
DISCREPANCY CHECKLIST  

 
This checklist is designed to assist staff in identifying common issues which may appear to 
create a discrepancy. Please consider whether any apparent discrepancies are a result of the 
below prior to any discrepancy approval being processed. 
 
Identify the amount of the discrepancy and check the following:  

  a receipt to be cancelled, has not been approved by the SAM 

 the additions on the tally sheet are correct 

 there are no duplicate receipts 

 the receipts been processed for the correct amount ie no figures are transposed ( 0.10 
instead of 10.00 or 5.90 instead of 9.50) 

 all cash been receipted 

 a common amount being receipted on that day being duplicated or omitted. 
 

In addition −  if you use POP or EFTPOS you must check: 

 the total of the POP/EFTPOS banking batch exactly match the settlement reports 
(CAF/settlement slip) 

 if any declined transactions were receipted 

 if a cancellation/refund was processed in POP or EFTPOS and not processed in ebs 

 if a cancellation/refund has been processed in ebs and not processed in POP/EFTPOS 

 if the cardholder has lodged a disputed transaction which the bank has upheld. 
 
Once you have fully investigated the variance and are not able to rectify it, you may complete a 
request to the Director Schools to write off the discrepancy. The Approval to write off must be 
completed by the operator and signed by the school principal prior to sending to the Director 
Schools for approval. A journal may be processed to correct the discrepancy once signed 
approval is received from the Director Schools. This signed approval must be uploaded into the 
journal as part of the supporting documentation. 
 
NOTE: under no circumstances are discrepancies to be processed without preapproval from the 
Director Schools. 
 
BEST PRACTICE: All loss or potential theft must be reported to the Police and police report 
incident number recorded irrespective of an insurance claim being lodged.  
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