﺍﻟﻨﻘﺪ ﻟﻺﻳﺪﺍﻉ ﺑﻌﺪ ﺫﻟﻚ .ﻳﺠﺐ ﻣﻼﺣﻈﺔ ﺃﻱ ﻓﺮﻕ  /ﺗﺒﺎﻳﻦ ﻓﻲ ﺍﻟﻮﺛﺎﺋﻖ ﻭﻳﺠﺐ ﺇﺧﻄﺎﺭ ﺍﻟﺸﺨﺺ
ﺍﻟﻤﺴﺆﻭﻝ ﺑﺘﺼﺤﻴﺢ ﺍﻟﺨﻄﺄ.

 -2ﻗﺴﺎﺋﻢ ﺗﺬﺍﻛﺮ ﺍﻟﻤﺒﻴﻌﺎﺕ:
-1
-2
-3
-4
-5

ﻳﺠﺐ ﺃﻥ ﻳﺘﻢ ﺍﺣﺘﺴﺎﺏ ﻣﺒﻴﻌﺎﺕ ﺍﻟﺘﺬﺍﻛﺮ ﻷﻧﺸﻄﺔ ﻣﺜﻞ ﺍﻟﻴﻮﻡ ﺍﻟﺪﻭﻟﻲ ﺃﻭ ﻳﻮﻡ ﺍﻟﻤﺮﺡ ﺃﻭ ﺃﺣﺪﺍﺙ ﺃﺧﺮﻯ ﻣﺤﺪﺩﺓ ﺑﺎﺳﺘﺨﺪﺍﻡ ﺗﺬﺍﻛﺮ
ﻣﺮﻗﻤﺔ ﻣﺴﺒﻘًﺎ.
ﻳﺘﻢ ﺍﺣﺘﺴﺎﺏ ﺍﻟﻤﺒﺎﻟﻎ ﺍﻟﻨﻘﺪﻳﺔ ﺃﻣﺎﻡ ﺍﻟﻄﺎﻟﺐ ﺃﻭ ﺍﻟﻮﺍﻟﺪ ﺃﻭ ﺃﻱ ﺷﺨﺺ ﻳﺴﺘﺨﺪﻣﻬﺎ.
ﻧﻨﺼﺢ ﺍﻭﻟﻴﺎء ﺍﻷﻣﻮﺭ ﺑﺈﺭﺳﺎﻝ ﺍﻟﻤﺒﺎﻟﻎ ﺍﻟﻤﺎﻟﻴﺔ ﺍﻟﻤﺤﺪﺩﺓ ﻟﺘﺠﻨﺐ ﻣﺸﺎﻛﻞ ﺍﻟﻨﻘﺪ ﻭﺍﻟﺼﺮﻑ.
ﺳﻴﺘﻢ ﺗﻮﺛﻴﻖ ﺗﺎﺭﻳﺦ ﺍﻟﺤﺪﺙ  ،ﻭﻋﺪﺩ ﺍﻟﺘﺬﺍﻛﺮ ﺍﻟﻤﺒﺎﻋﺔ ﻭﺳﻌﺮ ﺍﻟﺘﺬﻛﺮﺓ.
ﻓﻲ ﺣﺎﻟﺔ ﺇﺻﺪﺍﺭ ﺇﻳﺼﺎﻻﺕ ﻣﺴﺒﻘﺔ ﺍﻷﺭﻗﺎﻡ ﻳﺴﻤﺢ ﻟﻜﻞ ﻁﺎﻟﺐ ﺷﺮﺍء ﻛﺘﻴﺐ ﺗﺬﺍﻛﺮ ﻭﺍﺣﺪ ﻭ ﻳﺘﻢ ﻁﺒﺎﻋﺔ ﻗﺎﺋﻤﺔ ﺍﻟﺼﻒ ﻋﻨﺪ
ﺇﺟﺮﺍء ﻋﻤﻠﻴﺔ ﺩﻓﻊ  ،ﺣﻴﺚ ﻳﻘﻮﻡ ﺍﻟﻤﺴﺆﻭﻝ ﺑﺘﺠﻤﻴﻊ ﺍﻟﻤﺒﻠﻎ ﻭﺗﺴﺠﻴﻞ ﺃﻭ ﺗﺤﺪﻳﺪ ﺍﺳﻢ ﺍﻟﻄﺎﻟﺐ ﻭﺗﺎﺭﻳﺦ ﺩﻓﻌﻪ ﻭﺍﻟﻤﺒﻠﻎ ﺍﻟﻤﺪﻓﻮﻉ
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ﻭﺍﻟﻐﺮﺽ ﻣﻨﻪ )ﻣﺜﻞ :ﺭﺣﻠﺔ ﻣﻴﺪﺍﻧﻴﺔ  -ﺍﻻﺳﻢ  ،ﺍﻟﻤﻮﻗﻊ  ،ﺍﻟﺘﺎﺭﻳﺦ  ،ﺍﻟﻤﺒﻠﻎ  ،ﺍﻟﻘﻤﻴﺺ  -ﺍﻟﺤﺠﻢ  ،ﺍﻻﺳﻢ  ،ﺍﻟﻤﺒﻠﻎ ﺍﻟﻤﺪﻓﻮﻉ ،
ﺇﻟﺦ .(.ﻭﺗﻮﻗﻴﻌﻬﺎ ﻣﻦ ﻗﺒﻞ ﺍﻟﻤﺴﺆﻭﻝ ﻋﻦ ﻋﻤﻠﻴﺔ ﺍﻟﺠﻤﻊ ﺍﻟﻨﻘﺪﻱ.
