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Fundraisers

Step 1: Use the emailed Fundraiser Link

https://schools.scriptapp.com/#/inbox/to-

do?workflowldForNewSubmission=171846715939e16318bce04e81967c8b54cef3

2ca’

Step 2: Always choose “SCHOOLS”

1 Soarel

My Work (1)

A Work

chrivtens beam

gurning fasem boe

Fundraiser @ Routing form tor fundralsers = “

Routing form for
furralsers

1 ated by

christina Heam

Afler making your selection bolow. please chick Submit' in e top night corner.

MOORE

PUBLIC SCHOOLS

i

Who is this fundraiser for 7*

Schooks

Step 3: Fill out EVERY blue slot that is highlighted on the top of the Fundraiser
form. (Use your own schools’ information)

christina Hearn

SCHOOL ACTIVITY FUND Fund Raiser [D# 1848328
REQUEST FOR FUND RAISER/SOURCE OF REVENUE e s

School Name Hotchin Elementary

Date 05-01-2026 Project Number 839 :Site # 120

Account Name SA Athilctic fund raiser 1 2 3

Sale items should not be ardered or services contracted until the fund raiser has been approved by the Executive Director of
Curriculum and the Executive Director of Finaucial Services. A copy will be returned fo you when approved.

** Please ignore the Athletic Fundraiser numbers.

e ey




Step 4: Then fill out the slot, in the body of the form, that correlates to what you
are raising money for. (Make sure the Estimated Income-Estimated Expenditures=
Net Profit)

FUNDRAISER
Item to be sold Trip Fees
Ttem to be sold: ICE CREAM Trip To:
Beginning Date:0s/01/2026 _Ending Date; 05/31/2026 Date of Trip:_/_:
Collection of money beginning date: 05/01/2026 Collection of fees beginning date: _s
Collection of money ending date: 05/31/2026 Collection of fees ending date: _
Estimated Income: § 130000 Estimated amount to be collected: $3
Estimated Expenditure: $ $ 500.00
Estimated Net Profit: $s  1,000.00 Board approvatl is needed if the trip is out of State.
Admissions Club Dues/Registration Fees
Admissions to: Collection of dues/fees beginning date: _s_/__
Date of event: _ Collection of dues/fees ending date: _/_/
Collection of money beginning date: Estimated amount to be collected: $ ‘

Collection of money ending date: _/_/
Estimated amount to be collected: $

Donations Other
From: Date: / ; Ttems to be sold:
To be used for: Beginning Date:_/_~___ EndingDate: _s &
Estimated Amount: $ Collection of meney beginning date:_s_/__
Collection of money ending date: _/_/
From: ] Date: _/ Estimated Income: $
To be used for: Estimated Expenditure: $
Estimated Amount: $ Estimated Net Profit; 8

Commission Checks
Commission Check received from: Estimated Amount: $

(Vendor)

School Pictures Scheduled Date:

For anre siienavoe o fand vaicar io dafinad ta inelide an Saraiect” that inualuse the callastion Af maneu reaardlace af nrafit mative  (Some

** |f you are doing a club that will have multiple Dues/Fees (ie. NJHS) when you
fill out the Account Name put what the Dues/Fees are for. (ie. NJHS-Convention
Fees, or NJHS- Club) This is to help alleviate the confusion come reconciliation
time.



DONATION/COMMISSION - From should always be who the

donation/commission is from.

Estimated Amount: $ 500 00

From: Date: s ¢
To be used for:
Estimated Amount: $

Donations Other
From: Box 1ops Date: 05/1372026 Ttems to be sold:
To be used for: vARIOUS SCHOOL NEEDS Beginning Date: /. EndingDate: . ___

Collection of money beginning date: _/__
Collection of money ending date: _:_/___
Estimated Income:
Estimated Expenditure: $
Estimated Net Profit: §

Commission Checks
Commission Check received from: okLaHOMA scHooL PIcTURES 'Estimated Amount: $_ 500.00
(Vendor)
School Pictures Scheduled Date: 05/02/2026

Frr anir nnmacee a find raicer jc defined tn inelide anv Snraieet™ that invaluee the callection af maneu reaardlecs of neafit mative  (Shme

Step 5: Sign

conclusion of the fund raiser. N
4, Conduct fund raiser in the manner, and according to the timing, specified in the appreved application.

CHRISTIVA HEARN
Authorized Sponsor/Coach

Principal/Site Administrator Asst. Supt. Elementary Education

Asst. Supt. Secondary Education " Chief Financial Officer Athletic Facilitator

Athletic Director

Step 6: Click Submit
Step 7: Then choose your school as the next step.

Step 8: The FR will go through all the next steps and an email will return to you
once all signatures have been acquired.

** Jr. High/High School- will not receive a confirmation email, unless the
Financial Secretary initiated the FR. If you didn’t initiate the FR, then
request us to send you the confirmation email, or get it from your sponsor
that initiated the FR.

Step 9: If there has been an error, then a request for change email will be sent to
you...correct the errors and resubmit. It will come back to us and go onto the next
step.



COMMON MISTAKES

Not all the blue sections on the top of form are filled out (See Step 3)
The item you are fundraising is not in the correct section in the body of the

FR. (See Step 4)
The amounts are incorrect.



Cash Deposits

Fill out Deposit sheet completely
Make sure the total deposited matches the total amount of cash/coins/checks
Put Deposit Sheet/Cash/Coins/Check in deposit bag

Courier will pick up bag everyday day in the afternoon

DATE | MOORE PUBLIC SCHOOLS
SCHOOL | SCHOOL ACTIVITY FUND

BAGH DEPOSIT

Please type all information

S
_Eﬂﬂufr”-v-l Vou!

I TOTAL $

Currency

Deposit Verified/Received by: Silver
Sub Total

Checks

Total Deposited

FALSE



DATE
SCHOOL
BAG #

Ptease type all nformation

MOORE PUBUCSCHOOLS

SCHOOLACTMTY FUND

DEPOSIT

OCASCODE
SOURCE
DESCRIPTION OF OF
FRH RECEPTH REC. DATE ACCOUNT NANME MEM YR FUND PROJ. REVENUE |08L|PROG. SUB. JOB UNIT  AMOUNT
7 61 867 41970 |000| 936 0000 000 C51
7 61 867 41970 (000| 935 OO0 OG0 €51
7 61 87 41570 | 000| 935 0000 000 051
== —
o E
———
TOTAL S -
Deposit Verified/Received by: Currency
Silver
Sub Total $ -
Checks

Total Deposited S -



Cash Deposits

Get a Deposit Batch started-Secondary Schools enter their own batch.
(DO NOT KEY MOORE LOVE DEPOSITS)

Step 1:

Click on the three lines on the top left and choose Modules then choose
FAS/Processing/Cash Receipt Processing/Cash Receipt Entry

Step 2:

Click “Batch”

Change date to current Check Run date

Description: Type in First initial and Last name, school name, check run date
Example: Stitsworth — Bryant—07/13/26

Change Accounting Period according to check run date

Use this Batch

Click Save

Batch Master

Aceount Year BATCH | Transactlon Date Description Accounting Perlod

27 000021 ©07/13/2026 i ATHLETICS 07132026 S KNIGHT o1 | USE THIS BATCH

it SR - S

27 000073 i 07/29/2026 i LAGUIRRE 07/29/2026 | o1 USE THIS BATCH

27 . 000088 07/13/2026 STITSWORTH - TEST BATCH ONLY - 07/13/26 a1 USE THIS BATCH

Keying the Deposit

Step 3:

FAS/Processing/Cash Receipt Entry/Go to specific Batch/Use this Batch

Enter Financial Secretary receipt # (always starts with a capital letter)
example: 2026-27 SY — FS receipt# G70000

No Space between the “G” and the “7”

Tab

Bank: 61

Receipt Date — Date of Deposit

Check: Enter amount of deposit

Tab - until you get to Customer Name — Enter who paid us the money

Tab — enter amount of deposit
Tab — Description — Enter description of item (Donation/BooGrams/Book
Fair, etc)




Tab — Account — Enter Deposit OCAS Code
example: 7-61-839-41950-000-942-0000-000-180

Tab — the Account Description will automatically fill in

WIECTMILS ! uiaTy T dpn GHEE Loy

e i

If you need to enter another deposit for the school site, Hit the Save + icon that
will take you to the Receipt# ready for next deposit
If you are finished with entering deposits for your school, Hit the Save icon

Hit the white “X”
LINQ Main Screen

s

o Uawetygas Er— e p—y——



Print Edit and Review
Step 4
FAS/Cash Receipt Processing/Cash Receipt Edit List

Make sure the Batch year is the year we are working in

Enter Batch# Begin Batch & End Batch

Hit — Preview

Cash Receipt Verification report will pull up

Print this Edit

Compare Edit to your deposit sheets, make sure everything matches — totals,
codes, etc.

Run a tape on all deposit sheets, tape to Cover Sheet

Send to Student Activities (Refer to Finance Calendar for cut off dates)



Moore Love Depbsits

SA Office keys ALL Moore Love Deposits

Moore Love Deposits MUST be in a deposit bag by itself.
Deposits CAN NOT be combined.

DATE MOORE PUBLIC SCHOOLS
SCHOOL SCHOOL ACTIVITY FUND
BAGH® DEPOSIT

Please type all information

TOTAL $

Currency

Deposit Verified/Received by: Silver

Sub Totat

Checks

Total Deposited
FALSE



Moore Love Deposits
SA Office keys ALL Moore Love Deposits
Moore Love Deposits MUST be in a deposit bag by itself.

Deposits CAN NOT be combined.

