   Student Activities

Fiscal Procedures and Forms

      HURON CITY SCHOOL DISTRICT
Annual Statement of Purpose and Budget

Board policy requires that all School Groups annually file a Statement of Purpose and Budget with the Superintendent.

This is done on the Statement of Purpose and Budget Form. This form is located on the District Web Site under the Forms Section. A sample is attached.
 As part of the form a budget must also be prepared (Estimated Revenues; Estimated Expenses).  This assists in providing a general scope of the group’s activity for the School Year.  It does not bind the group to a specific activity or budget.  

Once completed the form should be sent to your Building Principal or, if it is applicable the Athletic Director for approval. It will then be sent to Superintendent who must also approve it. The final step is in the Treasurer’s Office. The amounts will be appropriated to your accounts and a copy of the form returned to you.

This must be done prior to the start of the school year or at the point you become in charge of this particular group.

If this form is not filed the group cannot hold fundraisers, projects, etc. and you will be unable to obtain requisitions or purchase orders.
Fund Raising Activity

Any group planning to do fund raising must submit and prepare a 

Sales Project Potential Form. Again, this form is on the District Web-Site under the Forms area. And, a sample is attached.
One purpose of this form is to allow proper scheduling of activities.  As Huron is a small community it is important that the community not be overwhelmed by multiple fund raising activities at the same time.  Likewise, proper scheduling will enhance the probabilities of success.

Once completed this form should be sent to your Building Principal. Or, if applicable, the form should be sent to the Athletic Director for approval. It will then be sent to Superintendent who must also approve it. The final step is in the Treasurer’s Office. 

This form is also used in the Treasurer’s Office to establish your final appropriation.  Without this you may be unable to expend funds for your activity.
The amounts will be appropriated to your accounts and a copy of the form returned to you.
For this reason, the estimate needs to be as accurate as possible on what you plan to order.

If you exceed the amounts on the form you need to submit an amended form.

Once the appropriation is complete you may ask your building secretary to prepare a Requisition for your project needs.  After that is done a Purchase Order will be issued.

Remember if you haven’t filed a Statement of Purpose and Budget or a Sales Project Potential Form your requisition and purchase order will not be processed.
Also, you must have a purchase order in order to reimburse expenses incurred by you in an activity.  AND BY OHIO LAW THIS MUST BE DONE PRIOR TO INCURRING THE EXPENSE.  The Treasurer may not reimburse expenses that have been incurred without prior approval.

Often, individuals think that a simple solution to this “bureaucratic paperwork” is to buy the goods themselves and seek reimbursement for the expense.  If the proper forms are not filed the Treasurer cannot do that.

Likewise, it is a violation of Ohio Law to use proceeds to pay off fund raising costs other than via depositing it with the Treasurer.

Collection of Receipts

This area is the one that can get you into trouble very quickly.  The rules governing collecting monies from a student is governed by the Ohio Revised Code, which leaves no room for creative accounting methods.

When students return money you must prepare a Pay In Form.  Again, this is available on the District Web Site under the Forms section.  A sample is attached. This form records money received from the various sources.  Preferably individuals will pay by check.  If they pay by cash you should issue a receipt to the individual. Receipt books are available with the building secretary or in the Treasurer’s Office. You may find it beneficial to make a copy of the check.
After you complete the form, you make sure that the money received balances to the amounts on the Pay In Form. Then prepare a deposit slip and give them to the building secretary. Deposits are picked up daily.  Deposit tickets are available in the building secretary’s office or in the Treasurer’s Office.  The auditors randomly audit receipts each Fiscal Year and will require backup such as the cash receipts record.

Deposits must be made on a daily basis.  You may not hold money.  

WARNING WARNING WARNING.  You are responsible for any monies received by you from students.  The Ohio Revised Code requires that this money be turned in daily to the appropriate authority.

BAD NEWS.  You are personally liable for any lost funds or fund raising shortfall.

Auditors routinely issue “Orders for Recovery”, which means you must pay back any monies so designated.

Completion of Fund Raising Activity

Once your fund raising activity is complete you need to complete a Summary of Sales Project Report. This form is on the District Web Site and a sample is attached.

This form is given to your Building Principal or Athletic Director, if applicable. They will sign and forward it to the Superintendent’s Office. It will be then be filed.
To summarize:
· Prepare and submit your Statement of Purpose and Budget Form prior to the start of school or when you take over the organization.

· Prepare Sales Project Potential Form for each fund raising activity.

· Properly record and balance any monies collected.

· Deposit all monies on the day you receive it using a Pay In Form.

· When the activity is over Prepare a Summary of Sale Project Form and send the form to the proper places.
· Document, Document, Document!!

Purchasing Procedures for the Huron City School District

Fill out a requisition including “ALL” information.  Include shipping if you are having it sent to the school.  When the requisition is complete give it to your secretary.  She will enter all the information into the computer.  Another alternative is to use the school credit card in which the vendor would be American Express.
After your secretary enters your requisition and prints it, she will then give it to the school principal or athletic director for approval.  Once he or she signs your requisition, it is then sent to the Board Office for the Treasurer and Superintendent approval.  Once your requisition is approved it is given to the Assistant to the Treasurer (Eileen).  She then enters it into the computer and turns it into a purchase order.  The purchase order is approved by Treasurer.    She will mail the original copy (unless told otherwise), send a copy to the school’s secretary, and keep a copy.  When your order is received, let your secretary know, and she will pull a copy of your purchase order, and write the date and “okay” to pay on it and send it back to her.  This is very important, because this is the only way that she knows that your order is okay to pay.  Per Ohio Law, we must have an okay to pay/order received from you to pay invoice.

Procedures for Using Credit Cards

STEP ONE




Prepare and process a Requisition



Note:

Vendor will be American Express
STEP TWO

Obtain a signed Purchase Order. YOU CANNOT GET A CREDIT CARD WITHOUT A PURCHASE ORDER
STEP THREE




Present Purchase Order at the Treasurer’s Office (Eileen)
STEP FOUR



You will be issued a credit card and tax exempt form.
STEP FIVE




After you have made purchase, taken trip, etc. return credit card




Plus all receipts to Treasurer’s Office

  Guidelines:

Cards can only be used for school business.








Cards should be used when a vendor will not bill the school







