PROCEDURE FOR DEPOSIT & DISBURSEMENTS - STUDENT ACTIVITY FUNDS

DEPOSITS:

1 – Fill out the deposit slip completely, including Club Account Number, Name and Source of Income Activity for Reference

2 – All checks must be endorsed. (Endorsement stamp is maintained by Building Secretary).  

The Club Number must be noted on Check, preferably the memo section.   

If you have more than ten checks, you may list “Total” on deposit slip and include adding machine tape that lists checks and total.

3 – Two staff members must count each deposit and initial their agreement with the accuracy of the cash on the deposit slip.

4 – The deposit is then presented to the Building Secretary, who will provide a pre-numbered, sealable bank bag.  Sign the sealed deposit over to the Secretary in the Cash Receipts Log. 

5 – After the Bank has received the deposit, you will receive a pink copy of the deposit slip back in the school mail.  Report any unresolved discrepancies to the Business Office.

6 – Record deposit amount on your ledger sheet.

DISBURSEMENTS:

ALL PURCHASES CHARGED TO THE PUBLIC SCHOOLS OF PETOSKEY MUST HAVE A PURCHASE ORDER.

1 -  Fill out and print a PURCHASE ORDER form.  This form can be found on the School Web Page (www.petoskeyschools.org)   Info & Adm Office/Business Office/Accounting/Forms.Click on your school.

    - Mail to: (is address where form will be mailed.)  Do not put phone numbers in this area.

    - Shipping Information (10% will automatically be calculated, input actual amount or “ 0”)

    - If you want it to be returned to you to phone in or fax, check box on lower right hand side of form.

    - Purchase Order must be typed.

2 -  Write in your club name and number and have the authorizing person for the account sign the form.

3 – Send to Business Office – Attn:  Liz Nortley for processing.

       You will receive a gold copy back in the school mail.  The white (original) copy is MAILED, (unless you have checked the box in the lower right corner requesting that it be returned to you to phone in, fax, on-line ordering, hand deliver, etc.) or you do not put in a mailing address.

4 -  When the invoice is received in the Business Office , we will send the Invoice (with a pink copy of the purchase order attached) to you for review before paying. 

· Please verify that all products were received and the cost is correct. 

· Sign the attached yellow form and return all parts to the Business Office.       

       -  If there is a problem with the order, it is your responsibility to contact the company and resolve.

       -  Please forward Invoice to Business Office if it is given or sent to you.

ANY PURCHASES THAT NEED TO BE PRE-PAID OR REIMBURSED: 

1 -  Fill out REQUEST FOR CHECK form, (on School Web Page as above) 

2 - You MUST attach a detailed copy of  receipt to be reimbursed, registration or subscription forms, etc.

4 -  Send to Business Office – Attn: Liz Nortley, for payment.

4 – Record Payment on your Ledger Sheet.