MOORE PUBU C SCHOOLS

DATE
SCHOOL SCHOOL ACTMTY FUND
BAG # DEPOSIT
Please type sll information
OCAS CODE
SOURCE
DESCRIPTION OF OF
FR# RECEIPTH REC. DATE | RECEIVED FROM | ACCOUNT NAME ITEM YR FUND PROJ. REVEMUE |OBL|PROG. SUB. JOB UNIT  AMOUNT

7 61 867 41570 | OGO| 536 ©O000 000 851

7 61  Be7 41870 1000| 536 Q230G GO0 051

761 567 41370 | 00Q| 936 OC00 GO0 051

= =g

o' 7/

o

TOTAL

Depesit Vadfied/Received by: Currarcy
Silver
Sub Total s

Chedks

Total Depasited  $



Cash Deposit Money Bags

There are two examples of how to fill out the Cash Deposit Money Bags.

1.) Student Activity Fund Money
2.) SA Moore Love Fund Money

It is particularly important to remember that there CAN NOT be over $20.00 of
coins in one deposit bag. You can take coins to the bank and get cash.

Banc First
600 NW 5% Street
Moore, Ok. 73160

Things to remember.........
NO rubber bands
NO paper clips
NO envelopes of any kind

NO Ziplock baggies of any kind

All that is needed in the deposit bag is Deposit Sheet/Cash/Checks

Moore Love Deposits

SA Office keys ALL Moore Love Deposits

Moore Love Deposits MUST be in a deposit bag by itself.
Deposits CAN NOT be combined.

Courier will pick up every afternoon/day.
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FROM / DE:

Customer Name / Account Number (?.-, E\G: f E > Sﬂ;
Nombre del Clente / Nomero de Cuanta: L.

Store Locatian / Nuenber j
Ubicacién dp [ tienda / Nisnoro: _ML ..),rﬁ.. #

Deta / Fecha: nei+
DEPOSIT SAID TO CONTAIN / VALOR DEL CONTENIDO: %
Cash / Efectrvo: A& 00
Coin-bmit $10.00 / Monada Limite $10.00: Z .00

Bt

Chocks / Chegques:

é
B[R

Tota) Depost / Depasito Total:

Signature / Frmna; _ﬁwu rw—"

TO / PARA:

SPECIAL INSTRUCTIONS / INSTRUCCIONES ESPECIALES:

1 g 2 3 4
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FROM / DE p
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Date / Fecha: __dﬂ_'&'_%_ﬁéﬁML

DEPOSIT SAID TO CONTAMN / VALOR DEL CONTENDO:

F Cash / Efective: ?5 o
Coin-iim 810,00 / Monetia-Limite $10.00: 8. 00
Chacks / Chaques: 10,00
Total Deposit ' Depésito Tota: ‘00 0D
Signawre / Firma. .)191'6;&& me .
TO / PARA:
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Purchase Order Instructions

Step 1: Complete a Request For Purchase

A request for purchase form must be filled out by the person requesting the
purchase BEFORE the purchase order is completed.

Fill out the request for purchase form and fill in the SA approved expenditure
letter. (The expenditure letter can be found in the 22-23 School Activity Fund
Regulations Manual on the website — if you need an updated list, please contact
Student Activity) All relevant boxes need to be completed on the RFP. Original
requisitioner/approver signatures are preferred.

REQUEST FOR PURCHASE

Dave: P T
SITE/DEPARTMENT: ASC_Scroos Astviy
SUND (Ploase tirele sne) GENERAL PROMCT/ACCTE
SCHOOL ACTIVITY PROJNCT/ACCTS: 36

Vengor® (if krown}

Vendor Name: AMAZON .
Vendor Address: PO Gox 35184, Searre. WA 38124 ESTIMATED TOTALS: 5
TO 84 USED BY- 1O 0F UIED WY A IUND
REGULAR/SPEC STUDINT/TEACHER/ ArFROVID LXF
CUSCRPTION OF ITEAS 08 SERVICE SURCT FGRADE LIVIL IDSARATC A DLASOIICLA T S AMOUNT TR
a2 's 200.00
OCAS CODING $61 £05 $25E1 812 9000000 0O 252

REQUISMONER. o 14/

APPROVER: i ‘/ = R
- C—7

NOTES:

Recuest far Purdmase munt 3¢ compieted Or D° 10 2urchase 3°der (ams ot on

esse f rd 3pproved SA Furd iorer 3 SChDOT ASTwity §und Reg.latl ons Manuas

Pe2se 0ad~d OCAS iod "g =5 ! coder Subjests 3nd grate e s mat be uted

Step 2: Complete the Purchase Order



Fill out the Purchase Order as listed below:
1. VENDOR NUMBER: (Fill in vendor number)
2. DATE OF ORDER: Date must be the same or prior to the invoice date.

3.TO:

The name on the purchase order should match the name on the invoice.
Make sure the remittance address and the address you type on the
purchase order is the same. Some vendors have a mailing address and a
different remittance address. Please use the remittance address on the
purchase order. The Vendor name and address must be on all purchase
orders.

If the address on the invoice does not match the address we have on file,
you will need to get with Josh so he can verify correct addresses and
correct vendor numbers.

4. BILL TO/SHIP TO:

Type in the school name and address. The vendor should bill the school
direct. Type ATTENTION: the name of the person you want to receive the
invoice.

5. SCHOOL/SITE:
Type school name/site #
6. ACCOUNT NAME:

Name of the sub-account making the purchase. Example: (chorus, band,
etc.) For Elementary — please use “Student Activity” (839), “Teacher Coke”
(843), or "Before/Aftercare (859).

7. INVOICE NUMBER:

Fill in the invoice numbers to prevent a duplicate payment Pay from the
ORIGINAL INVOICE. If the invoice has been lost, request a new invoice from
the vendor. Sign your full name, not initials. All invoices must be signed and
dated. Invoices can not be processed unless they are signed and dated as
received.



8. DESCRIPTION:

Give a brief description of items purchased. The request for purchase form
should have a detailed description of items to be purchased. If the items

ordered are from state contract, the vendor’s state contract number must

be stated on the purchase order. Same with BuyBoard, OMNIA Partners,

etc.

9. QTY: Number of items purchased.

10. PRICE: Price of the individual item purchased.

11. TOTAL: Total amount of the line item.

12. OCAS CODING:

Code purchase orders according to items purchased. (Refer to OCAS
reference sheet and the OCAS Manual.) The request for purchase form
should have the items listed in detail to enable you to code the items
properly. It is the responsibility of the Financial Secretary to know what was
purchased and where the item will be used. The request for purchase form

should provide this information if filled out correctly.

e Use only one project number for each purchase order.

e All invoices must be coded out separately.

Account Code

Invoice Description Qry Price Total Yr | Fund | Proj Func Obj |Prog Sub Job | Unit
No.
Lot H 14353
n COLOR COPY PAPER I1.87] 6| 61 839 51000 | 611| 100| QOO0 | 00O| 154
Ilslaf MISC SUPPLIES $112.16| 6| 61 839 51000 | 619| 100| 0000 | 00O| 155
COLINSELOR PLANNER $23.19| 6] 61 839 52410 | 619,900} 0000 | 000! 155
————
414722
lO4gly2a5La
10.00| |,| o1 | B34|S1000 |LU |100 | o000 |poO |I55

“isy, Color (opy fager

¢ Code to grade and subject when possible.

e All purchase orders must have a program code.

13. TOTAL AMOUNT TO BE PAID:




The total of all line items should be typed at the bottom of the purchase
order.

14. AUTHORIZED SIGNATURE FOR PURCHASE:
Sponsor of account (Secondary Schools) Principal/Site Administrator
15. VENDOR COPY:

Make a copy to be mailed to the vendor or sent with the person

responsible for the purchase. (If the order is a telephone or fax order please
be sure and indicate this on the vendor copy to prevent a duplicate order.)
ALWAYS KEEP ORIGINAL PURCHASE ORDER IN OFFICE.

16. READY FOR PAYMENT:

When you receive the invoice, stamp it with your items received stamp. (If
you do not have an items received stamp please order one.) Ask the person
that received the items to sign and date the invoice. (Do not use initials.)
Please make sure the items you ordered/received match the items on the
invoice. Run a tape on all the invoices to verify the amounts. DO NOT attach
the tapes to the invoice. Attach the invoices and supporting documents
applicable to the back of the purchase order.

e EXAMPLE OF SUPPORTING DOCUMENTS AND FORMS:

v Request for purchase (must accompany all purchase orders)
v Three quotes $5,000.00 or more.

v Three quotes ($1,000.00 or more) on all clothing items.

v Sole Source (very few items are a true sole source)

v Non-kickback affidavit ($25,000.00 or more) send the original to the
School Activity Office

v Sex Offender Affidavit
v Request to attend out-of-district meeting

v Authorization for mileage



v Copy of Board approved out of state trip (must accompany all
transactions to be paid pertaining to the trip)

v Board Approval for Camp Classen

v Number of students and a list of all participants other than students

Forms needed can be found on the website under Departments > Finance >
School Activity. You must be logged in to access the forms.

e |t is the responsibility of the Financial Secretary to make sure the proper
supporting documents are attached to the Purchase Order before
submitting for payment.

17. CHECKS: Checks will be mailed from the School Activity Office according to the
dates listed on the check processing schedule.



