To:		Club Advisors 				BHMS Activity
 Account Procedures



From:		Briana Venturo

Date:		January 2022

Re:		Procedures for Fundraisers and other Activity Account Expenditures


*New Policy- There will be a deposit sign-in log at the Bookkeeper’s Desk.  You just need to write the date, amount, club and sign the log. It should be delivered personally and signed in.  Students are not permitted to bring deposits to the office; only Staff members are bonded.
*******************************************************************
 Hard copies of the following BOE Regulations and Policies quoted throughout this procedure are also at my desk for your review.

· Regulation – 6660 – Student Activities & Other Fund Mgmt. (8 pages)
· Policy – 6660 – Student Activities & Other Fund Mgmt. (2 pages)
· Policy – 8505 – School Nutrition/Wellness (9 pages)
· Policy – 8500 – Food Services (2 pages)

IMPORTANT:  A couple weeks prior to your fundraiser, you should complete the WTPS Fund Raiser form  (attachment 1 explains the form) The forms are kept at the Bookkeepers Desk or I can email one to you.   Per Regulation 6660 – “A budget & statement of purpose must be submitted & approved by the Principal & Central Office prior to each activity.”

NOTE:  UNDER PURPOSE – Please list exactly what you plan to do with the monies and if not sure, list as many things as possible that you might do…  (i.e., club scholarships, school beautification project, support club activities, donate the funds etc.…)  You must spend the monies as they were intended in the Fundraiser.

Please return the completed form to my attention.  Once a Principal signs the form it will be forwarded to the Central Office for approval.  When the fundraiser form is approved, you will be given a copy of the approved form.  Per Board Regulation #6660, fundraisers cannot take place until an approved fundraiser form is returned from Central.  To allow for this processing, please make sure you complete these well in advance of the planned fundraiser. …  




RULES FOR FUNDRAISERS & IMPORTANT BOARD POLICIES ARE BELOW:
1. SALE OF ITEMS (Joe Corbi, gift items, flowers)  ANY SALE THAT IS CONDUCTED FOR PROFIT   OR AN EVENT THAT IS HELD (I.E. MONZO MADNESS, DRESS DOWN DAYS) TO DONATE THE  FUNDS COLLECTED IS CONSIDERED A FUNDRAISER.
· Below are sections of the WTBOE Policy #6660,  regarding student safety issues to be addressed prior to the start of any fundraising activity:
· It is the responsibility of the advisor to have a clear cover letter on any information going home about fundraisers.
· The following statement will be prominently displayed on ALL cover letters to staff, parents, or community: “Door to door sales are strictly prohibited unless the student is accompanied by a parent or guardian”.  
· The prohibition of door-to-door sales must be explicitly stated during any kickoff assemblies/meetings.
· Teachers will inform students that door-to-door solicitation for any fundraiser is prohibited.
· Students should be reminded not to carry large sums of money on them at any time.
· Students will be encouraged to approach only family and friends, with parental approval, in their fundraising efforts.
· No minimum amount of sales will be promoted or required and no dollar amount specified.
· A directed goal for the proceeds will be stated on all cover letters, (i.e. class treasury)

· When students sell items, please encourage checks only.  Checks should be made out to  “BHMS  – Name of Activity Account.” (i.e. BHMS-  German Club)  Each check should have the student’s first and last name on the memo portion.  It is the advisor’s responsibility to provide a receipt to the student for the purchase of items (i.e. yearbooks).   It is also the advisor’s responsibility to track the students who purchased items (i.e. yearbooks) or paid for a trip.  
· To submit your collected funds to the bookkeeper, you will need to complete the Deposit Slip…(see attachment 3)  The deposit slip, corresponding checks and cash, and copy of receipts given to students should be given to the bookkeeper to deposit the funds in your activity account.  In lieu of receipts you can submit your own tally sheet or spreadsheet to the bookkeeper for deposit backup.  The sample form attached can be used for deposits for club dues, trip monies collected, etc.… (see attachment #4).  If you do accept cash, it is advisable to give a student a receipt, rather than just log the payment onto a spreadsheet.  I have receipt books you can use for this purpose.  Top copy goes to the student, the second copy comes to me with your deposit and the third copy stays in the receipt book for your records.

· NO VENMO CAN BE USED TO COLLECT FUNDS.  Monies from parents and students should not be going directly to a teacher. (Per Harry Finkle, Assistant B.A. at Central)

IMPORTANT – Per Regulation #6660 – Cash/checks are not to be collected by students.  District staff are bonded for this purpose.

