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Basic Instructions for Activity Accounts (200, 018)

1. Complete the Activity Purpose Statement
[bookmark: _GoBack]This form must be completed & sent to the Board Office for Board approval BEFORE ANY   PROJECTS CAN BEGIN.   This statement is usually submitted at the start of the school year, before October.

2. Complete the Project Report
The TOP portion of this form needs to be completed, signed by you & the Building Principal, and sent to the Board Office.  There are (2) different Project Report forms:  Sales (Merchandise sales) & Tickets (Admission tickets; Raffle tickets; etc) 

3. Complete the Purchase Request Form
      This form lets the Building Secretary know what company you are ordering from, what you       are ordering, the activity account you are charging the purchase to, and any special instructions.   The order may be place AFTER you have received the Blue & Green copies of the Purchase Order.  
	
Upon receiving the items, send a color copy of the Purchase Order to the Treasurer’s Office.  (Please note on the Purchase Order that the order is complete.) If you are sending items back, please notify the Treasurer’s Office.

4. All collected money is to be turned in DAILY
Each Activity Account has its own account code for deposits, the building secretary can assist you in determining your correct account code.  Please clearly describe the source of money.  Take the completed form & money to the building secretary who makes the building bank deposits.  They will give you a receipt for your deposit.

5. Upon completion of Project:
Please notify the Treasurer’s Office that the Project is complete.  You will receive their final tally of all receipts & expenses for the Project.  You will match it with your information & IF ALL IS CORRECT, sign off on the bottom portion of the Project Report and return it to the Treasurer’s office.

A monthly report for all Sales Project accounts is sent to each building secretary, please see them for a balance of your account.

Please contact the Treasurer’s Department if there are any questions.
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