SCHOOL ACTIVITY FUND PURCHASE ORDER NUMBER
PURCHASE ORDER SA

VcndmNo._vM 609990

Independent Schoal Disrrict Mo 2
Chevelund Coaniy

The Boaand of Edication of Mawe
e Mew 1Y 3200 Maore. Oklahoms 73160
Lrinen Lol e
& Boy 035154 CONDITIONS
N7 T A 72 I ol ol g
3. Ewempt from Sabes Tox (Oldnhoma Statites Thie 68,

sntiommmee | BILL 10 SHIP 10/ . J.‘.‘.f’.‘.'.'.i,’“““ sibjeatto .
Tiese Fibte Jehopdsr i et i
SroJE i Pl
Fose, Or. 73/60 freratcd By
L8N SERG Moo | aee

Sebocd  3i: R.}‘{‘l'v“\ e At =
e Neme:_ Sdre0] P E;??:?mthm; S
‘lri - qx\h Moo Coale
- /{($ L"ﬂﬂ-u--- s | e T | %r Femd | Py | R |iwy [fey | Sab | fob Lo

W Busass e - Wistuet. 1730 b1 05 s 0 cmcecl
b/15/1%

Total Amount To Be Paid ' s 779 co

Note: If lovoice is twenty-five (housand doltars ($25,000) or more, a non-kickback affidavit ks
required for each vendor for each fiscal year. Legal Reference: Oklahoma Statutes (74 § 31098)

amazon
S

Invoice
wycice Duts T8
{nvolce Summary Payment duo by Auguist 24. 2026 Mrverce 8 VG041 '
prorl AumvAPRABR
e Sybmena $129900 ore e OIS -10)8860
Promos & Dscounts $ 42000) Poyment Torms L)
Sates Tux H 000
Amount Ove S 77900 USD g Gursinans Moo
o Prete St
Ordar Information narto
Ordersd By More Puhc Sohaoh Weire e il
-1 06087 0L >
Remit To
RivvnrTtasns iy CabEn S
Bam Name Weths Fargo Bank
ACH Roneng 8 (ABA). 129050MD
Banh At # {OOA) 416304 10524218391
SWAFY Code WIBIUSAS
Mail Chock Payments To
Amagon Capasl Bervoes
PO Box 038\
Seame A 20310
Transier iz
Erad Sand meeviiarcy Oriady 10 @ Sl vEits a r oy s ]
Inveies Detaila
[ ]
Uni¢ befos  Tax
Oescription ary Prics Yo Rate  Subtowd
Primo Businasa Anmal Mombariho Fos « Msmum 312900 $t29900 129900
Proorens & angours 1450000; 1583009

Page 1ot



18. GENERAL INFORMATION:

e Teacher awards or gifts cannot be purchased with student-generated
money.

« All gifts and awards purchased for a teacher, sponsor, or principal should
be purchased from the Faculty or Coke Account. However students may
vote to give an award, gift, etc. A copy of the minutes or a memo reflecting
the students vote must be signed by the officers of the sub account and the
sponsor and attached to the purchase order before payment can be made.

e Registration fees and dues: Please type who the registration is for
STUDENT, TEACHER, COUNSELOR or PRINCIPAL. (Type the name ONLY if
other than student) (Example: 21 students 2 sponsors Mrs. Ruth Jones-
Teacher and Mr. Joe Smith-Counselor.)

e The Financial Secretary should provide his/her Administrator and
Sponsors with the rules and regulations that govern the SCHOOL ACTIVITY
FUNDS.

STEP 3: Send/Key In Purchase Order

Elementary Schools will send in the Purchase Order, Request for Purchase,
Invoice and any supporting documentation to the School Activity Office.

Secondary Schools will key in their Purchase Order in Ling. (See PO Keying
Section for instructions.)



Entering a Purchase Order in Linq ERP
Step 1: Start a PO Batch
In Ling

e Modules

e Financial Accounting System

e Processing

e Payment Processing

e Direct Payment Entry

e Click —Batch

e Change Transaction date to the next check run date/account
period

e Choose correct accounting period to match run date

e Enter Description — EX: MCURL SCHOOL 6/30/2026

e C(Click — USE THIS BATCH

e C(lick—Save

=|me|n| Suna «>a BB+ §[L e e

Step 2: Enter info into Ling from the PO

e All Highlighted fields need to be filled out.
e Ensure Payment Type is set to Computer.




e Make sure correct vendor number is chosen/entered and matches
number on PO

e The invoice number should be entered exactly as it is on the invoice

e The code can either be manually entered or selected from the 3 dots
on the right of the code field

e After everything is keyed the Check Key should prefill to 61. THIS
SHOULD ALWAYS BE 61 FOR STUDENT ACTIVITY. DO NOT CHANGE.

e Each invoice needs to be on its own page (record key) in the batch,
even if more than one invoice is on the same PO.

e Once everything is keyed you will hit the save button at the top
right of the screen with the + sign and it will save and take you to
the next screen to key the next PO.

=l ew|e @ NG e sla o mm F om|are & on|cyla

evncs 2072 AMAZON COM LEELAT — [ —

i e A A R - o e

|||||||||



Step 3: Scan PO’s into Etrieve-Content

Note: Before you open Etrieve-Content make sure your scanner is on. You also
need to be logged into Ling with your batch open. You will need the info from
what was keyed to attach your scans to your batch.

etfieve | CONTENT #H @ O

Troa:
+ FAS-Accounts Payable 1

e Click FAS-Accounts Payable
This darkens the little scanner icon
e Load the documents face down, upside down in the feeder (this
may differ based on your scanner).
PO, RFP, Invoice, Supporting Documents.
e C(Click the scanner icon — it may pause before it actually scans.

effieve | CONTENT

%d Unfiled - FAS-Accounts P...

| FAS-Accounts Payable ]

Filter By | ~ b

» FAS-Accounts Payable

e All scans go under the Unfiled -FAS — Accounts Payable tab until
you attach it to a vendor/put the information in.



e You will click on the Unfiled document which will bring it up to
attach it to the vendor and your batch.

962 QQHEErYvaB L8~ 1

g Dccument Typ=

Durect Fayment

SCHOOL ACTIVITY FUND

PURCHASE ORDER
Vendor No ;?Q/é 22

PURCHASE ORDER NUMBER

SA 609990

Independent Schoul Dsnet No 2
Cleseland County
The Woard of Educanon of Moore
Mes Y 12 Moore. Oklahama 73168

» FAS-Accounts Payable

7 . )
PP Bk p3s (5u CONDITIONS
’ 17 & / L. Involces to be rendered in duplicate.
\_&}M-{ ,/'.’1‘5] L{P‘:’ZJT 2. No paymenl to be made until order is compleic. P e
3. Exempt frum Sales Tax (Oklahoma Statutes Title 64,
BILLTO/ SHIP T Sectonl1 356 (A) [ 3

- H r-_j 4. Deliveries acknowledged subject to Purchaser's inspection.
T rletre fibilen Jabiopls»

/E5po [ h Shiuts il =
Feose, Ok, 73/60 T st _

. L PR s More | | e _@%
FISETE— - el A

e On the right side of the page Click Document Type.
o Inthe Drop Down — Click Direct Payment

Document Type

| Direct Payment |
Vendor Info
Invoice Number

Q
Invoice Daie
Record Key
|
Scanned By

Document Date

| |

Required

PO Number

| a
L — ——




¢ Info highlighted needs to be filled out with information from
Ling.

e Please make sure Invoice Date is in this format: MM/DD/YYYY

e Copy and Paste the Record Key from Ling.
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e If you need to find a scan / rescan / add something &/OR delete a page:

etfieve | CONTENT

Q  Search

By Unfiled

* ree

» FAS-Accounts Payable

e Search using the invoice number, vendor number, or the Record Key #.

e Once you find the scan you will click on the document to bring it up.

e If you need to scan in an additional doc or rescan a document you will
select the scanner icon at the top and it will be added to the back of the

pages.
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e If you need to delete an individual page from your scanned document/PO
you will select the thumbnail icon (nine squares), click the page that you

want to delete and select the trash can icon.
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If you need to delete the entire scan you will select the larger trash icon
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Commerce Purchase Order Instructions

Step 1: Complete a Request For Purchase

A request for purchase form must be filled out by the person requesting the
purchase BEFORE the purchase order is completed.

Fill out the request for purchase form and fill in the SA approved expenditure
letter. (The expenditure letter can be found in the 22-23 School Activity Fund
Regulations Manual on the website — if you need an updated list, please contact
Student Activity) All relevant boxes need to be completed on the RFP. Original
requisitioner/approver signatures are preferred.

REQUEST FOR PURCHASE

DATE: 6/25/2026
SITE/DEPARTMENT: ASC - School Actrity
FUND (Please cirche one): GENERAL PROJECT/ACCTE

SCHOOL ACTIVITY PROFECT/ACCTE: 805

Vendars [ known): 231622

Vendor Name: ARFALOIN RIQUINITION &

Vendor Address: PO Box Q15 184, Seattie, WA 98124 TOTALS: S 80000

YO 86 USED BY: TO S USID BY: <A SUND
1 GULAR/LE STUDENT/TIACHIRS APPROVID DOP.
DELCIPTION OF (TS 08 SLIICE AR ET/GRACE LIVEL BOSAPFETE MEDIASOIFICESETE. 5 AMOUNT T

OCAS CODING: 6 61-805-52511 811-900-0000-000 051

U ﬂ%%’f
] - £

Aequest for muse onor to ordes

Plesae fing approved SA Fund fotier m School Acthaty Fund ReguAstont Manual

Please exoand OCAS cogng nes ¢ necded Suects and grade ievels Fuat e nted



Step 2: Sign the Check Out/Check In Sheet

When the PCARD is checked out to make a purchase the person taking the card
needs to sign the check out sheet, and sign it when they bring the card back.

Please have physical/original signatures, no printed names.

Eﬂ MOORE —

A EWE ST T

Ome | Mime  Iesripiion of ey Dobir/Recript Amary. | Sigruture \print Fravcis vy e b

Step 2: Complete the Purchase Order
Fill out the Purchase Order as listed below:
1. VENDOR NUMBER: (Fill in COMMERCE vendor number)
2. DATE OF ORDER: Date must be the same or prior to the invoice date.
3.TO:
The name on the purchase order should say Commerce / Vendor name.
Example : COMMERCE / 5 STAR DONUTS
The address for all commerce vendors is the same.
PO Box 411457
Kansas, City, MO 64141-1457
4. BILL TO/SHIP TO:

Type in the school name and address.