· NOTE – Per Regulation #6660 – Postdated checks may not be accepted.  Please ensure you scan the date on the checks you take.  

· NOTE – VERY IMPORTANT – Per Regulation #6660 – Cash received from a fund raiser cannot be used for expenses of the activity.  You must deposit all monies and have checks written for any expenses associated with the fundraiser.

· Regulation #6660 states, “All funds with corresponding copies of receipts or ticket numbers should be turned in to the school office (bookkeeper) on the same day as collected.”  You will be given a pre-numbered receipt to show the amount deposited in your Student Activity Account once the deposit amount is verified by the bookkeeper and the Bank.  

Please note, no raffles, Chinese auctions or anything that could be considered “gambling”/”chance” are allowed to be run by a Student Activity Club.  
Raffles are prohibited when you don’t have a NJ raffle license.

PAYING EXPENSES OUT OF YOUR ACCOUNT FOR YOUR FUNDRAISER:

· To pay any expenses out of your activity account you must complete the Expenditure Warrant Voucher form (see attachment 5) 

· Per Regulation 6660 – “Advisor is responsible to ensure that adequate funds are available prior to making a commitment from the activity fund.”  The bookkeeper cannot write a check from your activity account without adequate funds.

· AN ORIGINAL invoice or ORIGINAL store receipts must be provided to the bookkeeper for reimbursement to you or for direct payment to the vendor. Per Board Policy, store receipts must be itemized showing what was purchased and have the name of the store on it.   Please note – some businesses do not list the name of the store on their receipt (Pizza stores) or are not itemized (i.e. dollar stores). 
Please ask the store for the proper receipt to receive reimbursement.

PLEASE DON’T HIGHLIGHT AMOUNTS ON RECEIPTS AS THE INK WILL NOT BE VISIBLE AFTER A PERIOD OF TIME.

E-mailed invoices are now acceptable but you must also attach a copy of the e-mail that was sent with the invoice.  Print both the invoice and the e-mail and attach them to an Expenditure Warrant Voucher form.  
If you are in a store and want to choose e-mailed receipt, you need to print both the receipt and the e-mail, or forward them to me for printing.  Thank you.

Please note – For Amazon receipts -  Their order page/e-mail only is not acceptable by itself, as Amazon does not send packing slips showing order received.  
Follow these instructions to get the appropriate receipt for reimbursement:  
· Go into your account.
· Under “Your orders” on the right hand side next to order details, click on invoice.
· The invoice shows how paid.
· Please print this invoice page and the order details page.

· Sales tax should not be added to any invoice, nor will sales tax be refunded or paid.  You can obtain the Tax Exempt form as needed from the bookkeeper.  

· Per Regulation #6660 – It is preferred that all checks be made payable to a company and not an individual when possible.  If a check is made payable to an individual as a reimbursement, all backup should be provided (original receipt showing how paid)

· On the rare instance we are writing checks for an “order”, you must provide the bookkeeper with the packing slip to show the order was completely received.

· Policy #6660 states, “Student activity money shall be expended to benefit those students who have contributed to the accumulation of such money.”  

· NOTE:  Per Policy #6660, “Any employee of the district is an employee regardless of the duties he/she is performing.  All payment to these individuals for “services” (not reimbursements) should be handled through the payroll account and not paid directly from the activity account”.  (i.e. technical assistance, piano accompanist).  We cannot write a check to an employee of Washington Township from your club for “services” rendered.  Please see the bookkeeper for further explanation of this procedure if your club intends to pay a WT Employee for services rendered.   We will write a check to WTBOE (Payroll) and they will pay the associate and assess appropriate taxes. 
· There is a Board procedure regarding expenditures for meals/snacks.  Because the purpose of Activity Club funds is to benefit the students; there is a form that will be available in my office that needs to be attached to any reimbursement request where food was served (i.e. reimbursement for pizzas bought for a student club meeting).  (See attachment 6)  Under section that states make-up of group, Mike is asking you list the number of students and may ask for sign-in sheets as backup.  Under the section that states make-up of employees, list the names of the advisors/teachers/staff that also participated or benefited.



· NEW-- DONATIONS:  All donations received must be reported.  Please put it clearly on the DEPOSIT slip if you are depositing funds that were donated to the club. 
I need to know who you got it from and why it was given to your club.

