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SECTION 1: GENERAL INFORMATION
1.1 Definition and Purpose

School (student) activity funds have been defined as agency funds consisting of resources received and
held by each school to be expended in accordance with conditions of the fund. Specifically, they are all
monies accumulated from student activity programs and various school approved fund raising activities.
The basic policy for student activity funds is any income received for a specific function shall be dis-
bursed only for that function. Upon dissolution of any function, the school principal shall ensure that any
liabilities of that function are liquidated.

These school activity accounts are established to direct and account for monies used to support extra-
curricular and co-curricular activities. Some funds have restricted uses and some have discretionary
uses. Monies generated by and for students are to be expended for the benefit of students only and for
educational or student support purposes only (1934-56 Op Attorney Gen P. 269). Faculty generated
monies are to be kept separate and may be expended with more latitude than student funds, i.e.,
“Sunshine Fund.”

These activity funds safeguard the assets of the public schools and also provide reliable information for
the public. These funds maintain internal accountability through a uniform financial accounting system
to meet the legal requirements and standards set by Local and State Boards of Education.

1.2 Legal Requirements

The school principal is personally responsible for the proper collection, disbursement, and control of all
school activity monies relative to the funds in his/her trust.

- Georgia Law § 20-2-962. Quarterly reports by principals; Audits by Local Boards

The principal of each public school shall make a quarterly report to the local board of
education immediately upon the end of each quarter of the fiscal year, and such report
shall contain an account of all receipts and expenditures of such funds during the past
quarter . . . The local board may at any time during the school year inspect all receipts,
expenditures, and property of each public school.

State Standard D1.2.—1a.

Requires that purchases and/or contracts for or on behalf of student which involve the
aggregate sum of $100.00 or more be made in accordance with local rules and
regulations.

State Standard D1.2— 1b.

Requires that each principal maintain adequate records of all funds collected and make
complete financial reports to the Superintendent, accounting for all receipts and
expenditures.

Professional Standards Commission: Code of Ethics for Educators:

Standard 5 Public Funds and Property—

An educator entrusted with public funds and property should honor that trust
with a high level of honesty, accuracy, and responsibility. Unethical conduct in-
cludes but is not limited to: 1. Misusing public or school-related funds or proper-
ty; 2. Failing to account for funds collected from students or parents; and 3.
Submitting fraudulent requests for reimbursement of expenses or for pay.

All monies raised or collected on behalf of or for the benefit of students and under the authority of the principal
shall be deposited into the general operating bank account. Within the accounting records, an individual activity
code shall be established for the student club, organization, or school activity for which the money has been depos-
ited. Proper record keeping procedures shall be maintained, and reports shall be made on at least a quarterly basis.

All monies collected by a school employee shall be receipted through the school finan-
cial records and all disbursement of funds shall be by check.
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LEGAL REFERENCE: 0O.C.G.A., 20-2-500; 20-2-501; 20-2-502; 20-2-962
1.3 Basis of Accounting

Student activity funds will use the cash basis of accounting. This method recognizes revenues when
they are received and expenses when they are paid. No accruals are used or recognized. This is the
same basis as most people use with their checkbooks at home.

1.4 Accounting System

Fund, Activity Code, and General Ledger (income and expense) accounts are used within the account-
ing system to track the various activities within the school. A comprehensive Chart of Accounts is
provided in the accounting system. As the need arises, the county office will assign new fund account
numbers.

1.5 Annual Audits

All Harris County Schools will be audited annually. A written report will be presented to the Director of
Finance and the Principal. This report will detail the results of the audit and identify any areas where
improvements should be made. Audits are a control measure to assure principals that the procedures
for handling funds entrusted to them appear to be a adequate for the protection of themselves, their per-
sonnel, and the school’s assets.

All schools are subject to a spot inspection of their records at any reasonable time during any workday
by the Director of Finance, State Auditors, System Bookkeeper, or designee.

Records needed for an audit include, but are not limited to, the following:

1. Reconciled bank statements with cancelled checks.

2. Check stubs or duplicate checks.

3. Original invoices with all required documentation to support the invoice, i.e., check request
forms or purchase orders noting principal approval.

4. Receipt books and deposit tickets. Please note this includes teacher/sponsor receipt books
or collection reports.

5. Year-end financial statement and transaction reports or ledgers showing all transactions for
the year by fund/activity (July 1—June 30).

6. Monthly financial statements and transaction reports (journals) or ledger, showing all
transactions for the month both chronologically and by individual fund/activity.

1.6 Records Retention

The principal is responsible for the maintenance and security of school financial records. Per State
Retention Schedule 83-716, the following records are to be retained in the local school for a minimum of
two (2) years:

Bank statements and reconciliations, canceled checks, deposit tickets, check stubs or duplicate
checks, purchase orders, invoices, vendor statements, journals, ledger sheets or transaction
reports, receipt books, quarterly reports, and related documents and correspondence.

An administrator of the school shall be responsible for the proper administration of the financial activities
of each activity fund account in accord with the provisions of state law and appropriate accounting
practices and procedures. In accordance with this policy, local school principals are ultimately
responsible for the schools’ entire financial operations, and for ensuring that their school personnel
follow the procedures outlined in this manual. Accordingly, school principals are expected to familiarize
themselves with this manual. The delegation of duties to assistant principals, bookkeepers, or clerical
staff does not relieve the principals’ responsibility for compliance with all applicable policies and
procedures.



These records should be maintained in storage for an additional three (3) years.

Example:

Current Fiscal Year: FY2021

Two years immediate access  FY2020
FY2019

Additional three years storage FY2018
FY2017
FY2016

1.7 Administrative Responsibilities

An administrator of the school shall be responsible for the proper administration of the financial activities
of each activity fund account in accordance with the provisions of state law and appropriate accounting
practices and procedures. In accordance with this policy, local school principals are ultimately
responsible for the schools’ entire financial operations, and for ensuring that their school personnel
follow the procedures outlined in this manual. Accordingly, school principals are expected to familiarize
themselves with this manual. The delegation of duties to assistant principals, bookkeepers, or clerical
staff does not relieve the principals’ responsibility for compliance with all applicable policies and
procedures.

Effective internal controls require that certain duties be separated. The principal is responsible for prop-
er management of funds and is the primary authorized check signer on the school checking

account. The principal should designate at his/her discretion an administrator to be the second
signatory on the account in case of emergency or absence. The bookkeeper should be assigned the
duties of counting money, preparing deposits, processing check requests, preparing checks, and main-
taining the accounting records. The bookkeeper is also responsible for providing monthly reports to the
principal regarding the status of the accounts and

general ledger.

School principals are accountable for all money, equipment, and other school property involved in
school related activities, whether or not the activities occur during school hours or on school property.
Principals will be held personally responsible when school funds, equipment, or property have been
mismanaged due to noncompliance with required policies and procedures.

School financial transactions are required to be recorded on the school system computerized accounting
program. This program produces financial reports that will assist management in monitoring the
financial position of the school. The bookkeeper is trained on this program and is responsible for assist-
ing the principal in obtaining and interpreting financial information.

Both the Principal and School Bookkeeper have a responsibility to report to the Director of Finance any
financial irregularities, missing or lost funds, suspicions of malfeasance, or wrongful acts relating to the
financial operations of the school.



SECTION 2: BANKING
21 Bank Accounts

Each school is authorized to maintain one checking account. Interest bearing checking accounts are not
authorized. Every account should be in a federally insured financial institution with local, easily accessi-
ble branches to your school. If any account or combination of accounts exceed $100,000, the bank
must furnish proof of pledge of securities in the name of the school for the amounts in excess of FDIC or
FSLIC guarantees. Opening a checking or changing any account to another financial institution, is the
prerogative of the principal. You must notify Financial Services of any change in banks or account num-
bers within 30 days of the change.

Outside agencies, including PTA’s, Booster Clubs, and other parent organizations, are NOT
permitted use of the school system Federal Employer Identification number or Sales and Use
Tax Certificate of Exemption. (See Exhibit #1. W-9 Information and Exhibit #22, Sales Tax and
Use Certificate)

2.2 Authorized Signatures

The principal shall be authorized to sign checks withdrawing money from the bank account. The
principal’s personal signature is required. Use of a signature stamp or other facsimile signature is
prohibited.

An Assistant Principal shall be authorized to sign checks also. However, the guidelines for their signing
shall be limited to:

= When the principal is unavailable and a signed check is required to meet an emergency.

= Periods of time when a principal is absent due to sickness, vacation, workshops, etc., and it is
necessary to have a check signed.

= When the check is made payable to the principal.

The principal should review the supporting documentation for all checks signed in his/her absence. The
principal’s initials or signature on the check stub is required to indicate their review of the supporting
documentation has been completed. All administrators who sign checks will be held responsible for
each check they sign. The authorized check signer’s responsibility is to review the disbursement pack-
age for the following information:

= Validity and propriety of the disbursement.

= Proper supporting documentation such as an authorized purchase request, invoice, and fund num-
ber.

= Compliance with disbursement procedures as outlined in this manual.

The school bookkeeper or secretary MUST NOT be designated as an authorized signature.

The bank account title, bank name, account number, and authorized signatures should be on record in
the business office. Any changes in this information must be submitted to the Financial Services within
30 days of said change. Please refer to Exhibit # 28 for Bank Information Form.



SECTION 3: BOOKKEEPING PROCEDURES
3.1 General Comments

“Public trust demands an efficient system of accounting for all money received and expended
through school activity fund accounts. The system of safeguarding and accounting for activity funds
is dependent on the soundness and effectiveness of board of education policies and guidelines...The
dispersed nature of student activity funds and the multiple site collections for some activity fund reve-
nues dictate a need for orderly controls on all activity funds. These controls include establishing
lines of authority and a set of policies to guide the operation of all activity funds”. Reference: GDOE,
Financial Reporting, School Activity Accounts, Section Il, Chapter 43, page 1.

No teacher or employee is authorized to initiate any project involving the collection or
disbursement of school funds without prior approval of the principal.

