		CLUB/TEAM NAME: __________________	
AHS ACCOUNTING PROCEDURES
All purchases made by your club/trust account must be pre-approved by Student Council before the purchase is made, any order is placed, or any contract is signed.  All orders made without prior approval will not be paid. If you need to make a purchase and are unsure of the exact amount, you may pass a purchase requisition for a “Not-to-Exceed” amount.  This can only be done if the vendor will take a school purchase order, or you can pay upfront and be reimbursed.  Please attach “back-up” to your PR, i.e. copy of artwork, quote from vendor, contract, etc.  Once the Purchase Request is approved a Purchase Order will be issued and a copy of both the PR & the PO will be placed in the adviser’s mailbox.
Purchase Order/Check Procedure
1. Fill out a purchase requisition (PR) form (make sure it is completely filled out with vendor, your account #, date required, club advisor’s signature, club officer signature). You must attach “back-up” paperwork to the P.R. (quote, proposal, etc.).
2. Turn in your P.R. to the Activities & Athletic Center (AAC).
3. It will then be sent to Student Council for approval at the next meeting.  Meetings are normally held every 4th period. However, there may be some days that a meeting is not possible due to an event, so be sure to plan ahead & give at least a week to 10 days for the approval. 
4. After Student Council approval, the P.R. then goes to the appropriate administrator for approval.
5. Once all the approvals have been obtained, a purchase order will be issued. 
6. Please note that we do not place the orders for you. Once you receive the purchase order, you will need to call the vendor and place the order directly.  All orders must be shipped to AHS, NOT YOUR HOME.
7. Once you receive the merchandise, please forward any packing lists to in the AAC. I need to keep these in your file with the order for the auditor. 
8. [bookmark: _GoBack]When the invoice is received, it will be sent to you for payment approval.  Please complete & sign a check request form, include your account number and the corresponding PO number on the request. A club officer must also sign this form.  Please return completed check request form & invoice to the AAC.
9. A check will then be issued to the vendor or reimbursement made. 
It is very important that the approval date on the P.R. is prior to the date on the order/invoice.  This is what the auditor is checking for.  If it is not pre-approved, I will be written up by the auditor. 
Collecting Money
Club Advisors will collect their own money from their members for fundraisers, apparel, etc.  A three part receipt must be completed for monies collected.  One copy (white) is given to the student, one copy (yellow) is given to Antasha in the AAC with the money, and the third copy (pink) stays in the receipt book. The amount collected must equal the receipts you are turning in. If you do not have a receipt book, please check one out at the AAC.  Once you are done collecting money you must return the receipt book to the AAC.
Miscellaneous
1.  All new logo designs must be approved by Student Council and Administration.
2.  Outside accounts are NOT ALLOWED.
I recognize the importance of adhering to the above Policy.  I realize that I WILL NOT be reimbursed personally for any purchases or orders made prior to approval.
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