CATERING EVENTS INFORMATION  (i.e. dances/club inductions)

Board Policy 8500 states the following:

· The Food Service Department shall have first opportunity to bid on catering held for school events.
· The full cost of the food service, including labor cost, shall be charged to the group served.
· The union Food Service Personnel will be paid a “banquet rate” as per union contract, for working at banquets.


FINAL FUNDRAISER REPORT:
· During your fundraiser the bookkeeper will input all the deposits and expenses into QuickBooks.
· At the end of your fundraiser, you will be given a print-out from QuickBooks showing the deposits and expenses and your profit.
· The Fundraiser Reconciliation portion of the report will be completed.
· You should review the QuickBooks print-out and sign-off on the fundraiser report.
· These reports will be provided to the Central Office and are audited at year end.

If you have any questions regarding any portion of this policy, please don’t hesitate to review them with me.

Briana Venturo
X5006



Attachments






Attachment 1
WASHINGTON TOWNSHIP PUBLIC SCHOOLS
Fund Raiser Report Instructions


YOU MUST COMPLETE THE Fund Raiser Request Form AND HAVE IT FULLY APPROVED PRIOR TO THE START OF YOUR FUNDRAISER AND ALL FUNDRAISERS
MUST BE RUN THROUGH A CLUB
THAT HAS A REQUEST TO BE OPERATIONAL
FOR THE 2021 – 2022 SCHOOL YEAR.

Some of the information requested on the form is as follows:

· Club Name
· Advisor Name
· Fund Raising Activity Description
· Purpose -- Please list exactly what you plan to do with the monies and if not sure, list as many things as possible that you might do…  (i.e., club scholarships, school beautification project, support club activities, donate funds etc.…)
· Dates of Operation   STARTING and ENDING
· Cost of item to be sold – your cost
· Sale price of item to be sold – what you will sell it for
· Anticipated Profit – Best Guess

The form will be signed by a Principal and Central Administration
and then you can begin your fundraiser.
 






	WASHINGTON TOWNSHIP PUBLIC SCHOOLS

	FUND RAISER REPORT

	AP3550.4

	The upper portion is a request to conduct a fund raising activity. The lower portion is to be completed

	by the advisor at the end of the fund raising activity and submitted to the Building Principal within  

	10 days after the end of activity.
	
	
	
	
	

	Fund Raiser Request

	
	
	
	
	
	

	Name of Student Organization:_________________________________________________________

	
	
	
	
	
	

	Name of Advisor:____________________________________________________________________

	
	
	
	
	
	

	Description of Fund Raising Activity:_____________________________________________________

	
	
	
	
	
	

	__________________________________________________________________________________

	
	
	
	
	
	

	Purpose:___________________________________________________________________________

	
	
	
	
	
	

	__________________________________________________________________________________

	
	
	
	
	
	

	Date of Operation:_______________________
	To:________________________________

	
	
	
	
	
	

	Unit Cost of Item to be Sold: $_____________
	Sale Price of Item: $__________________

	
	
	
	
	
	

	Where will sale take place:________________
	Number of Students involved:__________

	
	
	
	
	
	

	Anticipated Profit: $_____________________
	
	
	
	

	
	
	
	
	
	

	Principal/Supervisor's Approval:_______________________________________
	Date:____________

	
	
	
	
	
	

	Superintendent's Approval:___________________________________________
	Date:____________

	 
	 
	 
	 
	 
	 

	Fund Raiser Reconciliation

	1. Total Actual Revenue:
	
	
	$_________________________

	
	
	
	
	
	

	2. Total Expenditures (Items on Back):
	
	
	$_________________________

	
	
	
	
	
	

	3. Profit/Loss (Subtract Line 2 from Line 1):
	
	$_________________________

	
	
	
	
	
	

	4. This Activity Requires the collection of sales tax:
	*Yes _________ No_________ 

	*If yes, attach a copy of tax remittance form.