“Activity Funds” are defined as a self-balancing set of accounts. It is an individual set of books. If
each activity fund balances within itself, then the total of all funds will balance, and this total will
agree with the bank balance. Each fund must be balanced at least monthly.

3.2 Types of Activity Funds and Proper Classification

According to the GDOE, Financial Management Section School Activity Accounts are defined and
established to direct and account for monies used to support extra-curricular and co-curricular stu-
dent activities. As a general rule:

Extra-curricular activities encompass a wide variety of other district-directed activities,
typified by organized sports, drama productions, music concerts, and other non-academic
inter-scholarship competitions.

Co-curricular activities are any kinds of school-related activities outside the regular
classroom that directly add value to the formal or stated curriculum. Co-curricular activities
involve a wide range of student clubs and organizations.

A system of classification, such as an accounting system, for purposes of program cost accumula-
tion and reporting mechanism is therefore necessary. Separate accounts should be established for
each activity, club, class and purpose. The Chart of Accounts, located in Section 3.12, should be
referred to identify those activity accounts that have been approved by the Board of Education.

Activity funds are unique to school districts. There are three main types of activity funds: restricted,
discretionary, and clearing.

Restricted activity funds are those whose expenditures must be limited to the  education-
al purpose for which the monies were collected. Disbursements “out” from these funds should have
the prior approval of the principal and the activity sponsor. Examples are athlete ic, clubs, field trips,

yearbooks, student council, instructional area organizations (vocational, band, math, etc.), do-
nations for specific purposes, etc. Normally these funds will carry over from year to year. An inac-
tive restricted activity may be closed to the General Fund on authorization of the principal, if the

activity is no longer active or viable.

Discretionary activity funds are those whose monies may be transferred at the princi

pal’s discretion to other activities which are used for the benefit of the students and are ex
pended for educational purposes. Examples are concession, ice cream, school store, fund
raising/money-making activities, and/or donations with no restrictions, etc.

making activities, and/or donations with no restrictions, etc.

Clearing activity funds are those used to record transactions involving money in which the



Clearing activity funds are those used to record transactions involving money in which  the
school has no equity, but must be accountable during the time that such money is in its

possession. These “in and out” funds normally zero by year end. Examples are March of

Dimes, Red Ribbon, American Heart Association, student book club orders, etc.

An important distinction is that disbursing monies from the activity fund types is based on the purpose of
the funds, that is, the programs supported by the funds.

3.3 Receipts and Collections

Each student activity fund sponsor should receive a receipt collections form, a pre-numbered receipt
book, and money envelopes from the school bookkeeper. It is also important to place additional money
envelopes in a convenient location for the sponsors. All sponsors must maintain proper documentation
of all monies collected throughout the school year. At the end of the school year the receipt book must
be returned to the school bookkeeper for proper storage.

Exhibit # 2 may be used as the Collection Receipt Form in elementary schools. This form is intended for
the sponsor to maintain a record of monies collected from students. For example, a “class” or “grade”
fundraiser for field trip, or student portraits.

Elementary Schools may find this form more convenient and accessible than utilizing a receipt book for
small amount collected such as ice cream, etc. This form can be attached to a 9.5 x 11” envelope for
collection of funds. The school bookkeeper will issue a receipt to the teacher once this form has been
submitted and funds have been verified.

A pre-numbered, triplicate copy receipt book is required. Receipts allow you to issue a receipt to the
student or purchaser verifying they have paid for their purchase. Receipts also allow you to reconcile
against the total for deposit.

Exhibit # 2
Money “Tally” Form —> ST
YOUR SCHOOL NAME HERE
MONEY TALLY FORM|
ICLUB / ORGANIZATION / FUNDRAISER
DATE:
ICASH: CHECKS: List each check individually
Please note students name and activity fund account
ICOIN: number in memo area on check
1
ICHECKS: 2
3
roTAL 4
DEPOSIT 5.
6.
7.
8.
9.
10.
1.
12.
13.
14.
15.
16.
17.
18.
19.
Remitted 20.
py: : 21.
22.
Receipt # 23.
jssued: 24.
25.




Receipt books shall be used as the routine method for recording collection of funds. Exhibit # 3 illus-
trates the Receipt Book Control Log. This control log should be established at the beginning of each
fiscal year and maintained by the school bookkeeper. Exhibit # 4 illustrates a generic, pre-numbered
receipt book. The school bookkeeper must log the receipt books as they are distributed and collected at
the end of each fiscal year.

RECEIPT BOOK CONTROL LOG Exhlblt # 3

Receipt Book Control Log

[SCHOOL

FISCAL YEAR <l1v:|

ACTIVITY FUND
RECEIPT NUMBER DATE ACTIVITY FUND SPONSOR DATE DATE
SEQUENCE ISSUED SPONSOR NAME SIGNATURE RETURNED | BALANCED

-

- RECEIPT _265897

RECEIVED FROM

Addclress

powsrs §

ACCOUNT HOW PAID

TECINFING,
BALANCE

AMCUNT 1
aD
BALACE |
DUE

22001 REMFORMS S1654-NCR

RECEIPT 365898

oouars $

R

REDFDRM + Corbonles « 1

2001 REDFECRME ST654-NCR

RECEIPT 55809

RECEIVED FROM
Bookkeeper ! audress

ooiaes §

Exhibit # 4 ACCO HOWFAID___|
Generic pre-numbered receipts o e
BALAN MONEY
ORDER

©2001 REDIFCRME 51654-NCR

RECEIPT 385300

RECEIVED FROM
Address

REDIFCHML - Coodes  51654-46R Oulicts + 55T CL Tt

©2001 RERFORIME S7654-NCR
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34 Basic Guidelines For Collection of Funds

All money received in the name of the school, whether or not it is receipted during school hours or on
school property, must be deposited to the school’s bank account and receipted through the local school
financial records. No funds should be stored in or on personal property. The principal is responsible for
the security of school funds at all times. School personnel handling money will be responsible for
making immediate restitution of funds that are lost or stolen due to procedure violations.

= Each receipt must show the date of collection, the student’s name, the amount collected, the activity
fund for which the funds are being collected, and the collector’s signature.

= The original receipt must be given to the student, the second copy attached to deposit given to
bookkeeper, third copy maintained in the receipt book.

= A written explanation should be provided in case of damaged or lost receipts or receipt books.

= Receipt Books may be re-issued the following fiscal year provided there are at least 25 blank
receipts available for use.

= All funds collected should be turned into the school bookkeeper on a daily basis.

= All receipt books must be reconciled against the total amount deposited by the school bookkeeper at
the end of each fiscal year.

= Volunteers are not authorized to write receipts or handle school funds.

= As part of the instructional program, student officers may collect and receipt funds collected for their
program.

= Money collected for tax-exempt parent organizations (PTA, PTSO, Booster Clubs, PET) sponsored
events must be collected and receipted by an organization representative and processed through
the organizations financial records.

= In some cases, usually charitable organizations, you may collect an assortment of checks, some
made payable to the school and others payable to a third party, namely the charity or organization.
These checks should not be receipted for deposit into the activity fund account. The activity funds
sponsor can forward these items to the charity or organization.

= The cashing of personal checks from cash collected at the school is PROHIBITED. This includes
school system employee personal checks or checks made payable to faculty members or staff for
reimbursement from the local school funds.

= Each deposit brought to the school bookkeeper must be verified and receipted to the sponsor. The
security of the funds remain the responsibility of the sponsor until funds verification and receipt has
been made.

The total of all receipts issued shall ALWAYS be equal to the sum of the monies deposited. Before
making a deposit, run a tape to verify reconciliation of the receipt book to the monies for deposit.
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3.5 Disbursement of Funds Procedures

“No school may sponsor any activity that is not for educational purposes.” (1934-56 Op. Attorney
General P.369)

School principals are responsible for all purchases and disbursements from school activity fund monies
and for ensuring that these purchases are made in accordance with Harris County Schools board policy.
School principals are also responsible for expending funds only for the purpose for which the funds were
collected.

The school principal is the only individual having the authority to financially obligate school activity funds.

No employee of the school may financially obligate the school, either through oral or written
communication without first obtaining written approval of the school principal.

Principals should make certain that all staff members know that the school will not be held responsible
for payment for any item or service ordered by any staff member who has not received written approval
from the principal.

No staff member is authorized to initiate any project involving the collection or disbursement of
school funds without prior written approval from the principal.

Sponsors who wish to place an order utilizing their activity funds account must complete the information
on the request form. Once the principal has reviewed the written request and granted approval for the
purchase, the school bookkeeper will give sponsor a copy of signed purchase request and file original in
tickler file to match with invoice to pay. (see exhibit # 5).

YOUR SCHOOL NAME HERE
SCHOOL MAILING ADDRESS
CITY, STATE
PHONE NUMBER AND FAX NUMBER

CHECK REQUEST CHECK APPROVED YES NO
REQUEST FOR SCHOOL P.O.# P.O# D
INAME FUND ACCT #
ACTIVITY
[VENDOR VENDOR #
JADDRESS
YES, PLEASE FAX THIS ORDER
NO, PLEASE DO NOT FAX THIS ORDER
[QUANTITY DESCRIPTION UNIT PRICE TOTAL

SHIPPING AND HANDLING

TOTAL COST

Exhibit # 5 :> SIGNATURE DATE

[DEPARTMENT CHAIR/

Check Request ATHLETIC DIRECTOR DATE
Form PRINCIPAL DATE
CHECK # ISSUED CHECK DATE

12



3.6

=

=

Basic Guidelines For Distribution of Funds
All disbursement of school activity monies shall be made by school check.

All disbursement of school activity monies shall be approved in writing by the principal prior to
purchase.

Only invoices submitted with approved purchase requests shall be processed for payment.
No purchase may be paid from a statement.

Requests for reimbursement must be presented with all original documentation attached.
Types of documentation acceptable are invoices, itemized receipts, sales slips, or event registration.
All documentation must be original. No copies will be accepted.

Documentation must be signed by the individual who actually took possession of the merchandise or
can verify receipt of service.

Funds must be available in the activity account prior to any request for purchase requests.