5. SCHOOL/SITE:



Type school name/site #

6. ACCOUNT NAME:

Name of the sub-account making the purchase. Example: (chorus, band,
etc.) For Elementary — please use “Student Activity” (839), “Teacher Coke”

(843), or “Before/Aftercare” (859).

7. INVOICE NUMBER:

Fill in invoice numbers from purchased receipt. For commerce payments
use the approval number as the invoice number. Unless the receipt is from
Wal-Mart, us the TR# at the top of the receipt. Use original receipt to pay
the PO. If receipt is lost, you must return to the store and get a new receipt.
Sign your full name, not initials. All invoices must be signed and dated.

Give us feedback @
Thank youT 105 ?msurveilualmart .com

'
Walmart > <
405-?90-0021 H?’H rAHANDA

H(]URE (K 731
Sf# 00277 OP# 000878 TEY 18 'TRR 00124

nm !Illllﬁﬂlilﬁm MﬂlﬁlﬂlﬂlﬂﬂﬂlﬂﬂlIﬂIIIINHHIHIHIIHIH

09 34:57
EIMNGE IE . 0.00

AW e e e
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Give a brief description of items purchased. The request for purchase form
should have a detailed description of items to be purchased.

9. QTY: Number of items purchased.



10. PRICE: Price of the individual item purchased.
11. TOTAL: Total amount of the line item.
12. OCAS CODING:

Code purchase orders according to items purchased. (Refer to OCAS
reference sheet and the OCAS Manual.) The request for purchase form
should have the items listed in detail to enable you to code the items
properly. It is the responsibility of the Financial Secretary to know what was
purchased and where the item will be used. The request for purchase form
should provide this information if filled out correctly.

* Use only one project number for each purchase order.

e All invoices must be coded out separately. (FOR COMMERCE PO’S YOU
CAN ONLY PUT MULTIPLE INVOICES ON THE SAME PO WHEN PURCHASES
ARE MADE ON THE SAME DAY WITH THE SAME VENDOR.)

IZEIESS G75-29 |

|
|
COFFEE SHOP SUPPLIES 1|7 5| 61 |954 53200 670 {900 | 0000 | 000 | 70

61 |954 | 51000 &19 |239 | 2765 | 000| 70

\6 | W=

CLASSROOM SUPPLIES q .

/ |
o¥Ag] F-/0-a7 '

COFFEE SHOP SUPPLIES 2472 5| 61 | 954 | 53200 §70 |900 | 0000 |ooo 70

~\

o945/ g /o ’A‘/R ' '

| COFFEE SHOP SUPPLIES '}& ;q} 5| 61 | 954 | 53200 §70 [900 | 0000 | 000| 705

1T

¢ Code to grade and subject when possible.

e All purchase orders must have a program code.
13. TOTAL AMOUNT TO BE PAID:

The total of all line items should be typed at the bottom of the purchase
order.

14. AUTHORIZED SIGNATURE FOR PURCHASE:

Sponsor of account (Secondary Schools) Principal/Site Administrator



15. READY FOR PAYMENT:

When you receive the receipt, stamp it with your items received stamp. (If
you do not have an items received stamp please order one.) Ask the person
that received the items to sign and date the invoice. (Do not use initials.)
Attach the invoices and supporting documents applicable to the back of the
purchase order.

e EXAMPLE OF SUPPORTING DOCUMENTS AND FORMS:

v Request for purchase (must accompany all purchase orders)
v Three quotes $5,000.00 or more.

v Three quotes (51,000.00 or more) on all clothing items.

v Sole Source (very few items are a true sole source)

v Non-kickback affidavit ($25,000.00 or more) send the original to the
School Activity Office

v Sex Offender Affidavit
v Request to attend out-of-district meeting
v Authorization for mileage

v Copy of Board approved out of state trip (must accompany all
transactions to be paid pertaining to the trip)

v Board Approval for Camp Classen

Forms needed can be found on the website under Departments > Finance >
School Activity. You must be logged in to access the forms.

e It is the responsibility of the Financial Secretary to make sure the proper
supporting documents are attached to the Purchase Order before
submitting for payment.

16. SEND TO STUDENT ACTIVITY OFFICE:

e All Commerce PO’s need to be emailed in to the Student Activity
office the day of purchase.



e If the purchase is made after hours or over the weekend, send in to
the Student activity office the next working day.

e High schools will key in their own commerce PO’s instead of sending
them in.

18. GENERAL INFORMATION:

e COMMERCE CARDS CAN NOT BE USED TO PURCHASE ITEMS
ONLINE. This includes online orders for pick up at Wal-Mart or Sam’s.

e Purchases can not have taxes. If taxes are charged, you must return
to the store SAME DAY to get the taxes refunded to the card. Can not
accept cash back for the refund, must go back on the card it was

charged to.
SCHOOL ACTIVITY FUND .
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Entering a Commerce Purchase Order In Linq ERP
Step 1: Receive Statement from the SA office

e You will receive an email from the SA office with all purchases that need to
be included in your batch.

e This email will include the transaction date for the batch

e Verify your PO totals with the totals on the statement

e |If totals do not match please get with the SA office to verify the amounts.

Step 2: Start a PO Batch
In Ling

e Modules

e Financial Accounting System

e Processing

e Payment Processing

e Direct Payment Entry

e Click—Batch

e Change Transaction date to the next check run date
e Choose correct accounting period to match run date
e Enter Description — EX: MCURL COMMERCE 6/30/2026
e C(Click — USE THIS BATCH

e Click —Save

MCURL
AT B

wvle a suNa eslaonm + @|Ld

_ .....»| o TOOLSl L'b 8

Step 3: Enter info into Linq from the PO

e All Highlighted fields need to be filled out.
e Ensure Payment Type is set to ACH.



arramay Eaden

e ! [ NexT ivvoice
a1 2

Dutnto Pay 06307026

e Make sure correct vendor # is chosen/entered and matches number
on PO

e Make sure you are using a commerce vendor number

e The invoice # should be entered exactly as it is on the invoice

e The code can either be manually entered or selected from the 3 dots
to the right of the code field

e After everything is keyed the Check Key should prefill to 61. THIS
SHOULD ALWAYS BE 61 FOR STUDENT ACTIVITY. DO NOT CHANGE.

e Each invoice needs to be on its own page (record key) in the batch,
even if more than one invoice is on the same PO.

A -

......

€1 A om0 2 090 090 24 e

e Once everything is keyed you will hit the save button at the top
right of the screen with the + sign and it will save and take you to
the next screen to key the next PO.
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Step 4: Scan PO’s into Etrieve-Content

Note: Before you open Etrieve-Content make sure your scanner is on. You also
need to be logged into Ling with your batch open. You will need the info. from
what was keyed to attach your scans to your batch.

effieve | CONTENT 5 @ &

’ v 8

NG

aa

*» FAS-Accounts Payable

e Click FAS-Accounts Payable
This darkens the little scanner icon
e Load the documents face down, upside down in the feeder (this
may differ based on your scanner).
PO, RFP, Invoice, Supporting Documents.
e Click the scanner icon — it may pause before it actually scans.



etfieve | CONTENT

| FAS-Accounts Payable ~]

Fitter By | A v

> FAS-Acct;u;t_s ﬁay?bg.

e All scans go under the Unfiled -FAS — Accounts Payable tab until
you attach it to a vendor/put the information in.

e You will click on the Unfiled document which will bring it up to
attach it to the vendor and your batch.
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e On the right side of the page Click Document Type.
o Inthe Drop Down — Click Direct Payment




Document Type

ﬂ Direct Payment v ]

Vendor Info

Invoice Number

.| N
Invoice Date

Record Key

1 —= Q :|
Scanned By

Document Date

Required

PO Number

\' |

Info highlighted needs to be filled out with information from
Ling.

The Vendor Info./Name should always begin with
“COMMERCE/” if correct vendor number is selected.
Example: “COMMERCE /5 STAR DONUTS”

Please make sure Invoice Date is in this format: MM/DD/YYYY
Copy and Paste the Record Key # from Linq.



Direct Payment Entry _—
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¢ If you need to find a scan / rescan / add something &/OR delete a page:

etfieve | CONTENT

| Q Search

B Unfiled

@ EE

» FAS-Accounts Payable

e Search using the invoice number, vendor number, or the Record Key #.

e Once you find the scan you will click on the document to bring it up.

e If you need to scan in an additional doc or rescan a document you will
select the scanner icon at the top and it will be added to the back of the

pages.
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e If you need to delete an individual page from your scanned document/PO
you will select the thumbnail icon(nine squares), click the page that you
want to delete and select the trash can icon.
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e If you need to delete the entire scan you will select the larger trash icon

on the top right of the screen.
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OCAS CODES

X-61-XXX-XXXXX-XXX-XXK-XXXX-XXX-XXX
YEAR-FUND-PROJECT-FUNCTION-OBJECT-PROGRAM-SUBJECT-JOB-SITE

ITEM:

STUDENT GIFTS(awards, t-shirts, candy, food, etc)
TEACHERS/STAFF GIFTS

BASIC OFFICE SUPPLIES

OPERATION OF BUILDING (main., cleaning, etc)
COPY PAPER/CARD STOCK/LAMINATOR SHEETS
PRINCIPALS OFFICE SUPPLIES

ALL ITEMS TO BE SOLD(FR candy, yearbks, book fair)
SUPPLIES FOR NURSE

MEDICAL SUPPLIES/FIRST AID SUPPLIES/HYGIENE
STUDENT DUES/FEES - NON-INSTRUCTIONAL
KITCHEN SUPPLIES

PRINTING

STUDENT UNIFORMS - NON-INSTRUCTIONAL
STAFF PAPER PRODUCTS

STAFF DUES/FEES

INSTRUCTIONAL AUDIOVISUAL

TECH RELATED EQUIP

INSTRUCTIONAL SUPPLIES

APPLIANCES

LODGING

MAGAZINE SUBSCRIPTION

RENTALS

REFUNDS

INSTRUCTIONAL STAFF TRAINING

TESTING SUPPLIES

AUDIOVISUAL

COMMUNITY SERVICES/DONATIONS

BAND
GENERAL SUPPLIES
INSTRUCTIONAL SUPPLIES

FUNCTION-OBJECT-PROGRAM:

52199-682-900

52575-682-900
51000-619-150
52620-618-900
51000-611-150
52410-619-900
53200-670-900
52132-616-900
52199-616-900
52199-811-900
52199-617-900
52530-550-900
52199-657-900
52575-617-900
52575-811-900
51000-615-150
51000-653-150
51000-681-150
51000-651-150
52720-515-900
51000-648-150
52199-449-900
52199-930-900
52213-860-150
52240-614-150
51000-652-150
53300-881-690

51020-619-150-1170
51020-681-150-1170




BAND AWARDS
DUES/FEES

CHOIR

AUDIOVISUAL SUPPLIES
COMPUTER EQUIPMENT
INSTRUCTIONAL SUPPLIES
DUES/FEES

LIBRARY

PAPER PRODUCTS
GENERAL OFFICE SUPPLIES
BOOKS

TECH RELATED SUPPLIES
STUDENT AWARDS/GIFTS

STUDENT STORE

51020-681-150-1170
51020-811-150-1170

51030-652-150-1170
51030-653-150-1170
51030-681-150-1170
51030-811-150-1170

52220-617-900
52220-619-150
52220-641-150
52220-653-150
52220-682-900

FOOD FOR RESALE
DRINKS FOR RESALE

SNACKS FOR RESALE

SPECIAL EDUCATION
INSTRUCTIONAL SUPPLIES
DUES/FEES

DRAMA

SCRIPTS

INSTRUCTIONAL SUPPLIES
DUES/FEES

FFA
INSTRUCTIONAL SUPPLIES
INSTRUCTIONAL DUES/FEES

53200-671-900
53200-672-900

53200-674-900

51000-681-239
52199-811-239

51000-644-150-2800
51000-681-150-2800
51000-811-150-2800

51000-681-311-8000
51000-811-311-8000




Common Deposit Codes - Secondary

[ Description of ltem |

Admission
Agenda Books
Commission
Donation
Dues/Fees

Field Trips
Fundraiser

Library Fines

Lost Library Books,
Reimbursements
Rental of Uniforms
Start-Up Cash
Yearbook

[STUDENT STORE |

Candy .

MISC. Food
Sandwiches
Soft Drinks
MISC. Non-Food
School Supplies
Cash Over
Cash Short

YR FUND PROJECT FUNCTION OBJECT PROGRAM  SUBJECT CLASS SCHOOL
Xl 61 XXX 41910 000 200 0000 000 XXX
X| 61 XXX 41950 000 942 0000 000 XXX
X| 61 XXX 41460 000 935 0000 000 XXX
X| 61 XXX 41970 000 936 0000 000 XXX
x| 61 XXX 41970 000 937 0000 000 XXX
X| 61 XXX 41910 000 900 0000 000 XXX
X| 61 XXX 41950 000 942 0000 000 XXX
X 61 XXX 41990 000 939 0000 000 XXX
X| 61 XXX 41990 000 945 0000 000 XXX
X] 6] XXX 41990 000 953 0000 000 XXX
X 61 XXX 41420 000 200 0000 000 XXX
X| 6l XXX 45120 000 900 0000 000 XXX
Xl 61 XXX 419250 000 988 0000 000 XXX
X| 61 974 41980 000 992 0000 000 XXX
X| 61 974 41980 000 993 0000 000 XXX
X 6l 974 41980 000 941 0000 000 XXX
X|] 61 974 41980 000 991 0000 000 XXX
X| 61 974 41980 000 994 0000 000 XXX
X| 61 974 41980 000 948 0000 000 XXX
X| 61 974 41980 000 995 0000 000 XXX
X| 61 974 41980 000 995 0000 000 XXX




STUDENT STORE - Food ltems

[Misc. Food Items |
beef jerky
chili
.. Cchips
choco taco
cookies
crackers
.. gum
... pastries
_ popcorn
spicy stick
frays.

|Sandwiches ]
pizza
_pizza pocket
burritos
_eggrolls
taco
sausage biscuit

lSofi Drinks —|

lSchool Supplies l
agenda books
pencil )
misc. school supplies




Deposit Codes

[vr] runp | ProsecT | Funcrion | oesecT | ProGram | sussect | cuass | scHoot |

[ Description of ltem |




PAYROLL- STUDENT ACTIVITY

All Before/After Care, Student Store payroll, Camp Classen Directors, and Extra
Duty; goes through Payroll. There are certain Vendors that must go through
Teacher Retirement. Contact the Payroll Dept. (ext.4227) if you have a question
on a vendor you are trying to pay that may go through Teacher Retirement.

Step 1: Payroll PO’s

For _, you will need to send Julie Nieves/Payroll 12 properly

filled out PO’s for Before/After Care Payroll when the school year starts. *If you
don’t have a B/A Care, then ignore this step.

For _, you will need to send 20 properly filled out PQ’s to Julie
Nieves/Payroll for Student Store payroll when the school year starts.

Step 2: Fill out Before/After Care Payroll PO
Fill out the Before/After PO that needs to be sent to Julie Nieves/Payroll.

1. Vendor No. 114300
2. Date of Order: The date can be the date you turn itinto Payroll.

SCHOOL ACTIVITY FUND “ECEIVED  pyrCHASE ORDER NUMBER

PURCHASE ORDER MAY 21 2026 SA 60469

o 114300 Schaol Activity 2

Vendor No. Clivity
Date of Order

[ Independent School District No. 2

5 |14 IZ& Cleveland County
The Board of Education of Moore

Equal Opportunity Employer Rev. FY 12-13 Moore, Oklahoma 73160

3. TO: MPS PAYROLL
4. BILLTO/SHIP TO: NAME OF YOUR SCHOOL
5. **MAKE SURE THE PRINCIPAL SIGNS ALL PO’S**



6. SCHOOL SITE: SCHOOL NAME/SITE NUMBER

7. ACCT NAME: BEFORE-AFTER CARE/859

8. DESCRIPTION: BEFORE/AFTER CARE

9. CODEWILLALWAYSBE: 6-61-859-55200-930-900-0000-000-SCHOOL SITE
NUMBER

Equal Opportunity Employer RL\_ll’ 13 Moare. Okluhoma 73160

N 7O
Plock plus = o — — e
Pember MPS-Payroll CONDITIONS
appear on all 1. Invoices to be rendered in duplicate.
Qe N 2. No payment to be made until order is complete.
:::E;gn%ac‘ﬂ: 3. Exempt from Sales Tax (Oklahoma Statutes Title 68,
and conamers | BILL TO ¢ SHIP TO: Section 1356 (A}

4. Dehvenes acknowledged sub_]ect to Purchaser’s mspectlon

Wayland Bonds Elementary

Attn: Financial Secretary - y
14025 South May Ave ) Tniated By
Oklahoma City, OK 73170 =

P _ — ; Prmup.xl
School / Site: 1 Site Administrator:

Account Name: V'v'dy'la'l"la BUW Sponsor:

—__Afoercare) e - T ) ) T
) Account Code
Invaice I;e.\.cnpllun Qty Price Tonal ) ._Yr Fund T P_II)J Func Oby ,[Prog | Sub Job | Unut
No
g M |
A N Payroli for before a,.yd ; 6 61 859 55200 930( 900 0000 00q 181

H2H o —— - -

(S

* After you get the Labor Distribution report for the Before/After Care employees,
you will send those to Julie Nieves/Payroll and she will calculate the totals.



Step 3: Fill out the Student Store Payroll PO’s

Fill out the Student Store PO that needs to be sent to Julie Nieves/Payroll.

1. Vendor No. 114300
2. Date of Order: The date can be the date you turn it into Payroll.

SCHOOL ACTIVITY FUND ~SECEIVED PURCHASE ORDER NUMBER

PURCHASE ORDER MAY 21 228 SA  £04893
VemiGaNG,  mi500 - Schooi ACUV“V
Date of Order
Independent School District No. 2
o3 [14 l26 Cleveland County
The Board of Education of Moore
Equal Opportunity Employer Rev. FY 12-13 Moore, Oklahoma 73160

TO: MPS PAYROLL

BILLTO/SHIP TO: NAME OF YOUR SCHOOL
**MAKE SURE THE PRINCIPAL SIGNS ALL PO’S**
SCHOOL SITE: SCHOOL NAME/SITE NUMBER
ACCT NAME: STUDENT STORE/974
DESCRIPTION: PAYROLL FOR STUDENT STORE
CODE WILLALWAYS BE: 6-61-974-55200-930-900-0000-000-SCHOOL SITE
NUMBER

0 o tl-En L S 00



Equal Opportunity Employer Rev.FY 12-13 Moore, Oklahoma 73160

I All information TO: ‘

within ship to |
l block plus MPS ( | |
ot | pyypoy | | ‘ CONDITIONS |
appear on all 1. Invoices to be rendered in duplicate.
invoices, ; ‘ 2. No payment to be made until order is complete.
ShFpng ppes | 3. Exempt from Sales Tax (Oklahoma Statutes Title 68,
wéeomies. | BILLTO  SHIPTO; || S )
' ' ‘4. Deliveries acknowledged subject to Purchaser’s inspection, |
SOUTHRIDGE JR HiGH oL |
Attn: Financial Office/M. Martine2
14141 S. Pennsylviania |

Initiated By:

Oklahoma City, OK 73170 J [
(405)735-4682 fax (405)793-32

| ‘ Principal / k_%j@-\
i School / Site: SOUTHRIDGE JR HIGH | | Slle,»\dmlmslramﬁ-" ;

=

—

’i ; Sponsor:
| 1l

| Account Name: _ STUDENT STORE

| Account Code |

r T T T T ]
Invoice Description Qty | Price l Total | Yr | Fund | Proj Func [Obj |Prog | Sub | Job |Unit|
No. | | |

e
ir

/{ﬂt | W
|

Payroll for student store l 6 ‘ 61 ‘974 55200 |930|900 | 0000 | 000 69&5

1T 11

| |



Step 3: Filling out an example of a Teacher Retirement Vendor

#1 example is of a Camp Classen Director. You MUST have a Time Sheet form
attached to the invoice that has the Name of Director, Amount to pay the

Director, and the Dates of Event on it.