 -6ﻓﻲ ﺣﺎﻟﺔ ﺍﻟﺮﺣﻠﺔ ﺍﻟﻤﻴﺪﺍﻧﻴﺔ ﻳﺠﺐ ﻋﻠﻰ ﺍﻟﺸﺨﺺ ﺍﻟﻤﺴﺆﻭﻝ ﺃﻥ ﻳﺒﻠﻎ ﺍﻟﻤﺤﺎﺳﺐ ﻳﻮﻡ ﻭﺍﺣﺪ ﻋﻠﻰ ﺍﻷﻗﻞ ﻗﺒﻞ ﻣﻮﻋﺪﻫﺎ ﺣﺘﻰ
ﻳﺘﻤﻜﻦ ﺍﻟﻤﺤﺎﺳﺐ ﻣﻦ ﺇﻋﺪﺍﺩ ﻧﻤﻮﺫﺝ ﺧﺎﺹ ﻟﺘﺤﺼﻴﻞ ﺍﻷﻣﻮﺍﻝ.
 -7ﻓﻴﻤﺎ ﻳﺘﻌﻠﻖ ﺑﺄﻣﻮﺍﻝ ﺍﻟﺮﺣﻠﺔ  ،ﺳﻴﺘﻢ ﺍﺗﺒﺎﻉ ﻧﻔﺲ ﺇﺟﺮﺍءﺍﺕ ﺗﺤﺼﻴﻞ ﺍﻷﻣﻮﺍﻝ ﻭﺍﻟﻮﺛﺎﺋﻖ.
 -8ﻳﺘﺤﻤﻞ ﺍﻟﻤﻮﻅﻔﻮﻥ ﻣﺴﺆﻭﻟﻴﺔ ﺍﻟﺤﻔﺎﻅ ﻋﻠﻰ ﺍﻷﻣﻮﺍﻝ ﺍﻟﺘﻲ ﺗﻢ ﺟﻤﻌﻬﺎ ﺁﻣﻨﺔ ﺣﺘﻰ ﺗﻘﺪﻳﻤﻬﺎ ﺇﻟﻰ ﺍﻟﻤﺤﺎﺳﺐ ﻭ ﻳﺠﺐ ﺗﺴﻠﻴﻢ ﺃﻱ ﻣﺒﺎﻟﻎ
ﻧﻘﺪﻳﺔ ﻳﺘﻢ ﺟﻤﻌﻬﺎ ﻣﻦ ﻗﺒﻞ ﺍﻟﻤﻮﻅﻔﻴﻦ ﺇﻟﻰ ﺍﻟﻤﺤﺎﺳﺐ ﻓﻲ ﻧﻔﺲ ﺍﻟﻴﻮﻡ ﻛﻤﺎ ﻳﺠﺐ ﻋﺪﻡ ﺍﻻﺣﺘﻔﺎﻅ ﺑﻬﺎ ﻓﻲ ﺍﻟﺼﻒ ﺍﻟﺪﺭﺍﺳﻲ.