All reimbursement of Harris County Schools employees for additional services rendered must be
processed through the Payroll Dept.

Non-employees must be paid by Accounts Payable in Financial Services. A 1099 will be issued de-
termined by Accounts Payable at the end of the taxable fiscal year. A W-9 is required to be on file
prior to any services rendered and forwarded to Accounts Payable in Financial Services.

Items presented for payment or employee reimbursement without a prior approved purchase re-
quest become the responsibility of the employee.

Checks made payable to the school principal should not be signed by the principal. The second
authorized signature for the school’s checking account should sign the check only after reviewing
the appropriate supporting documentation.

When a class, club, or activity is to be discontinued, the principal or the activity sponsor may
distribute the remaining balance to an appropriate “like” activity account. If no direction is received

from the sponsor, then the principal may transfer any remaining funds into the General Funds
account.

No “Petty Cash” fund is allowed.

No checks may be made payable to “Cash”, with the exception of Athletic Gate Accounts. A
maximum of $250.00 per cash drawer, per event, is allowed.

The Lost/Damaged Textbook account is used to receipt money for lost and damaged books. At the
end of the fiscal year, the balance in these accounts should be submitted to Financial Services.

Schools may establish a “Hospitality” or “Sunshine” fund which are funds generated through teacher
donations and/or other teacher generated funds.

Principals may not enter into any financial agreement or contract that extends beyond the expiration
date of their employment contract.

13



3.7 Guidance for Teachers / Sponsors

Standardized procedures provide continuity throughout the collection and disbursement of funds
process. These guidelines have been developed in an attempt to lessen the amount of time, you, the
teacher, spend on the financial aspects of sponsoring an activity, club, or group. These guidelines
should expedite each step in collection and disbursement of activity funds. Please feel free to provide
any additional guidance that you, the teacher, believe could improve this process.

Collection:

Each teacher will receive a money bag, deposit transaction forms, and a pre-numbered triplicate copy
receipt book. All funds collected should be presented daily to the school bookkeeper.

1. Receipt all money collected. Note on the receipt if the funds are cash, check, or money
order.
2. Complete the “Deposit Transaction Form” in full. Itemize coin totals, cash totals, and

check totals as indicated.

Make daily deposits to the bookkeeping office if necessary. NEVER leave funds in your
classroom. Remember, lost or stolen funds become your responsibility.

Personally deliver your deposit to the bookkeeper. NEVER send a student.

Wait until the bookkeeper has validated your deposit and issued you a receipt. NEVER
leave funds unattended.

The bookkeeper is NOT allowed to cash personal checks.

ok W

o

If you lack any of the materials stated above, please contact your school bookkeeper and he/she will
provide you with the necessary items.

Disbursement of Funds (Checks):

Checks will be issued on each week. This includes checks for invoice payment,
reimbursement, event registration, or services rendered. Please make sure you have planned ahead to
meet any deadlines for check issuance.

All reimbursement requests must be submitted on a “Check Request” form with all original documenta-
tion attached. No copies are allowed.

All other payment requests should be accompanied by the authorized purchase request form. No pay-
ment will be made without an original invoice attached. Payments cannot be made from a
statement.

Reconciling Your Account

The school bookkeeper is there to assist you in thoroughly understanding all activity on your account.
You may, at any time, ask for an account activity detail. Your bookkeeper will provide these on at least
a bi-annual basis. Maintaining current records of your transactions will allow you to easily identify any
aberrations with your account.

Please remember, your records are a matter of public record and can be requested for review or audit at
any time.

14



EXAMPLES AND SCENARIOS

Steps for Release of Activity Funds (Purchase Request)

o & w DN~

Contact the vendor for the cost of the item you intend to purchase.

Complete a “Purchase Request Form” and present to the school bookkeeper no
later than on

Purchase Request Form will be presented to the principals office on

for approval.

A copy of approved purchase request will be issued on and placed in
teacher’s box.

Once you have verified receipt of merchandise, submit the invoice with your initials to
your bookkeeper for payment.

Steps for Release of Activity Funds (Reimbursement)

1.

PN

Prior to making any purchase, submit a “Check Request” form with an estimated
amount you plan to spend and on what items no later than on .
Check Requests will be presented to the principals office on for approval.
A copy of the approved request will be placed in your mail box.

Submit your receipt, invoice, event registration, etc., to the bookkeeper for payment.
Your reimbursement check will be processed on of the week following
receipt of documentation.

Steps for Release of Activity Funds (Event Registration/Hotel Accommodations)

1.

akown

Submit a “Check Request” form with a copy of the event registration prior to

on . (or a copy of the hotel estimate)

Check Requests will be presented to the principals office on for approval.
A copy of the approved request will be placed in your mail box.

The requested check will be available for pick up on

Please remember to bring any receipt or additional documentation to the bookkeeper
upon your return.

These examples do not cover all circumstances. Please contact your school bookkeeper with any
questions or concerns you may have.
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Exhibit # 6
Activity Fund Cash Balance Report

This spreadsheet is available in an Excel format with formulas established.

ﬂ This spreadsheet can be maintained either by elected student board or sponsor.

|| EXAMPLE Acct # DATE CHECKS DEPOSITS BALANCE ||
||BEGINNING BALANCE 1-Jul-08 $325.00|
|lbePosiT 25-Jul-08 $25.00 $350.00|[
|lcHECK FOR FUNDRAISER SUPPLIES / SAM'S 5-Sep-09 $32.00 $318.00]|
ICHECK FOR PIZZA AT FUNDRAISER 10-Sep-08 $20.00 $298.00)
|{FunDrAISER PROCEEDS 10-Aug-09 $360.00 $658.00|[
REGISTRATION FOR FINE ARTS SHOW $500.00 $158.00]|
$158.00|[
$158.00]|
$158.00|[
$158.00||
$158.00]|
$158.00)
$158.00|[
$158.00|[
$158.00"
$158.00]|
$158.00|[
$158.00|[
$158.00)
$158.00
$158.00]|
$158.00|[
$158.00]|
ENDING BALANCE $158.00||
Exhibit # 7
Deposit Slip
DEPOSIT FORM
DATE
ACCOUNT
NAME
ACCT#
COINS $ BILLS $ CHECKS
$
TOTAL DEPOSIT $
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3.8 Journal Entries

Journal entries are used to make adjustments and corrections to the accounting books. Journal entries
either ADD or SUBTRACT funds. An example of “ADDING” funds is interest earned. An example of
“SUBTRACTING” funds is any service charge applied to an account. Other routine adjustments made
on a monthly basis are NSF charges against the account and NSF receipts paid to the account. These
require a single sided entry, either a debit or credit. Please note that a “DEBIT” is to “ADD” and a
“CREDIT” is to “SUBTRACT".

Journal entries are a potential source of internal control problems and should be well documented as to
the reasons for each adjustment. Therefore, it is mandatory to maintain a Journal Entry Log, see exhibit
# 8. Each fiscal year will begin a new series of numbers.

Please note: Each adjustment must have a separate Journal Entry Number for identification and
audit tracking.

JOURNAL

Please contact the System Bookkeeper if TRy | FUNP DESCRIPTION DEBIT CREDIT
there are any questions regarding the
. . 001 DO NOT USE
use of journal entries. Every effort must
. . . 002 100 [JULY INTEREST 23.49
be e_xpenc_ied to identify any error prior to 003 100 1JULY SERVICE CHARGE 15.00
making a journal entry to adjust an 004 625 |JULY NSF 25.00
account. This allows the auditors to 005 100 |AUGUST INTEREST 2213
easily identify the type and justification 006 100 _|AUGUST SERVICE CHARGE 15.00
for any journal entry noted. 007 625 |NSF PAID 25.00
008
009
010
011
012

013

—> 014

Exhibit # 8 L5

Journal Entry Number Control 3:3

018

3.9 Transfer of Funds 019

All transfers from one fund to another must be presented on the appropriate “Transfer of Funds” form
identifying the accounts that will be affected, see exhibit # 9. Exhibit # 5 may also be used. Authoriza-
tion from the originating activity fund account sponsor is necessary prior to any transfer; therefore a sig-
nature is required. The principal and superintendent’s signatures are also required. Transfers do not
add or subtract from the

actual bank balance. They merely move money from one fund account to another. This form will gener-
ate from the accounting software currently being used.

SCHOOL NAME HERE
TRANSFER FUNDS

Date
Amount

Exhibit # 9
Transfer of Funds Form

<

Transfer from Account #
Transfer to Account #

Reason

AUTHORIZATION BY

17



3.10 Bank Statement Reconciliation

The bank account MUST be reconciled each month. Never allow a backlog to develop in banking
entries or bank statement reconciliation. Each month should be closed by the 10th of the following
month. For example, the December 31st books should be closed no later than the 10th of January.

Maintaining a Cash Control Sheet, see exhibit # 10, can be an important tool to assist in balancing bank
statements and reconciling financial records. A Cash Control Sheet can either be as simple as a written
worksheet or as advanced as an Excel spreadsheet. This control sheet can be a vital accounting tool
and can be extremely important to the overall accounting process. However, its use is not mandatory,

only encouraged.
Exhibit # 10
Manual Cash Control Sheet

Example Montily Cash Balance Log
July 2005
Jul-05 Income Expenditures Balance
7/1 05 | Begirving Balance 73 2/4 251
17161 - 17171 371208 6 95 3043
17172 -17178 126421 6 826 622
deposit #1 2/0 167 6 8 46 7 89
deposit #2 317242 7116 40 31
deposit #3 132631 72 96 662
17179 - 17189 10 2 900 719 3762
17190 - 17200 168987 71024775
BBA #2 NSF #100 4 500 71020275
BBA #3 NSF #812 2 500 7017775
BBA #4 EFT Credit #100 8/ 000 71025775
BBA #5 Service Chawrge #100 2| 360 710 2 3 415
BBA #6 Interest Paid #100 20 5096 710 4 4011
7/31 05 |Ending Balance 704 4011

The principal should review and initial electronic copy of bank statement each month prior to forwarding
to the bookkeeper for reconciling. The principal should also review the cancelled checks, if applicable,
noting proper signatures, vendors, etc.