SCHOOL ACTIVITY FUND

PURCHASE ORDER

Vendor No. 114300

Dinte of Order

7] 14] 25

FEqual Opportunity Employer Rev. FY 12-13

aticn | TO:
withan ship 1o

block plus
purchise onder |
number must

MPS - PAYROLL
1500 S.E. 4th St.,
Moore, OK 73160

opeciren.| !
g conners. || BILL TO / SHIP TO: I

SOONER ELEMENTARY |
5420 S.E. 89TH STREET '
[ OKLA CITY, OK 73135

!

': — — — — 4
School 7 Site: SOONER / 160 i
I ~ ACTIVITY/83% I

Account Name:

- :”\.,I,‘.IU: | Description Quy | Price
I aie 1305 T i

Camp Classen Director

4 N | 1 | $1,076:%| $1,076.50| |

|l SHpivne

PURCHASE ORDER NUMBER

SA 604394

Independent School District No. 2
Cleveland County
The Board of Education of Moore
Maore. Oklahoma 73160

CONDITIONS
. Invoices to be rendered in duplicate.
. No payment to be made until order is complete.
. Exempt from Sales Tax (Oklahoma Statutes Title 68,
Section 1356 (A)
4. Deliveries acknowledged subject to Purchaser 's inspection.

Wt =

l Principal /
| Site Administrator: CC’DO \aMﬂ
Sponsor:
Account Code
Tonal IYr | Fund Proy | Fune Obj | Prog Sub Job [ Unn

— | . — |

55200 ' 930| 900 0000 | 000 Eso
-l -

661 839




#2 example is of a PO to pay multiple teachers for an extra duty assignment. The
same Time Sheet form is required for this example.

SCHOOL ACTIVITY FUND

PURCHASE ORDER
Vendor No.

Daste of Order
= | 43] P

PURCHASE ORDER NUMBER

SA 603618

114300

RECEIVEL

Independent School District No. 2
Cleveland County
The Board ot Education of Moore

Equal Opportunity Employer

TO:

| All information
within ship to
block plus
purchase order
number must
appear on all
nvoices,
shipping papers
comrespondence
and containers

MPS Payroll
1500 SE 4th Street
Moore, OK 73160

APR 30 2028

Moore. OKklahoma 73160

Rev FY 1213

~—School Activity

|| CONDITIONS
1. Invoices to be rendered in duplicate.
2. No payment to be made until order is complete.
3. Exempt from Sales Tax (Oklahoma Statutes Title 68,
Section 1356 (A)

.\,

BILL TO/ ggmg;;%:ﬂementary

Attn: Financial Secretary
3201 S Santa Fe
Moore, OK 73160

4. Deliveries acknowledged subject to Purchaser’s inspection. J|

| | _Ini_tiutcd By:
s — '@E’kﬂ'dgE ? = N Principal /
!‘Schoul / Site: fiss ! Si!z_i\__(._i_r\1ini'-l:-'3.l s S—
= A BT - = ':'> o ; ————
Account Name N | |. on-nuf — 0 g
Account Code
[ Invoice Descnpuon = | Qly. Price Tatal Yr | Fund Proj Func I()bj Prog Sub I JJv Unit
No.
. q ,\(5;_7 - l $1,125.0( % 61 839 55200/ 930 S0p OOOiJ 000 185
b%\i\b LIM Employee Stipend for|training rees i
Mo
l 1-.' P rlu on June 3, 2026 | | | | |
\y_.) - _ . SN — | R — 'T
v I | |
[ |
 — E— |
I i |
|
* * - .
link to Time Sheet form**
chrome-

extension://efaidnbmnnnibpcajpcglclefindmkaj/https://resources.finalsite.net/
images/v1694184792/mooreschoolscom/oam7sdflmj43vaitxu96/StandardizeTi
meSheet.pdf



Step 4: Payment of the Payroll PO

All Payroll PO’s will be sent to Julie Nieves/Payroll through school mail or brought
into ASC. She does all the calculations and passes them to Student Activity to pay.

After the check run is done, the processed PO’s will be sent back, so you have

them for your records. That is the time you will know how much was paid on that
PO.



TRANSPORTATION

Whenever you get a trip request from a sponsor/teacher, or have to turnin a
Schedule Activity form to Transportation for a field trip...this is what to do for the
Student Activity side to get that Transportation PO paid for.

Step 1: Transportation PO
Fill out the PO that needs to be sent in to Student Activity.

1. Vendor No. 114300 — same for all transportation PO’s

2. Date of Order: The date can be the date you turned in the Schedule
Activity form, because you may not know exactly when the trip will be
taken and paid for.

SCHOOL ACTIVITY FUND “EUEIVED  pURCHASE ORDER NUMBER

= M
PURCHASE ORDER AY 21 2026 SA 604692
1 5 HYIE .
Vendor No. 14300 - &'Chooi Acm‘"“y
Date of Qrder
| ]’2 Independent School District No. 2
S 114 P6 Cleveland County
The Board ot Educaton of Moore
Equal Opportunity Employer Rev.FY 12-13 Moore. Oklahoma 73160

TO: MPS TRANSPORTATION

BILLTO/SHIP TO: NAME OF YOUR SCHOOL

**MAKE SURE THE PRINCIPAL SIGNS ANY PO’S**

SCHOOL SITE: SCHOOL NAME/SITE NUMBER

ACCT NAME: SCHOOL ACTIVITY/839

DESCRIPTION IS THE PLACE OF THE FIELD TRIP—IF YOU DON'T KNOW
WHERE THEY ARE GOING THEN PUT THE GRADE GOING ON THE FIELD TRIP.
9. CODE WILL ALWAYS BE: 6-61-839-55200-930-900-0000-000-your school
site number

8 =l P B



Equal Opportunity Employer

All information

|| within ship w0
block pins

|| purchase order
number must
appear on all
nvaices.
shipping papers.

|| correspondence
and containers

[ TO:

MPS - TRANSPORTATION

BILL TO / SHIP TO:

FISHER ELEMENTARY
ATTN: FINANCE OFFICE
11800 SOUTHWOOD DR
OKC, OK 73170

405-735-4180 FAX 405-913-7080

| School i Site: FISHER - 155

Rev. FY 12-13

—

Moore, UKlahoma /3160

CONDITIONS

| 1. Invoices to be rendered in duplicate.

W 9

. No payment to be made until order is complete.
. Exempt from Sales Tax (Oklahoma Statutes Title 68,
Section 1356 (A) |

4. Deliveries acknowledged subject to Purchaser’s inspection.

Initiated By :

Principul ¢
Site Administrator:

[T 4 / 1 -
.«,/ mam sfjc_,k/-f.u_zl.r'acl’l_)

—— ~ |

|| Account Name:  ACTIVITY - 839 Sponsor: o i
| Account Code
Invaice Desenption | Quy ] Price Total Yr | Fund | Proj Fune 0Obj Ing | Sub Jab |L'n|1
No |

¥
i

155 ' .
D’)]C(—‘ /) aerurn From camp cLassen |

DAVIS OK

10/24/2025
REGULAR & BAND BUS

i 6 61 | 839 | 55200 | 930|900 0000 000| 155

Step 2: Schedule Activity form

On the Schedule Activity form in the Moore Schools Activity Tracker:

Make sure the “TYPE OF FUND” says Activity on the Activity Tracker. You must
have a PO number on the Schedule Activity form when you turn it in.

Have a PO set aside, and filled out, before you do the trip request.



Schedule Activity

Sponsor:

Sponsor Phone:
School/Department:

Type of Requesl:

Activity:

Destination:

Vehicle Type:

Date Needed:

Date Retum:

Number of Riders:

Number of Wheelchairs:
Time Needed:

Time of Deparlure:

Time of Return:

Location to Board:

Tnp Comments:
Transporiation to provide driver:
If NO, Name of Driver(s):
Transporiation to provide special needs
assistant:

if NO, Name of Assistant(s):
Type of Fund:

Account Number:

Activity Fund P.O. Num:

Step 3: Pay Transportation PO

Tiffany Reynolds logged in

<% The following information has been sent for approval. You may print this page for your records.

K. Kidd. S. Wilson, S. Hughes, A. Cook
4057354120

Broadmoore Elementary

Activity

Regency Park Baptist Church

2001 N Janeway Ave, Moore, OK 73160
Bus

51412026

5/14/2026

86

0

9:15:00 AM

9:30:00 AM

3:00:00 PM

Front Circle Drive

Only one bus needed, will provide driver.
NO

Chad Wilson

NA

Activity
839
609714

Send the Transportation PO to Student Activity. The PO will be putinto a log to
show which PO’s we have received. It will be held there until it’'s ready to be paid.
If you have a question about the ones we have received, and the ones we haven’t

received, please call.