 -9ﻳﺠﺐ ﻋﻠﻰ ﺍﻟﻤﺤﺎﺳﺐ ﺇﻋﻄﺎء ﺇﻗﺮﺍﺭ ﺃﻭ ﺇﻳﺼﺎﻝ ﺑﺎﺳﺘﻼﻡ ﺍﻷﻣﻮﺍﻝ ﻟﻤﻌﻠﻤﻲ ﺍﻟﺼﻒ ﻣﻘﺎﺑﻞ ﺍﻷﻣﻮﺍﻝ ﺍﻟﻤﺴﺘﻠﻤﻪ ﻣﻦ ﻗﺒﻠﻬﻢ.
 -10ﺳﻴﺘﻢ ﺍﻟﺴﻤﺎﺡ ﻟﻜﻞ ﻁﺎﻟﺐ ﺑﺸﺮﺍء ﻛﺘﻴﺐ ﺗﺬﺍﻛﺮ ﻭﺍﺣﺪ ﻓﻘﻂ ﻓﻲ ﻛﻞ ﻣﺮﺓ.
 -11ﻟﻦ ﻳﺘﻢ ﺍﺳﺘﺮﺩﺍﺩ ﺃﻱ ﻣﺒﺎﻟﻎ ﻣﻘﺎﺑﻞ ﺑﻴﻊ ﺍﻟﺘﺬﺍﻛﺮ ﺃﻭ ﺃﻣﻮﺍﻝ ﺍﻟﺮﺣﻠﺔ.
ﻳﺠﺐ ﺃﻥ ﺗﺘﻮﺍﻓﻖ ﺍﻟﻤﺒﺎﻟﻎ ﺍﻟﻨﻘﺪﻳﺔ ﺍﻟﺘﻲ ﺗﻢ ﺟﻤﻌﻬﺎ ﻣﻊ ﺍﻟﻮﺛﺎﺋﻖ ﺍﻟﻤﺬﻛﻮﺭﺓ ﺃﻋﻼﻩ .ﻭﻳﺘﺤﻘﻖ ﺍﻟﻤﺪﻳﺮ ﺍﻟﻤﺎﻟﻲ ﻣﻦ ﺃﻥ ﺍﻟﻤﺴﺘﻨﺪﺍﺕ ﺗﺘﻮﺍﻓﻖ ﻣﻊ
ﺍﻷﻣﻮﺍﻝ ﺍﻟﻤﻘﺪﻣﺔ ﻭﺳﻮﻑ ﻳﻘﻮﻡ ﺑﺈﻋﺪﺍﺩ ﺍﻟﻨﻘﺪ ﻟﻺﻳﺪﺍﻉ ﺑﻌﺪ ﺫﻟﻚ .ﻳﺠﺐ ﻣﻼﺣﻈﺔ ﺃﻱ ﻓﺮﻕ  /ﺗﺒﺎﻳﻦ ﻓﻲ ﺍﻟﻮﺛﺎﺋﻖ ﻭﻳﺠﺐ ﺇﺧﻄﺎﺭ ﺍﻟﺸﺨﺺ
ﺍﻟﻤﺴﺌﻮﻝ ﺑﺘﺼﺤﻴﺢ ﺍﻟﺨﻄﺄ.

 (3ﺳﻴﺎﺳﺔ ﺍﻟﻔﻮﺯ /ﺟﺎﺋﺰﺓ
ﺇﺳﺘﻼﻡ ﺍﻟﺠﻮﺍﺋﺰ ﻳﻨﺒﻐﻲ ﺃﻥ ﻳﺘﻢ ﺑﻜﻞ ﺷﻔﺎﻓﻴﺔ.
ﺇﺫﺍ ﻓﺎﺯ ﻓﺮﻳﻖ ﺍﻟﻤﺪﺭﺳﺔ ﺑﺄﻱ ﺟﻮﺍﺋﺰ ﻧﻘﺪﻳﺔ  ،ﺍﻟﺠﺎﺋﺰﺓ ﺗﻌﻮﺩ ﺇﻟﻰ ﺍﻟﻤﺪﺭﺳﺔ ﻟﺘﻐﻄﻴﺔ ﺍﻟﻨﻔﻘﺎﺕ ﺍﻟﻤﺘﻜﺒﺪﺓ ﻣﺜﻞ ﺍﻟﻨﻘﻞ ﻭﺍﻹﻛﺴﺴﻮﺍﺭﺍﺕ ﺍﻟﺮﻳﺎﺿﻴﺔ
ﻭﺗﺮﺗﻴﺐ ﺍﻟﻨﺸﺎﻁ ﺍﻟﺮﻳﺎﺿﻲ.