Deposits should relate directly to the month-end Cash Receipt after considering any possible deposits in
transit, any returned checks which have not been re-deposited, and interest earned.

Cancelled checks should relate directly to the month end Cash Disbursements after considering any
outstanding checks and bank service charges.

18



Exhibit # 11
Monthly Bank
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Exhibit # 12
Monthly Reconciliation Report

nth End Cash Balance Report

I
L
10D 2 7/31/2005
PAID JOURNAL CASH ACCOUNT
FOND VEAR DESCRIPTION BANK BALANCE RECEIVED OUT ENTRIES TRANSFERS\ RECLASSIFICATION CASH BALANCE
982 6  Chess Club 1 14.00 - - 14.00
985 6 FFA 1 652.25 121.00 705.25 68.00
987 6  Spanish National Honor 1 88.64 79.00 9.64
993 6  Future Educators Of America 1 28.69 28.69
995 6  Priority One 1 42.56 42.56
996 6  Science Olympiad 1 89.15 89.15
TOTALS 73,222.51 4,720.40 7,695.16 192.36 < 2 44011 _:
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3.11  Monthly / Quarterly / Year End Reports

Monthly Reports
A properly submitted Monthly Reconciliation Report will contain the following:

Reconciled Bank Statement
Outstanding Checks
Deposits In Transit

Cleared Checks

Cleared Deposits

b=

Once the bank statement is reconciled, the “Month End Report” options should be selected from the
School Based Accounting Menu. The following reports will print:

1. Cash Balance Report

2. Cash Receipts Issued

3. Cash Disbursements Issued
4. Journal Entries

Print a Receipts & Disbursements-Summary Report (Reports Menu). The report date should always be
the last calendar day of the month you are reconciling.

These reports should be filed with the signed Monthly Reconciliation Report. The principal must sign
reconciliation report and forward to Financial Services along with reconciled bank statement each
month. See Appendix A for step by step instructions for completing Month End Procedures.

Quarterly Financial Reports

The principal must sign Quarterly Reports prior to submission to Financial Services. Quarterly reports
are due to Financial Services the 20th of the month following FY Quarters ending September, Decem-
ber, March, and June. Please contact the Financial Services if you have any questions. Quarter ending
September will be due October 20th, quarter ending December will be due January 20, quarter ending
March will be due April 20, and quarter ending June will be due by July 20th.

Year End Report

There can be no NEGATIVE activity fund balances at year end. Transfers must be made to resolve
any outstanding debt on the cash balance report.

Once you have reconciled June, you must run a “Year End Report.” These reports are the schools vital
records and must be filed with the fiscal year reports.

June 30 represents the end of each fiscal year. It is imperative that the Financial Services receive your

reconciled June report no later than July 10th. This MUST include a copy of the reconciled bank
statement and cash balance report.
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3.12 Chart of Accounts

Please reference the chart of accounts listed below for the fund numbers/names that are applicable to
your school.

FUND FUND BANK BANK CASH | STATE FUND REPORT| STATE | REPORT
NUMBER YR DESCRIPTION NUMBER INFORMATION ' ACCOUNT NUMBER | GROUP PROGRAM| TYPE
100 9 GENERAL FUND 1 BANK NAME 1000 500 1 8001 GOVERN
101 9 INVESTMENT FUNDS OR CDS 1 BANK NAME 1000 500 1 8001 GOVERN
200 9 KINDERGARTEN 1 BANK NAME 1000 500 1 8002 GOVERN
210 9 1ST GRADE 1 BANK NAME 1000 500 1 8002 GOVERN
220 9 2ND GRADE 1 BANK NAME 1000 500 1 8002 GOVERN
230 9 3RD GRADE 1 BANK NAME 1000 500 1 8002 GOVERN
240 9 4TH GRADE 1 BANK NAME 1000 500 1 8002 GOVERN
250 9 5TH GRADE 1 BANK NAME 1000 500 1 8002 GOVERN
260 9 6TH GRADE 1 BANK NAME 1000 500 1 8002 GOVERN
261 9 TEAM 6-1 1 BANK NAME 1000 500 1 8002 GOVERN
262 9 TEAM 6-2 1 BANK NAME 1000 500 1 8002 GOVERN
263 9 TEAM 6-3 1 BANK NAME 1000 500 1 8002 GOVERN
264 9 TEAM 6-4 1 BANK NAME 1000 500 1 8002 GOVERN
265 9 TEAM 6-5 1 BANK NAME 1000 500 1 8002 GOVERN
266 9 TEAM 6-6 1 BANK NAME 1000 500 1 8002 GOVERN
267 9 TEAM 6-7 1 BANK NAME 1000 500 1 8002 GOVERN
268 9 TEAM 6-8 1 BANK NAME 1000 500 1 8002 GOVERN
269 9 TEAM 6-9 1 BANK NAME 1000 500 1 8002 GOVERN
270 9 7TH GRADE 1 BANK NAME 1000 500 1 8002 GOVERN
271 9 TEAM 7-1 1 BANK NAME 1000 500 1 8002 GOVERN
272 9 TEAM 7-2 1 BANK NAME 1000 500 1 8002 GOVERN
273 9 TEAM 7-3 1 BANK NAME 1000 500 1 8002 GOVERN
274 9 TEAM 7-4 1 BANK NAME 1000 500 1 8002 GOVERN
275 9 TEAM 7-5 1 BANK NAME 1000 500 1 8002 GOVERN
276 9 TEAM 7-6 1 BANK NAME 1000 500 1 8002 GOVERN
280 9 8TH GRADE 1 BANK NAME 1000 500 1 8002 GOVERN
281 9 TEAM 8-1 1 BANK NAME 1000 500 1 8002 GOVERN
282 9 TEAM 8-2 1 BANK NAME 1000 500 1 8002 GOVERN
283 9 TEAM 8-3 1 BANK NAME 1000 500 1 8002 GOVERN
284 9 TEAM 8-4 1 BANK NAME 1000 500 1 8002 GOVERN
285 9 TEAM 8-5 1 BANK NAME 1000 500 1 8002 GOVERN
291 9 9TH GRADE 1 BANK NAME 1000 500 1 8002 GOVERN
292 9 10TH GRADE 1 BANK NAME 1000 500 1 8002 GOVERN
293 9 11TH GRADE 1 BANK NAME 1000 500 1 8002 GOVERN
294 9 12TH GRADE 1 BANK NAME 1000 500 1 8002 GOVERN
300 9 KINDERGARTEN FIELD TRIPS 1 BANK NAME 1000 500 1 8003 GOVERN
310 9 1ST GRADE FIELD TRIPS 1 BANK NAME 1000 500 1 8003 GOVERN
320 9 2ND FRADE FIELD TRIPS 1 BANK NAME 1000 500 1 8003 GOVERN
330 9 3RD GRADE FIELD TRIPS 1 BANK NAME 1000 500 1 8003 GOVERN
340 9 4TH GRADE FIELD TRIPS 1 BANK NAME 1000 500 1 8003 GOVERN
350 9 5TH GRADE FIELD TRIPS 1 BANK NAME 1000 500 1 8003 GOVERN
360 9 6TH GRADE FIELD TRIPS 1 BANK NAME 1000 500 1 8003 GOVERN
370 9 7TH GRADE FIELD TRIPS 1 BANK NAME 1000 500 1 8003 GOVERN
380 9 8TH GRADE FIELD TRIPS 1 BANK NAME 1000 500 1 8003 GOVERN
390 9 FIELD TRIPS 1 BANK NAME 1000 500 1 8003 GOVERN
391 9 ROCK EAGLE FIELD TRIP 1 BANK NAME 1000 500 1 8003 GOVERN
392 9 SAGE FIELD TRIPS 1 BANK NAME 1000 500 1 8003 GOVERN
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FUND FUND

NUMBER YR DESCRIPTION

401 9 FOREIGN LANGUAGE DEPT

409 9 COSMETOLOGY

410 9 LANGUAGE ARTS DEPT

411 9 FRENCH CLASS

412 9 SPANISH

413 9 FAMILY AND CONSUMER SCIENCE

420 9 MATH DEPT

430 9 MEDIA

440 9 PE

450 9 SCIENCE

451 9 BIOLOGY

460 9 SOCIAL STUDIES

461 9 MUSIC

462 9 TECHNOLOGY

470 9 SPECIAL ED

471 9 CURRICULUM

480 9 ADVANCED PLACEMENT

481 9 ART

482 9 BAND

483 9 CHORUS

484 9 HOME ECONOMICS

485 9 INDUSTRIAL TECH

486 9 BUSINESS ED/KEYBOARDING

487 9 CONTRUCTION

488 9/GRAPHIC ARTS

489 9 HEALTH OCCUPATIONS

490 9 PSYCHOLOGY

491 9/ COMPUTER LAB

492 9 AGRISCIENCE

600 9 ATHLETICS

610 9/ CHEERLEADING

611 9 BASKETBALL CHEERLEADERS

612 9 FOOTBALL CHEERLEADERS

619 9 GOLF - GIRLS

620 9 BASEBALL

621 9 SOFTBALL

622 9 BASKETBALL BOYS

623 9 BASKETBALL GIRLS

624 9 FOOTBALL

625 9 GOLF

626 9 SOCCER BOYS

627 9/SOCCER GIRLS

628 9 TENNIS BOYS

629 9 TENNIS GIRLS

630 9 TRACK

631 9 TRACK/CROSS COUNTRY

632 9 VOLLEYBALL

BANK
NUMBER
1
1
1

BANK
INFORMATION
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
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CASH
ACCOUNT
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000

STATE FUND REPORT
GROUP | PROGRAM

NUMBER
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500

1
1
1

STATE

8004
8004
8004
8004
8004
8004
8004
8004
8004
8004
8004
8004
8004
8004
8004
8004
8005
8005
8005
8005
8005
8005
8005
8005
8005
8005
8005
8005
8005
8006
8006
8006
8006
8006
8006
8006
8006
8006
8006
8006
8006
8006
8006
8006
8006
8006
8006