	
	
	
	
	
	

	Signature of Advisor________________________________________________  Date:_____________

	
	
	
	
	
	

	Review by Principal_________________________________________________  Date:_____________

	cc: Principal, Advisor, Coordinator
	
	
	
	
	




THIS GREEN FORM MUST ACCOMPANY EVERY DEPOSIT YOU GIVE THE BOOKKEEPER

CLUB NAME:	____________________________________		

ADVISOR NAME:	____________________________________	

IS DEPOSIT PART OF A FUNDRAISER:	YES / NO -  NAME OF FUNDRAISER:  ____________________________________

If not for a fundraiser, pls. list what deposit is for:_________________________________________________________________
(i.e. – concession sales, trip money, other – explain clearly-be specific please)


	FILLED OUT BY
	CLUB ADVISOR
	FILLED OUT BY
	BOOKKEEPER

	CHECKS -      #
	$
	Total Verified by Bookkeeper
	YES    -    NO

	ONES -           #
	$
	Bookkeeper Initials
	

	FIVES -          #
	$
	Bookkeeper Receipt #
	

	TENS -           #
	$
	
	

	TWENTIES - #
	$
	NOTE: Once Deposit Slip 
	Comments from Bookkeeper:

	OTHER 
	$
	Comes Back from the
	

	OTHER
	$
	Bank - Copy of Green
	

	COIN
	$
	Deposit Form and Yellow
	

	DEPOSIT TOTAL
	$
	Receipt will go to Advisor
	




ATTACHMENT 3 – 
COPIES OF THIS FORM 
ARE LOCATED
BY THE BOOKKEEPER’S DESK.






WASHINGTON TOWNSHIP PUBLIC SCHOOLS
Bunker Hill Middle School

EXPENDITURE WARRANT VOUCHER

********************************************************************************  
CLUB ADVISOR COMPLETES THIS PART:  PLEASE PRINT CLEARLY

Pay to the Order of:	_________________________________________  (FULL NAME)

			_________________________________________  

			_________________________________________  
			
			
Reason for Check:	_____________________________________________________  

Amount:  $_____________	Attached are: (circle)   Original Receipts   OR     Invoice #__________

NOTE – No Tax will be reimbursed or paid. 
	
Charge – Please be specific 

NAME OF CLUB:	____________________________________________________      

ACCOUNT ADVISOR:	______________________________________________  


IS THIS PART OF A FUNDRAISER:    	YES   -    NO   		(Circle One)

NAME OF FUNDRAISER:  	______________________________________________
  
*********************************************************************************  
BOOKKEEPER COMPLETES THIS PART:  

DATE OF CHECK:	___________		COMMENTS:  ________________________________

CHECK #:		___________		AMT OF CHECK:  $_____________

Check Issued by:	Briana Venturo - Bookkeeper

**********************************************************************************

APPROVAL OF PRINCIPAL: ___________________________
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Attachment B.17

WASHINGTON TOWNSHIP

—_ SCHOOL DISTRICT
i _ | OPERAHONS
1st Reading: 8/21/17 3505/page 7 0f 9
ond Reading: 8/28/17 -
| - Wellness Policy/Nufrient
o Standards for Meals and

meal service.

On-campus fundraisers involving food or beverage items must meet the
k standards O . The nutrition standards of the

ly !00 _hours, W eekends, and off-campus

HHFKA do not apply X

findraising events. The United States Department of Agriculture defines
<chool day as starting from midnight t0 thirty minutes after the end of the
Pundraisers involving the sale of food or beverages moust be

by the Principal or designee and the Dictrict Wellness Policy

pre-approved
Coordinator.

The Board of Education will permit food m the school that is not sold o
students to be brought into school by parents, students, or statf members 10t
classroom activities, parties, O snacks, or other food provided to students as
o1 incentive. Any 0ccasion where food is brought mto the school for such
purposes must be approved by the Principal or designee, who will ensure
safeguards are in place €O protect students who may have a food or related

allergy.

C. District Coordinator

1. The District Wellness Policy Coordmator shall be available 1o consult with
school-based administrators, staff members, and the School Wellness Policy
Coordinator(s) on the district’s Wellness Policy.

9 The District Wellness Policy Coordinator shall also be responsible to ensure
parents, students, representatives of the school food authority, teachers ot
physical education, school health .professionals, the Board of Education, school
administrators, and the general public are permitted 10 participate in the
development, implementation, review, and update of this Wellness Policy.

3. The District Wellness Policy Coordinator shall be responsible to inform and
update the public (including parents, students, and others in the community)
about the content, implementation, updates and implementation status of the
district’s Wellness Policy through the district’s website, school publications,
and/or other school communications made available to the public.

o The information and update shall provide as much information as possible
about the school nutrition enrvironment, including a summary of the events
and activities related to the Wellness Policy implementation m the school

district.
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