ﻳﺠﺐ ﺍﻹﻋﻼﻥ ﻋﻦ ﺟﻤﻴﻊ ﺍﻟﺠﻮﺍﺋﺰ ﺍﻟﻨﻘﺪﻳﺔ ﻭﻏﻴﺮ ﺍﻟﻨﻘﺪﻳﺔ ﺑﺸﻜﻞ ﺻﺤﻴﺢ )ﻳﺮﺟﻰ ﺍﻻﻁﻼﻉ ﻋﻠﻰ ﻧﻤﻮﺫﺝ "ﺍﻹﻓﺼﺎﺡ ﺍﻟﻤﺎﻟﻲ ﻋﻦ ﺩﺧﻞ
ﺍﻷﻧﺸﻄﺔ"(.
ﺏ( ﺍﻟﻨﻔﻘﺎﺕ :
ﺳﻴﻘﻮﻡ ﺍﻟﻤﺪﻳﺮ ﺍﻟﻤﺎﻟﻲ ﺑﺘﺨﺼﻴﺺ ﻣﻴﺰﺍﻧﻴﺔ ﺳﻨﻮﻳﺔ ﻟﻜﻞ ﻣﺪﺭﺳﺔ.
ﺏ .ﻳﺠﺐ ﺃﻥ ﺗﺘﻢ ﺍﻟﻤﻮﺍﻓﻘﺔ ﺍﻟﻤﺴﺒﻘﺔ ﻋﻠﻰ ﺟﻤﻴﻊ ﺍﻟﻨﻔﻘﺎﺕ ﺍﻟﻤﺘﻌﻠﻘﺔ ﺑﺎﻷﻧﺸﻄﺔ ﺍﻟﻤﺪﺭﺳﻴﺔ ﻣﻦ ﻗﺒﻞ ﺍﻟﻤﺪﻳﺮ ﻭﻓﻘًﺎ ﻟﻠﻤﻴﺰﺍﻧﻴﺔ.
ﺝ .ﻳﺠﺐ ﺃﻥ ﻳﻜﻮﻥ ﻫﻨﺎﻙ ﺃﻣﺮ ﺷﺮﺍء ﻣﻌﺘﻤﺪ ﻭﻗﺴﻴﻤﺔ ﻧﻘﺪﻳﺔ ﻗﺒﻞ ﺃﻱ ﻧﻔﻘﺎﺕ ﻳﺘﻢ ﺇﺟﺮﺍﺅﻫﺎ.
ﺩ .ﻣﻨﺴﻖ ﺍﻟﻤﻮﺍﺭﺩ ﻫﻮ ﺍﻟﻤﺴﺆﻭﻝ ﻋﻦ ﺷﺮﺍء ﺍﻟﻤﻮﺍﺩ .ﺇﺫﺍ ﺍﺣﺘﺎﺝ ﺃﻱ ﻣﻮﻅﻒ  /ﻣﺪﺭﺱ ﺇﻟﻰ ﺷﺮﺍء ﺍﻟﻌﻨﺼﺮ ﺑﻨﻔﺴﻪ  ،ﻓﻴﺠﺐ ﺗﻘﺪﻳﻢ ﻁﻠﺐ
ﺷﺮﺍء ﻣﻌﺘﻤﺪ ﻭ ﻣﻮﻗﱠﻊ ﻭﻗﺴﺎﺋﻢ ﻧﻘﺪﻳﺔ ﻣﺮﻓﻘﺔ ﺑﺎﻹﻳﺼﺎﻝ ﺍﻟﺮﺳﻤﻲ.

ﺕ( ﺳﻴﺎﺳﺔ ﺍﻻﻟﺘﻤﺎﺱ  /ﺍﻟﺘﻮﺳﻞ
ﻳﻤﻨﻊ ﻣﻨﻌﺎ ﺑﺎﺗﺎ.

ﺙ( ﺍﻟﺮﺷﻮﺓ ﻭﺍﻟﺪﺭﻭﺱ ﺍﻟﺨﺼﻮﺻﻴﺔ ﻭﺍﻟﻤﻤﺎﺭﺳﺎﺕ ﻏﻴﺮ ﺍﻷﺧﻼﻗﻴﺔ:
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ﺃ.
ﺏ.
ﺕ.
ﺙ.
ﺝ.
ﺡ.