REPORT
TYPE
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN



FUND FUND
NUMBER YR DESCRIPTION
633 9|WRESTLING
634 9|WEIGHTLIFTING
661 9/ATHLETIC BOOSTER
662 9/SOCCER BOOSTER
663 9/CHEERLEADING BOOSTER
664 9/BASKETBALL BOOSTER
665 9/BASEBALL BOOSTER
667 9 BAND BOOSTER
668 9/PTO CONTRIBUTIONS
669 9/PARTNERS IN EDUCATION
670 9/SOCCER GATE
671 9/FOOTBALL GATE
672 9/BASKETBALL GATE
673 9/BASEBALL GATE
674 9/WRESTLING GATE
675 9/SOFTBALL GATE
676 9|VOLLEYBALL GATE
677 9/ TRACK GATE
750 9/AMBASSADORS CLUB
751 9/FCCLA
752 9/HEAL CLUB
753 9/TORII CLUB
754 9/POETRY CLUB
755 9/ROMP
756 9|FISHING CLUB
757 9/ORCHESTRA
758 9/COFFEE SHOP
759 9/DYG CLUB
760 9/SAEP CLUB
761 9|PUBLIC SAFTY
762 9/SISTERS OF VIRTUE
763 9/ART'S ALIVE
811 9/STUDENT COUNCIL
812 9/ YEARBOOK
813 9/NEWSPAPER
814 9/ACADEMIC TEAM
815 9/DANCE TEAM
819 9/NJROTC UNIFORM MAINTENANCE
820 9/ROTC
821 9/ROTC MISCELLANEOUS
822 9/ROTC RIFLE TEAM
825 9|SAT PREP
826 9/OUTDOOR CLASSROOM
827 9/LITEARY MAGAZINE
828 9 SCHOOL COUNCIL
829 9/FERST FOUNDATION
848 9 MMSAL

BANK
NUMBER
1
1

BANK

INFORMATION  ACCOUNT

BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
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CASH

1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000

STATE FUND REPORT
GROUP | PROGRAM

NUMBER
500
500
705
705
705
705
705
705
705
705
500
500
500
500
500
500
500
500
705
705
705
705
705
705
705
705
705
705
705
705
705
705
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500

1

N N NN DN NN -

-

-

N N D DN N D DN DD DN DD DN DN

STATE

8006
8006
8007
8007
8007
8007
8007
8007
8007
8007
8006
8006
8006
8006
8006
8006
8006
8006
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8008
8008
8008
8008
8008
8008
8008
8008
8008
8008
8008
8008
8008
8008
8010

REPORT
TYPE

GOVERN
GOVERN
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN



FUND FUND
NUMBER YR DESCRIPTION

849 9 MOCK TRIAL
850 9 LOCKERS
851 9 BUSINESS COMMUNITY SCHOLARSHIP
852 9 SAM FLOYD
853 9/ TED KUSTERMAN
854 9 RUSTY STALNAKER
855 9 NHS SCHOLARSHIP
856 9 KENNESAW GRANT
857 9 DORIS CRAIG GRANT
858 9 SADD
859 9/ GRANT - MOFFETT
860 9 GRANT - CREAMER
861 9 ANTI-TABACCO GRANT
862 9 SAM FLOYD SCHOLARSHIP
863 9 MINI GRANT
864 9 CLINTON WALKER SCHOLARSHIP
865 9 TEACHER MINI GRANTS
866 9 GRANT-DALE ANDERSON
867 9 MEGAN MCDONALD
868 9 SCHOLARSHIPS
869 9 HONOR TEACHER - AJC GRANT
870 9/ CAROL PHILLIPS MEMORIAL FUND
871 9 CODY LEONARD SCHOLARSHIP
875 9 ALUMNI SCHOLARSHIP
876 9 FRED SAWAYA SCHOLARSHIP
877 9 MADELINE CHIRICO SCHOLARSHIP
880 9 SECURITY
881 9 HURRICANE RELIEF
882 9 RED RIBBON WEEK
883 9 CAREER WEEK
884 9 PRINCIPAL'S CLUB
890 9 WEB (WELCOME EVERYONE BACK)
891 9 TEACHER RECOGNITION
892 9 STAFF DEVELOPMENT
893 9 ROCKETS PROJECT
894 9/ST. JUDES FUNDRAISER
895 9 CARE
896 9 SMITH FOUNDATION
897 9 AMERICAN HEART ASSOCIATION
898 9 GOVERNOR'S HONORS PROGRAM
899 9 SALLY FOSTER
900 9 RECYCLING
901 9 TEXTBOOKS
902 9 SCHOOL STORE
903 9 COKES & SNACKS
904 9 ICE CREAM
905 9 VITA PUP

BANK
NUMBER
1
1

BANK
INFORMATION
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
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CASH
ACCOUNT
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000

STATE FUND  REPORT
GROUP | PROGRAM

NUMBER
500
500
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500

1

NN D NN DN DN DN DN DN DNDNDDNDNDNDDNDNDNDNDDNDDNDNDDN -

-

STATE

8010
8010
8009
8009
8009
8009
8009
8009
8009
8009
8009
8009
8009
8009
8009
8009
8009
8009
8009
8009
8009
8009
8009
8009
8009
8009
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010

REPORT
TYPE
GOVERN
GOVERN
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN



FUND FUND

NUMBER YR DESCRIPTION

906 9 PICTURES

907 9 PSAT

908 9 POSTAGE

909 9 BOOK FAIR

910 9 RELAY FOR LIFE

911 9 PLAYGROUND IMPROVEMENT

912 9 FUNDRAISERS

913 9/ DONATIONS

914 9 EAGLE'S NEST PRESCHOOL

915 9 DAMAGES

916 9 JEKYLL ISLAND

917 9 MENTOR PROGRAM

918 9 ACHIEVERS INTERNATIONAL

919 9/ COUNSELORS SUNSHINE FUND

920 9 SUNSHINE FUND

921 9 TEENS TEACHING TOTS

922 9 AMERICAN RED CROSS

923 9 THE WEBSTER

924 9 TYBEE ISLAND

925 9 PROM

926 9 MARCH OF DIMES

927 9 COPIER EXPENSE

928 9 NEEDY FAMILY

929 9 PARKING PERMITS

930 9/ CLASS OF 2008

931 9 CLASS OF 2005

932 9 CLASS OF 2006

933 9 CLASS OF 2007

934 9 WHES (MORNING NEWS TEAM)

935 9 LOST OR DAMAGE LIBRARY BOOKS

936 9/LOST OR DAMAGED BOOKS

937 9 UNIFORMS

938 9 SKATE NIGHT

939 9 ROAD RACE

940 9 SAGE

941 9 MISS SHS

942 9 PTS WORKSHOP

943 9 COUNSELING/TRANSCRIPTS

944 9 STUDENT RECOGNITION

945 9 SPECIAL OLYMPICS

946 9 MARKETING EDUCATION

947 9/T SHIRTS

948 9/CHICK FIL A NIGHT

949 9 BEAR AWARD

950 9 CLUB PRIDE

951 9YCLUB

BANK
NUMBER

BANK CASH
INFORMATION < ACCOUNT NUMBER

BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
BANK NAME 1000
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STATE FUND REPORT
GROUP | PROGRAM

500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
705
705
705
705
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
500
705
705

1
1

STATE

8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8010
8011
8011

REPORT
TYPE
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
AGENCY
AGENCY
AGENCY
AGENCY
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
GOVERN
AGENCY
AGENCY



FUND FUND

NUMBER YR DESCRIPTION

952 9 SOCIAL STUDIES CLUB

953 9 FHA CLUB

954 9 FCA

955 9 FOREIGN LANGUAGE CLUB

956 9 FBLA

957 9 BETA CLUB

958 9 SPANISH CLUB

959 9 PARTNERS CLUB

960 9 ART CLUB

961 9 DECA

962 9 STRATEGY CLUB

963 9 MULTI CULTURAL

964 9 KEY CLUB

965 9 ACADEMIC CLUB

966 9 NATIONAL HONOR SOCIETY

967 9 TSA

968 9/VICA CLUB

969 9 RVI

970 9 FUTURE EDUCATORS

971 9/ TIGER CLUB

972 9 DCT/WORK BASE LEARNING

973 9 DEBATE CLUB

974 9 DRAMA CLUB

975 9 HEALTH OCCUPATION CLUB

976 9 GAMA

977 9 SCIENCE CLUB

978 9 GERMAN CLUB

979 9 ECOLAB

980 9 GERMAN NATIONAL HONOR SOCIETY

981 9 FRENCH CLUB

982 9/CHESS CLUB

983 9 BOOK CLUB

984 9 SAAC

985 9 FFA

986 9 RUNNING CLUB

987 9 SPANISH NATIONAL HONOR

988 9 /SCIENCE NATIONAL HONOR

989 9 FINANCE ACADEMY

990 9 INTER ACT CLUB

991 9 DANCE STEP

992 9 VIDEO CLUB

993 9 FUTURE EDUCATORS OF AMERICA

994 9 SPIRIT CLUB

995 9 PRIORITY ONE

996 9/SCIENCE OLYMPIAD

997 9 DANCE COMPETITION

998 9 TRAVEL CLUB

BANK
NUMBER
1
1

BANK
INFORMATION
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
BANK NAME
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CASH
ACCOUNT
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000

STATE FUND REPORT
GROUP | PROGRAM

NUMBER
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705
705

2

N N NN N NN DN DN DN D DN DN DN NN DN DN DN DN NN DNDDRNDNDNDDNDDNDNDNDNDDNDDNDDNDDNDDNDNDDNDDNDNDDNDDNDDNDDN

STATE

8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011
8011

REPORT
TYPE
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY
AGENCY



All of the previously listed activity fund numbers are available for your use. However, several of these
are applicable only to elementary, middle, or high schools respectively. Many are applicable for all three
levels. New fund numbers may be assigned. Please contact the Finance Department to request a new
fund number.

