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Policy 2006   
SUBJECT: MAKING TIMELY DEPOSITS AND INVOICES 

Effective financial controls are necessary for every organization to control the direction, 
allocation, and usage of its financial resources. A policy regarding timely deposits and 
submitting invoices for payment in a timely fashion is a control to ensure operational 
efficiency within the SSBC organization. 

Timely Deposits: 

a) All monies (cash or check) collected must be submitted immediately to the Booster 
Club safe at the school or deposited directly to the Westside Federal Credit Union 
(125 E. Buffalo St., Churchville, NY 14428) night drop after an event. 

b) Money collected should NEVER go directly to a vendor and/or to pay a bill. A check 
from the SSBC should pay for outgoing expenses so that the transaction is fully 
tracked. 

c) Money collected should NEVER go to anyone’s personal residence under any 
circumstances. No personal, account; savings, or checking as well as electronic 
transactions i.e., Venmo, Cash App, PayPal, or the like are strictly forbidden. 

d) Deposit bags should always include a Team deposit slip and a check log when 
applicable. The deposit slip should be placed in the bag with the deposit information 
viewable through the bag. 

e) Notify both the SSBC treasurer (Treasurer@ssbc-cccsd.org) and the SSBC Assistant 
Treasurer (assistant-treasurer@ssbc.cccsd.org.) after depositing money at the credit 
union or safe so that they are aware of the deposit(s) being made. Notification of safe 
deposits is important because they need to be deposited at the bank as soon as 
possible so that the money can be used for check deposits. 

f) Deposit bags are available in both concession stands, at quarterly team manager 
meetings, and by contacting the SSBC Treasurer or SSBC Assistant Treasurer. 

Submitting Invoices for Payment: 

a) Refer to the Check Request Processing document in the Process folder within the 
Team Documents folder. 

b) When submitting your Check Request to the Treasurer for approval, ensure the 
following documents are uploaded to the folder before the Check Request document 
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for the approval stamp via the Workspace process: 

a) Approved Purchase Order (PO) 
b) Invoice/Receipt 
c) Check Request (Submit via the Workspace approval process) 

c) Invoices and related paperwork should also be sent when using Wegmans or pizza 
accounts. 

Failure to abide by this policy may result in termination of access to team funds as deemed 
appropriate by the Saints Sports Booster Club. 
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