ﻣﺤﻈﻮﺭ ﺗﻤﺎﻣﺎ ﻓﺮﺽ ﺃﻱ ﺭﺷﺎﻭﻯ ﺑﺄﻳﺔ ﺷﺮﻭﻁ )ﺍﻷﻣﻮﺍﻝ ﺃﻭ ﺍﻟﺨﺪﻣﺎﺕ ﺃﻭ ﺃﻱ ﻣﺰﺍﻳﺎ ﺃﺧﺮﻯ ﺩﺍﺧﻞ ﺍﻟﻤﺪﺭﺳﺔ ﻭﺧﺎﺭﺟﻬﺎ(
ﻭﺗﻌﺘﺒﺮ ﺟﺮﻳﻤﺔ ﺗﺆﺩﻱ ﻟﻠﻔﺼﻞ.
ﻻ ﻳﺴﻤﺢ ﺑﺎﺳﺘﻘﺒﺎﻝ ﺃﻱ ﻧﻮﻉ ﻣﻦ ﺍﻟﻬﺪﺍﻳﺎ ﺑﺎﺳﺘﺜﻨﺎء ﺍﻟﺰﻫﻮﺭ ﺃﻭ ﺍﻟﺸﻮﻛﻮﻻ ﻣﻦ ﺍﻟﻄﻼﺏ  /ﺃﻭﻟﻴﺎء ﺍﻷﻣﻮﺭ.
ﻳﺤﻈﺮ ﺍﻟﺘﺪﺭﻳﺲ ﺑﺸﻜﻞ ﺧﺼﻮﺻﻲ ﻟﻄﻼﺏ ﻣﺪﺍﺭﺱ ﺍﻗﺮﺃ ﺍﻹﻧﺠﻠﻴﺰﻳﺔ )ﺍﻷﻭﻻﺩ ﻭﺍﻟﺒﻨﺎﺕ ﻭﻣﺮﺣﻠﺔ ﻣﺎ ﻗﺒﻞ ﺍﻟﻤﺪﺭﺳﺔ(.
ﻳُﺤﻈﺮ ﻣﺸﺎﺭﻛﺔ ﺃﻱ ﻣﻌﻠﻮﻣﺎﺕ ﺩﺍﺧﻠﻴﺔ ﺃﻭ ﺃﻭﺭﺍﻕ ﺍﻣﺘﺤﺎﻧﺎﺕ ﺃﻭ ﺃﻱ ﻭﺛﺎﺋﻖ ﻣﺪﺭﺳﻴﺔ ﺃﺧﺮﻯ ﻭﺍﻟﺘﻲ ﺗﻌﺘﺒﺮ ﻣﻠﻜﻴﺔ ﻗﺎﻧﻮﻧﻴﺔ
ﻟﻠﻤﺪﺭﺳﺔ ﻭ ﻳُﺤﻈﺮ ﺗﻤﺎ ًﻣﺎ ﺗﺒﺎﺩﻝ ﻫﺬﻩ ﺍﻟﻤﻤﺘﻠﻜﺎﺕ ﻣﻘﺎﺑﻞ ﻣﻨﺎﻓﻊ ﻧﻘﺪﻳﺔ ﺃﻭ ﻏﻴﺮﻫﺎ.
ﻻ ﻳُﺴﻤﺢ ﻟﻠﻤﻮﻅﻔﻴﻦ ﺑﻄﻠﺐ ﺃﻱ ﻣﻮﺍﺭﺩ ﻣﻦ ﺍﻟﻤﺪﺭﺳﺔ ﻟﻼﺳﺘﺨﺪﺍﻡ ﺍﻟﺸﺨﺼﻲ.
ﻻ ﻳﺴﻤﺢ ﻟﻠﻤﻮﻅﻔﻴﻦ ﺑﺸﺮﺍء ﺃﻭ ﻁﻠﺐ ﺍﻟﻄﻌﺎﻡ ﻣﻦ ﺧﻼﻝ ﺍﻟﺴﺎﺋﻘﻴﻦ ﺃﻭ ﺍﻟﺴﻜﺮﺗﺎﺭﻳﺔ.

ﺍﻟﺘﻘﻴﻴﻢ:
ﺳﺘﺘﻢ ﻣﺮﺍﺟﻌﺔ ﻫﺬﻩ ﺍﻟﺴﻴﺎﺳﺔ ﺳﻨﻮﻳًﺎ.