SECTION 4: SPECIAL GUIDELINES
41 Contracts

The school principal is the only individual that may enter into a contract that obligates the schools
discretionary funds. All contracts for purchases of merchandise or services must comply with current
State of Georgia and Harris County Schools purchasing policies and procedures. Please see the HCS
Purchasing Procedures Manual for detailed information and guidelines.

Individual contracted services must be paid from Accounts Payable in Financial Services. These pay-
ments would include speaking engagements, honorariums, or other services such a security work for
athletic events. Each individual or company must complete an IRS form W-9, the “Request for Taxpayer
Identification Number and Certification.” See exhibit # 14, IRS W-9. This will allow us to correctly file a
1099 at the end of the taxable year.

Cash payments are strictly prohibited. All payments must be made by school check.

Harris County Schools employees should not be paid directly from school activity funds for any
additional services rendered. Any additional employee pay must be paid through payroll.

To comply with federal labor laws and regulations, all payments to Harris County Schools employees
other than regular payroll, must be paid through payroll using a Miscellaneous Pay Request form. A
school check must accompany the pay request to payroll.

Please reference: http://www.dol.gov/esa/whd/regs/compliance/whd_fs.pdf or contact our payroll
department if you have any questions.
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Exhibit # 14

o WG Request for Taxpayer Give form 10 the W-9 IRS Form

(Rey. October 2007} i requester. Do not
s Identification Number and Certification vond 1o the IRS.

Inkomst Fivarmrs Soevice
Name {as Shown on youx (ncome tax relurl;

Bursinees name, i cifferent om above

hesh. appropriate bow: L1 IncivicialSdie proprietor L] Corporation 3 Pertnarship

) Licitat sttty cormpany. Entsr the tax © oy, >
[ e (oee instuctions) ™

Pt s (wrbaY, Shes, and apLof 06 w0} Frecromstar s nams and adiiess. (opbonmy

Eveer
oo

Print or tyme
See Specific instructions on page 2.

Chty, state, and 2P oode

et accomnt number(s) here (optienal
IE!I Taxpayer Identitication Number (TIN}

Entar your TIM in the appropriate box, The TIN pﬂw&!eﬂ st matoh the name given on Line 1 in avold | Sesial seaurily number
backup withlolding. For Individuats, this is your social security number (SSM). Howsver, fer a rasident H H
alien, sole proprietor, or disregarded ertity, sea iha Pari | instructions on page 3. Far ather entilles, it Is

Your emphoyer iantification number (EIN). {f you do nol have a number, see How 12 gei a Tl on page 3. or

Nete. if tha account is in more than one name, see the chart on page 4 for guidelnes on whase Employar idantifieation number
number to enter. |

m Certification
Under penalfies of perury, | certify that:

1. The number shown on this form i my conec! laxpayer Identiication aumbar (or | am walling for B RUMber {6 be issued to me), 2nd

2. 1 am not subject 10 baskup withnolding because; (=) | am axempt from backup withholding, or i) + have not been nodfied by the Intemal

Revenue Servics IRS) that | am subject to backup withhokiing 25 4 resull of 2 {allure 1o IPoM &l interest or ghadands, or (o) the IRS has
notified me that | am no longer subject to backup withholding, and
3. |ama LS. citizan or other U.5. person {defined below).
Cerlification instructions. You must cross out item 2 above if you have been notifled by ihe IRS that you dre currehtly subject to backup
withiaoleling because you have falled to report all Interest and dividends on your tax retum. For real estale ransaclions, flem 2 does not apply.
For mortgage Interest paid, acquisition or abandenmen of secured property, canceliation o debt, cortributions to an individual retirement
artangament (IRA), and ganerally, peyments other than nterest ang dividends, you ere not reauired 10 skgn the Certiication, Bul you must
provide your correct TIN. Gee the Instructions on page &,

Sign Signature of
Here U8, porson & Dats I

General Instructions
Section references are 1o the Internel Revenue Codé unless

ctheruise noted. SELF-EMPLOYMENT AGREEMENT

Purpose of Form

A parson who |s required to Hie &n information return with the *This agreement is to be used for payment to any Non-employee or Non-incorporated vendors who
:Es;empmm ?:}‘:;”aﬁ;.;?n’;‘,.‘,;a;’;‘;";f m:' ",L:T‘;‘;?a?,”'"*"”“ N perform services for Henry County Schools.

transactions, mortgage Inferest you pald, acquisition or
ebandonmernt of secured pmperz cancsliation of debt, or
contributions you made to an IR

School

Use Form W-B only if you are & Li.8. persen fincluding &
resident alien), to provide youwr correct TIN to the person
requesting it {the requesten and, when applicatls, to: R

1. Gertify that the TIN you are giving i correct (or you are Vendor Information:
waiting for 2 number to be issued),

2, Cartify thal you are not subject to backup withholding, or

8. Claim axemption from backup withhslding It vou are 2 US. Name:
exempt payss. If applicable, you are also certiying that ae a
U3, parson, your aliscable share of any partnership Income from
2 UL, trade or business 18 not Subject 1o the withhoiding tax on [Address
foreign partners* share of efectively nonnected incame.

Nate. If a raquesler glves you a form otirer than Form W-8 to
reciuest your TIM, your must use tha racuestar's form i it is
substantially simiar o this Form W-9. Home #

ca o | oo #

Exhibit # 15

Dates:

Self Employment Agreement

: Type of Service Performed:

Vendor Signature:

Authorized Signature:

(Principal or Sponsor)

Important Notice- Please Read Carefully

The individual/vendor is responsible for reporting this income and paying the appropriate income
taxes. Taxes ARE NOT withheld from this payment. An IRS Form 1099 will be issued to any
individual or non-incorporated vendor to whom payments from the Henry County School System
meet or exceed $600 during the fiscal calendar year.

For Office Use Only

Fund Number | Check Amount [ Check Number | Date Paid
[

Revised May 2009
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4.2 Donations to the School

HCS is not a 501(c)(3) entity. We are a charitable organization eligible for deductible contributions
under IRC 170(c)(1) and are not required to file Form 990. The school can provide a letter stating what
was received and/or quantity. Exhibit #18 also provides a generic form for the individual providing the
donation. Please note the school does not place a cash value on the item or items received, the
individual making the donation must assess its worth.

Cash donations to the school for a specific purpose should be set up in a separate activity fund and
expended as indicated by the donor if such indications are noted. Whenever possible a written directive
should be obtained from the benefactor as to how he/she wishes the donation to be used. This
document should be filed in the revenue file for the month the donation is receipted.

“Organizations that meet the requirements of Internal Revenue Code section 501(c)(3) are exempt from

federal income tax as charitable organizations. In addition, contributions made to charitable organizations

by individuals and corporations are deductible under Code section 170.”
http://www.irs.gov/charities/charitable/article/0,,id=136459,00.html

Exhibit # 18
Acknowledgement of Receipt of Donation

=

Henry County School System

Donation Record

Date of Donation:

Fair Market Value of Property or Cash:

Property Description:

Acitivty Fund Receiving Donation:

Donation made by:

Donation received by:

Principal Signature:

Revised May 2009
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4.3 Field Trips

Any field trip or activity that requires donated funds should be self-supporting. Consideration should be
given to the entire cost of the trip or activity, including admission tickets, meals, transportation costs and
substitute teachers. All field trips and activities must receive approval from the principal and be in
compliance with Harris County Schools policy.

If a field trip is cancelled, all funds receipted should be refunded to the student/parent. If there are any
questions regarding the distribution of the refunds, please contact your school bookkeeper.

4.4 Bus Driver Pay for Field Trips

In most cases, the school is responsible for funding the expense for school bus driver wages for field
trips. Dependent on the type of event transportation is needed, there may be an additional cost per mile
associated with the overall expense.

Please contact the Transportation Department for further information regarding completion of
Transportation Request Forms or subsequent payment for driver expenses and/or mileage.

4.5 Fund-Raising

All fundraising projects must be approved by the appropriate authority prior to the activity. A Request for
Fund-Raiser Approval Form, Exhibit #19 must be submitted by the sponsoring teacher. The sponsoring
teacher may also complete a Fund Raising Financial Report, Exhibit 20. The Fund Raising Financial
Report analyzes the profit and/or loss of the project.

School wide fund raising projects should be recorded in the appropriate activity fund. Only receipts and
disbursements pertaining directly to the activity should be recorded in the transactions of the fund. This
allows the school to determine the amount of profit or loss realized from the activity, after taking into
consideration spoilage, items lost, or cash given as prizes, awards, or incentives, etc. It also allows the
school to determine if theft has occurred, if sales are too low, or if the mark-up is sufficient to allow a
suitable profit.

The following fundraisers are not required to have a Fundraiser Approval Form. In addition, a
Fundraiser Financial Report is not required, unless there is a negative year end balance for the
fundraiser.

= School Pictures
= Yearbook = Concessions (Ice Cream & Coke sales)
= School Store

Profits from a school wide fundraiser or an on-going activity may be transferred to the General Fund at
any time during the school year, but must be transferred by June 30th to zero the fund. Expenditures of
a general nature that are not related to the fundraising activity must be made from the General Fund.
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Exhibit # 19
Fundraiser Request Form

HENRY COUNTY BOARD OF EDUCATION
REQUEST FOR FUND RAISING PROJECT

HEMRY COUMTY SCHOOLS

SCHOOL:

DATE:

ORGANIZATION, CLASS, CLUB:

PROJECT:

DATE(S) OF PROJECT:

DESIGNATION OF FUNDS:
(Please be specific)

ANTfEeaTon novsesne
ACTIVITY

APP
APP DATE ITEM DESCRIPTION INCOME EXPENSE BALANCE
APP

DATY

Revisd

Subm

| |r | an ||| vl vl lvlnlen nle
I T O U TR T IO AT AT IO AT A A IO AT A IO

TOTAL INCOME RECEIVED $
TOTAL EXPENDITURES $
PROFIT / LOSS [s

|:> Revised May 2009

Exhibit # 20 Fundraiser Financial
Report
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4.6 Gratuities / Discounts

All Harris County Board of Education employees are strictly forbidden from accepting gratuities or
discounts for personal gain. These include but are not limited to those arising due to purchases made
for the school or for the school system. By accepting either, a conflict of interest is created.