Once you have completed the Field Trip, and turned in your paperwork to
transportation, then Rhonda Newmark gets a report of what trips to pay for.
When Rhonda is done with her report, the PO’s get processed on the next

available check run.

After the check run is done, the processed PO’s will be sent back, so you have
them for your records. That is the time you will know how much the PO was.
Transportation has their own way of calculating the amount per driver. We only
know the dollar amount of the PO’s when Rhonda is done with her report.



My Payments Plus Instructions Secondary
Step 1: Submit Fundraiser Request Form

Must receive approved fundraiser request form before creating a My Payments
Plus Activity Request

Step 2: Create Activity in My Payments Plus
From home page of My Payments Plus click the Activities Tab.

Welcomea, Miranda Curl Edit Profile / Change Password Logout
m ments ¢
yPay rﬂus'.. Institution: Curl (Moore Public Schools

Dashboard People Search Activities Enrollment Exams Fees Reports Settings  Logout
B S et e —— = R T s P aEE e Lt Tl gy beasita e, L So o aa e s st T =

MyPaymentsPlus Dashboard

Click Create Activity

myPayments ' welcoma, Miranda Curl  S0iFoe s foa i Payes
ey, 3..... Institution: Curl (Moor Public Schools) W a lems
ashBoard, Feniie Seaten, viliviloe | aemilseal.  Easine  fews . Mepaiv. Seftings.  Logwet

!-—\hlt_ apom dthvition |

Songed ime E Tl Enrollments Only . Creatsd By Ma
- Select Category v - Select SubCateqory
Schoal ¥r 2025 - 2026 v Salect Fam
Al & Currently Avalable ‘1 Draviously Acalfable 7 Caming Up
Astiuils Nome = Crmatas Realstealion Slarl  Neaistratlan knd  Activile Start  Activitv End Enroliment  Ouantilv Actinn

Fill in Activity Name and Description fields.
Select the category and sub-category that best fit your fundraiser description.

Move School Site and applicable grades from the Available field to the Selected
Field.

Is Availabie Selected

Apple Creek Elementary - I
Briarwood Elementary [
Broadmoore Elementary |
Bryant Elementary

Central Elementary

Central Jr High ] <
Farlvwine Flementarv v

Brink Jr High -

>
>
<

<

Is Available Selected

4 1 7
>>=8

& >
(I
<<

DA3 v

> o oun

AT1

is through



You move over the School Site and applicable grades by highlighting them on the
available side, select the > button to move the highlighted selections to the
selected side.

Fill in the start and end dates in the registration and activity date fields.

Complete Price Section by Entering the name of the item being sold or the fee
being collected, putting in the price and selecting a code from the account code
drop down. (If correct code is not in the drop down please email Josh Moore to
enter correct code.)

DO NOT change anything in the funding account section

|
Funding Account | Default Funding Account ¥ WARNING: Changing this will have consequences to funding

Rate Plan section will be set at default.

Fill in the Contact name, phone and email information for the primary contact for
the fundraiser.

In the Advanced Settings (Optional) section click the plus buttons on each tab to
show additional fields.

In Availability click your site in the location drop down.

In Payment Options select either Fixed or Variable in the payment model drop
down depending on what type of payments will be accepted for each fundraiser.
Select Allow Recurring Payments in the option field.

In Email Notifications type in all emails for individuals that need to receive
payment information for the fundraiser. If entering multiple emails you will
separate with a comma.

In Roster Email Schedule select from the drop down daily or weekly. This will
determine how often the individuals receive notifications of payments made.

Select Upon Enrollment in notification Options.

When all fields are completed select Save on the bottom of the page.



After you hit save there should be a green bar that appears at the top that says it
has been saved successfully.

- Pl Ineilution Curl (Muare ubiic Schools

Heguils t4iEags

Activity Seacth

2 Earoliments Only 0 Created By Ma

ehei Catwite v - Selact SubCateqory

Common Mistakes:

Incorrect codes selected. (le. Wrong Site, or Project). This leads to all money being
deposited to the incorrect location.

Dates incorrect. ( le. Wrong year or wrong start and end dates). This will make the
activity not available when people attempt to look for the activity.

Incorrect Grades Selected. This will also not make the activity visible to the
correct people.



Activity Name

Description

Add Image
Category

Student Schools

Grade Levels

Registratlon Dates
ActivityDates

Price

Funding Account

Rate Plan

Contact Hame |

Contact Phone
|

Contact Email
I

Advanced Settings (Optional)
Avallability
Payment Oplions

Payment Model |

Options

Emall Nofiications

Notification Members

Roster Email Schedule

Notification Options

Forms and Resources

BRSO R G P

BRINK JR HIGH AGENDA & NOTEBOOK

BRINK JR HIGH AGENDA & NOTEBOOK

AGENDAS
Available

Apple Creek Elementary
Briarwood Elementary
Broadmoora Elamentary
Bryant Elementary
Central Elementary
Central ir High
Farlvwine Flamantany

Available

01
Q158
0z
03
04
045P

07/31/2025 11:00 AM
07/31/2025 11:00 AM
Load Fee Splits from a Template
Name Full

BJH AGENDA & NOTEBOO‘ $15.00

Default Funding Azcount

Default

com,

Fixed i
@ allow Recurring Payments

T Auto Checked on Payment Screen

Enter 3 comma separated list of email addresses

mavismyers@mooreschools com

Daily "
Upon Enrollment
T Notify Home Schoal Emai) Group

 Collect Student Emait

v Sub-Category None

Selected
al— .
. >3 Brink Jr High
>
—
<
<<
-
Selected
s = 07
0122 o8
> |7
— a
<
<<
v

through 05/20/2026 8:00 PM
through 05/20/2026 8:00 PM
¥
Reduced Free

$15.00 $15.00

Account Code

v WARNING: Changing this will have consequences to funding

-

VErse | Edit

+




School Activity Transfer Form

Transfer Form is used when you need to Transfer funds from one project account
to another. Also, when you need to Transfer funds from one School or
Department to another School or Department.

All transfer over $5,000.00 MUST BE board approved.

Must have required signatures before sending to SA Department.

SCHOOL ACTIVITY Q\ﬁ
TRANSFER ¢ 2
R

<@ o0

Date Submitted 7200y cate. %

School JYAm/ /lldmﬂ/ St
HUUH - #6585

Transfer frvm: \.@'Udﬁ Proj. ¥ 473 Amount S DD oD

(account name)

SRIH- #4690
Transler to: £f0 Pruj. 4 073 A S 00 ‘]‘2

(sceount name)

Explanation for transfer:

Keimhurse. SRIH Lo
ﬂg_iﬁdp_x_ﬂ,u.ﬁ

Aol

Sponsor X Administrator/Principal 2

(. sgnature) (signature)

All transfers over 33 00000 nust by board approved, Board Approval
Date

School Activity Oflice Date Completed




FUNDRAISER RECONCILIATIONS

When a fundraiser concludes, a reconciliation must be completed to ensure that
all funds received and receipted have been accurately deposited into the
fundraiser’s account.

Step 1: Get all paperwork together
Here is a list of all paperwork needed for a reconciliation:

A. Fundraiser reconciliation form completed with ALL required signatures at
the bottom of the form.
B. The white copy of the Financial Secretary receipts.
C. You must also include one of the five following options to show how money
was received:
1. The yellow copies of the school activity fund receipts. (student/parent
receipts) *see example below Step 4
2. AS10 or Less sheet. — Please make sure totals match to the individual
lines. Please have original signatures at the bottom. If there are any
discrepancies, please make notes. *See example below Step 4
3. Inventory sheet for concession items. (i.e. Water, candy, snacks at an
event) *See example below Step 4
4. Ticket Sales form *See example below Step 4
5. Register receipts used for Scholastic Book Fairs. You only need to
reconcile the cash and change totals for Book Fair money deposited.

**Appropriate receipt options should be used in accordance with the specific
fundraiser being conducted.

* https://www.mooreschools.com/departments/finance/school-activity *
link to find all reconciliation forms
D. Copy of Fundraiser
E. Copy of any Invoices that were used to purchase anything for Fundraiser.




Step 2: Match the money received to the money deposited.

Please make sure the money collected documentation (options from 1.C.)
matches what was recorded on the white Financial Secretary receipts.

If you chose Option#1 then you will write on the “Cash Receipt From and To” line
of the (white) Financial Secretary receipt- what (yellow) sponsor receipts add up
to the amount of the (white) FS receipt that was deposited.

™
O 4
\,I \L
N ’ AV \\Q | \‘é’
o N\

S FINANCIAL SECRETARY FUNDRAISER = (j—(‘("{f{’_ = I “T\\ .
MHOCSCOMISOE ] ‘ (’—E:s;]-;e‘ceipl from 5021351!:: 5(-_3-;26% 6\@&‘{\\&
o 5/13/55 e — PP N
ACCOUNT NAME SA- DESCRIPTION OF ITEMS B 74- G( o &\\‘\\}(\

N
ot

ced] als : . i
FUND 61 PROJ bf) /SOI_'RCE OF RE\L/ /9& gR()G (;Cf) UNIT /35 AMOLUNT % /O) O é:-

F 608251

Step 3: Fundraiser Reconciliation Envelope

Once you have filled out the Fundraiser Reconciliation form, gotten all receipts
together for the money received/deposited; place all of that in a 9x12 envelope
and adhere the reconciliation label on the front of the envelope.



School Name Fundraiser #

Name of Club Project#

Sponsor Name Item Sold

(example  t-shnt/dues/ ndy)

Copy of Invoice
(ODIy Al items e pureh el )

Td here WO
WA
Lo do

sf xR

anaw 14 Env

Step 4: Fundraiser Reconciliation Turn-In

After your envelope is complete, please send to Student Activity through school
mail, or drop off to Student Activity office at ASC.

If there are any issues with the fundraiser reconciliation, or missing signatures, it
will be sent back to the school to get fixed.