4.7 Inactive Funds

A fund will be considered inactive if there has been no activity during the preceding twelve (12) month
period, and the school administrators do not anticipate further activity.

In the case of a disbanded club, a discontinued subject, or a discontinued activity group, any remaining
balance should be transferred to the General Fund within six (6) months after the fund or function
becomes inactive.

In the case of a graduated class when all obligations have been cleared, any remaining balance will be
transferred to the General Fund.

4.8 Lost or Damaged Books

Library Books: Monies collected for lost or damaged library books must be receipted to the Activity
Fund Account # 101—Media Center. Any funds collected must be used by the school to replace library
books.

Textbooks: Monies collected for lost or damaged textbooks must be receipted to the Activity Fund
Account # 104—Lost or Damaged Books. A check made payable to Harris County Schools for the total
amount collected should be forwarded to the Financial Services, in effect zeroing out this account annu-
ally.

4.9 Negative Fund Balances

The bookkeeper should advise the principal immediately if any account falls to a negative balance. As a
rule NO account should be in arrears at any time during the school year. However, should this situation
arise, contact your principal for direction. The principal has the option to leave the negative balance or
transfer funds from the General Fund account. The principal will also direct the sponsor for future
activity in that account.

410 PTO/Booster Clubs

Organizations such as PTO’s or Booster Clubs are separate entities. The funds of these groups must
remain separate from school activity funds and must remain under the leadership of said group. The
school cannot assume responsibility for the financial records and activities of any supporting

organizations. It is strongly recommended that these organization’s books be examined annually by an
independent accountant. Please refer them to http://www.irs.gov/ for information on how to apply for a

tax id#. These organizations should apply for their own Federal Tax ID nhumber and should not
use the Federal Tax ID number for Harris County Schools.

4.1 Parking Fees
If parking fees are required, a separate restricted activity fund account # 106—Parking Permits, has

been established. Expenditures from this account should be only for security and/or maintenance of the
parking areas.
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412 Locker Fees

If locker fees are required, a separate restricted activity fund account # 109—Lockers, has been
established. Expenditures from this account should only be used for the maintenance and upkeep of the
lockers.

413 Refunds to Students

Occasionally, it may be necessary to make refunds to a number of students. Please have the sponsor
complete a Check Request Form on each student, including mailing address information. As more of
our schools complete the transition from manually written checks to computer generated checks,
individual vendor numbers must be assigned for each student and complete mailing information is
required.

414  Sales Tax

All Boards of Education and the schools under their control are required to comply with the Georgia
Sales and Use Tax Laws and Regulations.

Georgia Sales and Use Tax Exemptions, O.C.G.A § 48-8-3, section (39), “Sales by a school with
grades Kindergarten through 12 of tangible personal property, concessions, and tickets for admission to
school functions when the net proceeds benefit the school or its student.” Use the exemption
documentation form ST-5. The school bookkeeper will have an official copy for use. Please note that in
the Georgia Rules and Regulations, section 560-12-2-.79 offers further insight into application of the
sales tax exemption status.

“(1)(d) Exemption certificates covering purchases of tangible property, [tangible property
is that which can be felt or touched], by registered schools and Board of Education shall
be honored only when purchase is pursuant to an official purchase order signed by a
person authorized to obligate the school or Board of Education for payment therefore
out of public funds.

(2)...However, purchase orders issued for property which does not become and remain
the property of the Board of Education...will not be considered Official Purchase Orders
sufficient to exempt the property from taxation.

(4)...Certificate of Exemption (Form ST-5) shall be honored only when purchases made
are pursuant to Official Purchase Orders to be paid for out of public funds. Such certifi-
cates must be completed and signed by a person authorized to issue Official Purchase
Orders. Item 4 should be checked, and “Board of Education...County, (City or State of
Georgia)” inserted in the space provided for “Certificate of Registration Number”.

(10)...Purchases made by Public Schools, School Groups, Organizations, etc. Official
Purchase Orders shall not be recognized for tangible personal property such as year
books, class rings, graduation gowns and caps, photographs, etc. or purchases for any
school group, organization, association, or individual. The tax shall be paid to vendors
on such purchases...”
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Please note: Permitting any outside agency (PTO, Booster Club, etc.) access to the Sales and

Use Tax Exemption Form and/or the Certificate of Exemption for Hotel / Motel Excise Tax is
prohibited.

Exhibit # 21
Sales and Use Tax Certificate of Exemption

ST-5 (REY, 0300
@GMFMI’I

STATE OF GlGRGLA
DEEARTMENT OF REVENUE
SALES AND USE TAX, CERTHFICATE OF EXEMFTION
GEOR{GIA FURCHASER OR DEALER
EFFECTIVE JUEY L, 2000

T

—

" {SUPFLIERY

THE UNDERSIGNED HEREBY CERTIFIES mmﬂmmwwmp‘muﬂmmaﬂﬂmmmwﬁnm
order, end fhat thit certificate shall romain in offect pl

indicated betow;, unkess otk Eperifed m e il

mvdmﬁin\mhug. Any angible pereonat preperty chiined under this certtficate of exetuption it subject o the sales and se tax if
u;gMmmmdhymspmha&amwmmmﬂmnmmmdmﬂmmﬁm {Cheek praper box )

Bzale, ental or beacd oy, incTuding it not Yimited ta the porchase fos msale of geseline and ofber mator fiede,

Meseeale for fsther processing, menofecm o o
'Isemmn‘ammpafum pmnfﬂw[?mq::gﬁ:rnh,
ar

ar sale. Comaines or other packaping makeisle mercl

Machiouy teed Hinctly i the meoatiue of oyl
mmmm;mmmmﬂm

Dllemct Py Pranlt sofiariced onder Begnlotion: S60-1;
et Tt 40 susipiers oo achases of paeelna,

ATTENTION: GEORGIA HOTEL AND MOTEL OPERATORS

Om April 2, 1987, Act Number 621 amending the Gfficial Code of Georgla Annotated Section 48-13-51
became effeetive. This Act provides that Georgia State ar loval government officials o empioytes

traveling on ¢ffcial business shoutd oot be charged county or municipal exciss tex on Jodgmme. Safes thx
iz not exempted imder the current sades tax law, since the payment af hotel/mele) bills by an employes is

ot
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mlmhmnnwm:lm nut]adllae]f
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AlrgmaR, wateraraf), rattosd dncomotives’ and rollleg
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idered to he
verification of the identity of the Statc official or craployee ideatified helow, Gourgia hotel and motel
operators are autherized to exempt the individusl from any applicable eounty or municipal lodging
excige tax, Sales tax, however, should continue to be charged.

A copy of this cértification shovid be maintained with your tax records to doctrnent the individual's
status gs @ Séate official or empluyes traveling on official business. If you have any questions, please
contact the accounting or fscal office of the Department or agency emplaying the individual identified
below, ’

STATE OF GEORGLA

CERTIFFCATE OF EXEMPTIGN OF LOCAL HOTEL/MOTEL EXCISE TAX

made directly by s Stateagency from appropriated funds Upem_ ]

CERTIFKCATION

This is to certify that the lodging obteined on the date(s) identi fied below was required in the discharge
of my efficial duties for the State and quatifies for exemption of the local hotelimotel excise tax wnder
ihe Oificial C'ade of Georgia Annotated Chapter 48-13-51 [ag amended by Act 62 I, Georgia Laws

=

Exhibit # 22

1947
Signanere of Official or Employes Date
PRINT OR FYPE
Name of Official or Employes
Title of Official or Emplayee
Date(s} of
Lodging . —

Hotel / Motel Excise Tax Exemption

10187 09070
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415 Travel

Reimbursement for employee travel expenses must be documented with appropriate “original” receipts
on the Harris County School Employee Expense form, Exhibit # 23. This form is also available on

My Harris at http://www.Harris.k12.ga.us/ for easy accessibility. Expenses must conform to the travel
rules and regulations as set forth in the State of Georgia Statewide Travel Regulations as published the
Georgia State Accounting Office and Office of Planning and Budget.

The following travel related expenses may be paid directly to the provider (hotel/motel, association,
restaurant, etc.,) by school check:

Hotel/Motel Accommodations: Required documentation requires an approved Purchase
Check Request Form verifying the event, the staff members to be lodged, and the lodging rates.
The original copy of the paid invoice must be returned to the bookkeeper. The expense can be
pre-paid or paid at the time of check in. For travel within the state of Georgia, present a copy of
The Certificate of Exemption Hotel/Motel Excise Tax and the Sales Tax and Use Certificate.

A Employee Expense Travel Form must be completed and submitted with all original supporting
documentation for reimbursement.

Conference/Clinic Registration fees: Requires a Check Request Form and a
copy of the completed registration form(s) for each employee registered for the event.

Airline Tickets: Require a Purchase Order or Check Request Form verifying the event and the
name(s) of the employee(s) traveling. An original copy of the ticket confirmation is required
documentation. Employees will reimburse the school or county for any airline tickets that were
purchased and travel subsequently cancelled by the employee. Emergency situations will be
taken on a case by case basis.