If something needs to be explained for use to understand what is going on with
the amounts, then leave a note. Otherwise, it will be sent back for clarification.



**Step 1.C

Option #1 Sponsor/Teacher (yellow) receipt
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SCHOOL ACTIVITY FUND RECEIPT

MOORE (. |

Account Name

Public Schools

LEARNING FOR LIFE

PROJECT #

Date: 2 B
Received from: ' R 1 b el |
S Y S W L }
For: P L T Y W 2R Ui

Amount Paid $
Received by

Balance Due §

D Cash C] Check




**Step 1.C

Option #2 $10 or less Sheet

SCHOOL ACTIVITY FUND
MONEY COLLECTED $10.00 OR LES -

School Name Project #
Item sold
Financial Secretary Cash Receipt # Date
Date Received Student Name Amount
[ ) ]
N oL —
i - )
i
l. NN £ | >
R < ‘uf'\\ A k P
= R b T s =
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\N‘)-‘ | = . }_\t—/ \\‘—\ [ ‘ X_
i R - N\
N 4 '\.\" \)K'L \\’ b — o
& O N W ‘ A :
\\ < N | N .Z - | Y > —
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TOTAL AMOUNT COLLECTED §

Teacher/sponsor signature




**Step 1.C

Option #3 Inventory Sheets
(Single Item Weekly)

School Activity

Inventory Sheet
{Single Item Weekly)

School Account Name Proj. # Site
LA b
Financial Sec. Datea of Price Beglaning Quantity Qty. of
Receipt # Depaoslt Each Count Purchased Credits
Week Totals
Explanation of Credita:
PO # Amount
Purchases: = —
Teacher/Sponsor Signature
School Activity
Inventory Sheet
{Multiple Items)
[- Schaol Account Name Proj. # Site
|
) )
Price each Beginning Quantity Qty. of
tems Count Purchased Credits
Explanation of Credits — = — = S —
PO # Amount

Purchases:

Financial Sec. Receipt #

Date of Deposit

e
)]
A Y X
Fundraiser #
Item Sotd
Quantity Ending

Sold Caunt

Fundraiser #___
Items Sold

Quantity Ending
Sold Count

Teacher/Sponsor Signature



**Step 1.C

Option #4 Ticket Sales

School Activity
Ticket Sales

Fundraiser #

Date

Last ticket # sold

First ticket # sold -

Total # tickets sold

Ticket price X

Total sales =

Signature

School Activity
Ticket Sales

\~ . Fundraiser #
- X

% Date

t

Last ticket # sold

First ticket # sold -

Total # tickets sold

Ticket price X

Total sales =

Signature




** Step 1.C

Option #5 Book Fair Register Receipt
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REPORTS- General Ledger

You will need to run reports regularly to reconcile your balances/ledgers for each
account. This will help you make sure everything you have coming in (receipts),
and going out (invoices), matches what we have in your account. It is also helpful
to catch errors quickly.

Step 1: Getting to Correct Reports Page

Click on the three lines on the top left and choose Modules then choose

FAS/FAS Reports/Balance Sheets Reports/General Ledger Detail (Report Specs)

Step 2: Fill in the information to retrieve the correct report

Report: ACTO1 *from the drop-down menu —select, then hit “OK”

Click “USE THIS REPORT SPEC” button on the right.

“SELECTIONS” Section

You will need to fill in the following slots:

*only change the slots listed below. Don’t change any of the other information.

Project: Acct number you are wanting to run the report for. Make sure to change
both the “From” and “To” sides to be able to pull one account, make them both
the same number.

Site: your site code number

Click “RUN REPORT”
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BEFIRTTRING

Canaral | edpar Nt (Aapar Spacsi

Heporl aC100 vl Uale 4712026 wu 5 |v @ Oatal O Swrmary
libe Summary of Scheol AcUly Accuonts | Perods 'm | 1 o User
© Show ArCOUnTs W 7ar0 Ralan-e v s -

RUN REPORT | [T e —
Sort/Totals

Dimondon Name [ Hozgtng ek

Q1L ! g

ik
<

W drbage € & ott 3 P

**1f you think your account has a Zero Balance, click on the “Show Accounts
With Zero Balance” button. This will show the transactions of accounts with a
zero balance.

Step 3: Reconciling the Report

Another window will pop up and you will need to hit the “Preview” button at the
bottom, right-hand side of the new window.

R - -Els - s cEE- -~ -

Notiflcation Center:

You can print the report, or just visually, go through the report and reconcile your
personal ledger to what is reported. Do this for each account.

*If you do this on a regular basis it keeps from having issues later in the year.



DEPOSIT EDIT LIST

Step 1: Running an edit

After you have entered all your deposits into your batch, you will need to print an
edit list of the Batch for Student Activity to check. The cover sheet, edit list, and
supporting Student Store documents will then need to be brought into Student
Activity on the date due in SA Office.

Step 2: Steps for printing an edit
Modules/FAS/Processing/Cash Receipt Processing/Print Cash Receipt Edit List

This process will bring up a separate window. You will need to fill in the
highlighted sections and click Preview to get the edit list to come up.

Batch Year
26 v

Begin Batch

| ]

End Batch

| |

Show Parameter Page

Preview



Step 3: Print edit

You will need to print the edit from the action bar directly above your edit list.

«»xo«uomu»n; aaaaq

Do a quick look over the edit and make sure all the money you deposited for the
current check run is on the edit you printed for the batch.

Step 4: Turn in Edit list

Bring Payment Edit to the Student Activity office on the date it is due in Student
Activity. It will be checked by Student Activity. If there are any changes that need
to be made, we will reach out to you and have them changed before we are able
to complete the deposit of that batch.



PAYMENT EDIT

Step 1: Running an edit

After you have entered all your PO’s into your batch, to be paid on each check
run, you will need to print an edit list of the batch for Student Activity to check.
The cover sheet and edit list will then need to be brought into Student Activity on
the date due in SA Office.

Step 2: Steps for printing an edit
Modules/FAS/Processing/Payment Processing/Payment Edit List

This process will bring up a separate window. You will need to fill in the
highlighted sections and click Preview to get the edit list to come up.

Batch Year

26 v

Payment Request Date
month/day/year B

Print Option
Posted & Unposted v

Print Accounting

Yoo v

Print 50 Net Checks

Yes v

" Print Approval Information
Mo -

Include Payments with Pri...
Ma b

Sort Option

Vendor Name v

Begin Batch 1
Al J

Ene Batch 1




Step 3: Print edit

You will need to print the edit from the action bar directly above your edit list.

« A X O « u o/on»ﬂ: aaaaaq

Do a quick look over the edit and make sure all the PO’s you intended to be in
that batch are printed on the edit list.

Step 4: Turn in Edit list

Bring Payment Edit to the Student Activity office on the date it is due in Student
Activity. It will be checked by Student Activity. If there are any changes that need
to be made, we will reach out to you and have them changed before we are able
to complete the payment of that batch.



INSTRUCTIONS FOR
SCHOOL ACTIVITY FUND CHECK OUT

When preparing your check out documents for the end of the year:

Please include a copy of the Balance Sheet Detail Report for each project
number. Elementary — for all projects (839, 843, & 859), Secondary — for ALL
projects associated with your site. (This report must be attached to your check
out sheets.)

See Reports section of manual for instructions on printing this report.

Check out sheets are set up for you to type the amounts in each section and it
will automatically calculate for you. Use the ending balance and date shown on
your Balance Sheet Detail Report. You will not need to attach an adding
machine tape. Check out sheets must be signed by the Sponsor and the
Principal (PHYSICAL signatures are required no stamps or names typed in). If

the account does not have a sponsor, the Principal must sign as the sponsor.
School Name

Account Name Project Number
1) Enter Deposits that are not shown on the 2) Enter Purchase Orders below that are not
"Balance Sheet Detail Report” shown on the "Batance Sheet Detail Report®
Date of Deposit | Fin. Sec. Rec. #| Amt of Dep. Vendor Name PO Number |Amt. Of PO
Total $0.00 Total $0.00
3) Enter Purchase Orders below that are
Comments Outstanding(Holding for Invaoice)
Vendor Name PO Number |Amt. Of PO
Total $0.00




Report Date  Ending Balance

Ending balance shown on the "Balance Sheet Detail Report” $0.00
1) ADD Deposits not credited to the "Balance Sheet Detall Report” (+) $0.00
2) SUBTRACT PO's not shown on "Balance Sheet Detail Report” O] $0.00
SUBTOTAL $0.00

3) SUBTRACT PO's Outstanding(holding for invoice) - $0.00
Total $0.00

This account is in balance and all reconciliation sheets have been tumed in.

Reviewed by Financial Secretary Principal

{Sponsor Signature)

Ledger sheet (that you have kept throughout the year) for each account showing
it balances to your check out sheet. The total on the checkout sheet must be
the same as your ledger sheet. Section 3 on your check out sheet is for
purchase orders for invoices you have not received from the vendor. These must
be left with the SA Department over the summer. Enter the estimated amount
of the invoice and enter that amount on your ledger sheet.

File in order by project number. (Secondary)
Inactive accounts must have a file and a check out sheet. (Secondary)
Financial Secretary Receipt books (3 on a page) - yellow copy of deposit receipts

written for school year are to be stored on your site with other purchase orders
and deposit copies for 5 years.

List of receipt book numbers checked out to teacher/sponsor. (Receipt books
are to be included with fundraiser reconciliations.)

ALL FUNDRAISER RECONCILIATIONS MUST BE TURNED IN BEFORE YOUR
CHECK-OUT DATE.

COMMERCE sign in/sign out sheets must be turned in with check out. They must
have physical signatures — no typed names.

Josh will send an email closer to check out time with all of this information and
the forms that you can edit at the end of each year.