None of the above is intended to limit the advancement of cash to cover student meals for athletic
events, etc. However, the sponsor/coach must return an original receipt for the meals along with any
remaining funds. It is extremely important that all avenues of “pre-payment” or “payment by school
check” be exhausted prior to cash distribution. Only legal, allowable expenses covered by the State
travel regulation are permitted for reimbursement and failure to follow policy in matters to personal
expense lends itself to the perception of wrong doing when none may exist. Caution is advised.
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Exhibit # 23
Employee Travel Expense

August 2008, Issue
Name Name of Activity
Address SSN or Employee #
Headquarters
Month Ending Auto License#
TRANSPORTATION SUBSISTENCE MISCELLANEOUS
Attach Receipt(s) Meal Maximum $28/ day - Attach Receipt(s) for Lodging| Attach Receipts(s)
Odometer other
Date Departure and From - To Reading- [ Number of Local | 0 ation | Breakfast | Lunch Dinner | DAY Meal | | iging Description Amount
Arival Time Ending Use Miles Total
(Airfare, Taxi, Bus)
Beginning
Miles 0 X 0.55 = $
Other Transportation = $ - Total i $ 8 - |Total Misc _$
Total Transportation = -
Tdo solemnly swear, under penally provided by faw, T fhe above Stalements are rue and thal | have Incurred he described expenses Total
I use mileage in the dis v m .
land the Local use mileage in the discharge of my official duties for the Local School Syster Funding Source(s otals
Mileage $
Employee Signature Date Acct # $
Acct # $
[Approved By Date Acct # Total Expense ~ $

416 Vending Machines

Principals should give serious consideration to vendor-operated machines. The vendors stock, pro-
vide routine maintenance, and collection of revenue. A check is then issued to the school for their
share of the profits. This frees school personnel from any vending machine duties and responsibili-
ties. An accounting document should accompany any payments received verifying the accuracy of
school profit share. These statements should be maintained for audit purposes.

If school personnel collect monies from vending machines, it should be done in the presence of an-
other employee, preferably the school bookkeeper and any clerical staff assigned to the office.
Once the clerical person assigned to collect the funds has completed a count and deposit slip infor-
mation, then the school bookkeeper verifies the total and receipts the funds. Vendors should NEV-
ER be paid cash from the collections. Please contact the main office of the vending company
should any of their employees request payment in cash. All monies must be properly counted and
receipted by the school bookkeeper.

36



417 Admissions / Ticket Sales

An accurate accounting of all ticket sales is to be kept for each activity of the school where tickets are
sold for admission. This would include individual event admissions and season passes. Examples are
athletic events, plays, dances, festivals, etc. All tickets shall be kept under lock and key.

All admission tickets shall be pre-numbered. If various ticket prices are to be charged, such as “adult”
and/or “student”, tickets should be distinguishable by color. Tickets that indicate season passes should
be unlike in color of any ticket issued that season.

The school bookkeeper must maintain a Record of Ticket Issuance, see Exhibits #24 & #25. This record
is to be maintained for audit purposes and must show the name of the individual to whom the tickets
were issued, the inclusive ticket numbers, the date of issuance and the date remaining tickets returned.

A “Report of Tickets Sold” must be completed for each event, see Exhibit # 26. The bookkeeper must
complete the portion of the form pertaining to the nature of the even, ticket seller, ticket numbers issued,
and the price of tickets at the time of issuance. This form must be completed for every gate that sells
tickets at each event. Once the ticket sales have been concluded, the person responsible for the sale
shall complete, verify, and sign that the portion of the Report of Tickets Sold regarding the number of
tickets sold and the total cash received. The report form, ticket proceeds, and any unsold tickets must
be validated and receipted by the school bookkeeper at the earliest possible time.

It is recognized that errors may occur in making change and that the actual cash received may not al-
ways agree with the number if tickets to be accounted for. For this reason, any difference in the cash to
be accounted for and the actual cash received shall be shown on the Report of Tickets Sold. This form
shall be signed by both the cashier and bookkeeper.

All monies collected for each event shall be deposited intact, and no payments may be made in cash to
officials, gate workers, or other parties. All payment for expenses relating to the event shall be paid by
check pending proper documentation has been provided. Harris County School employees must be
paid through payroll.

Periodically your Principal and Athletic Director may want to review an Athletic Summary Report. The
example in Exhibit #27 can be generated directly from the SchoolFunds by TRA Online program. Con-
tact your system bookkeeper for further information on how to modify your report to reflect only athletic
event sales and income.
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Exhibit # 24
Ticket Inventory

YOUR SCHOOL NAME HERE
TICKET INVENTORY
TICKET NUMBER SEQUENCE EVENT COMMENTS COLOR
Bookkeeper Date
Principal Date
Exhibit # 25
Ticket Log
YOUR SCHOOL NAME HERE
TICKET LOG FY2009
TICKET NUMBER ENDING TICKET
SQUENCE NUMBER OF NUMBER SPONSOR
DATE ISSUED ISSUED TICKETS USED SEQUENCE EVENT DESCRIPTION/COMMENT INITIALS
Bookkeeper Date
Principal Date
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Exhibit # 26
Report of Tickets Sold

YOUR SCHOOL NAME HERE
REPORT OF TICKETS SOLD

EVENT TYPE:
OPPONENT:
DATE:
Adult Ticket Price $ - Ticket Color
. Beginning . . .
Gate Assigned to: Ticket S.,.eque.nce Ticket Ending Ticket Ticket Price Total Ticket
Assigned: Number Sold Sales
Number Sold
$ -
$ - 1% -
$ - 1% -
$ - 1% -
$ - 1% -
$ - 1% -
$ - 1% -
ADULT GROSS $ - $ -
Student Ticket Price $ - Ticket Color
. Beginning . . .
Gate Assigned to: Ticket S.eque.nce Ticket Ending Ticket Ticket Price Total Ticket
Assigned: Number Sold Sales
Number Sold
$ -
$ - 1% -
$ - 1% -
$ - 1% -
$ - 1% -
$ - 1% -
$ - 1% -
STUDENT GROSS $ - $ -
TOTAL TICKET
GROSS $ - SALES $ -
LESS BEGINNING LESS CASH
CASH DRAWER $ - RECEIVED $ -
OVERAGE /
NET CASH RECEIVED|| $ = SHORTAGE +/- $ =
Cashier Date
Lead
Cashier/Coaching Date
Bookkeeper Date
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Exhibit # 27
Athletic Summary Report

FUND

661
600
676
677
520
673
622
B72
623
510
531
524
671
525
526
671
521
675
528
B30
532
533
B74

FUND ACCOUNT
DESCRIPTION

Athletic Booster
Athletics
Yolleyball Gate
Track Gate
Baszeball
BASEBALL GATE
Basketball Boys
BASKETBALL GATE
Basketball Girls
Cheerleaders
Cross Country
Foothball
FOOTBALL GATE
Golf

Soccer

SOCCER GATE
Saftball
SOFTBALL GATE
Tennis Boys

Track

“olleyball
Wrestling
WRESTLING GATE
TOTAL

=]

o= &m &R (&R (&R &R &R &R &R &R (&R &R &R (&R &R &R &R &R &R &R &R

BEGINNING
BALANCE

127174

§73.54

111.66
11,741.53
371.43
192.69
4,035.34

419.81
903.18
392.02

81.75
435.25
1,331.00

{B53.62)

(550,65}
20.756.47

o= em &m (&R &8 &R &R &R &R &R (&R &R &R B8 8| &R &R A &R &R &A

DEPOQSITS

14,094.91

540.00
7.705.00
471257
B,284.00

13,190.90

355.00
2 217223
1,570900
9 45751

29,006.25
B,558.73
B ,825.05
3,410.00

52.00
1,038.00
2,004.25
B,045.74

5 487 47
g21.00
1,992.00
124,201.91

SECURITY

2947 58

3,173.00

175.00

<7 ER SR €R R &R €R (8RR &R (8B &R R 8B &R &R R &

5
5

GATE

96.09

37757

362232

2153.03

96.09

21531

679558 § 6.560.41

a

OFFICIALS
nd/or DUES

1616.00

5514.00

2916.00

1,350.00
13,033.00

§

o &m &m (&R (&8 &R &R &R &R &R (&R &R &R &R &R &R &R A &R &R &A

OTHER

14,168.56

423.04
197.57

4 451.04
538,12
270.50
13 609.50
2.234.50
9 588.00
14 959,66
§,130.00
F 506.78
1,665.30
470.00
100.00
1,980.25
4 580,97
B.706.24
325.00

§9.215.63

e &m &m &R (&m &R &R &8 &R &R (&R &R &R (&R &R &R &R &R &R &R &R R &R &A

ENDING
BALANCE

(170.04)
(675.00)
540.00
8,553.70
2521.43
2 59650
458.85
196.06
349.26
B.93
56.50
9 539.70
£28.73
738.08
2,147.86
14.02
76.00
105.75
1,503.93
112.23
(357.82)
(295.96)
29,353.76
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Exhibit # 1.
Exhibit # 2.
Exhibit # 3.
Exhibit # 4.
Exhibit # 5.
Exhibit # 6.

Exhibit # 7.
Exhibit # 8.

SECTION 5: EXHIBITS

W-9 Request For Taxpayer Identification

Money Tally Form (Elementary School Only)

Receipt Book Control Log

Generic Pre-Numbered Duplicate Copy Receipts

Check Request / Purchase Order Request Form

Example Fund/Activity Cash Balance Report
(generated by sponsor)

Deposit Transaction Form

Journal Entry Number Control Log

Exhibit # 9. Transfer of Funds

Exhibit # 10.
Exhibit # 11.
Exhibit # 12.
Exhibit # 13.
Exhibit # 14.
Exhibit # 15.
Exhibit # 16.
Exhibit # 17.
Exhibit # 18.
Exhibit # 19.
Exhibit # 20.
Exhibit # 21.
Exhibit # 22.
Exhibit # 23.
Exhibit # 24.
Exhibit # 25.
Exhibit # 26.
Exhibit # 27.

Example Manual Cash Balance Report
Example Bank Statement

Monthly Reconciliation Report

Month End Cash Balance Report

W-9 (Blank for Subcontractor)
Self-Employment Agreement

HCS Timesheet (document overtime)
Miscellaneous Payroll Form
Acknowledgement of Receipt of Donation
Fundraiser Request Form

Fundraiser Finance Report Form

Sale and Use Tax Certificate of Exemption
Hotel / Motel Excise Tax Exemption
Employee Travel Expense Form

Ticket Inventory Form

Ticket Issuance Log

Report of Tickets Sold

Banking and Authorized Signatures Information
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Exhibit # 1

Porm W'g Request for Taxpayer Give farm 1o the

e, Neovarmbar 2005) raquaster. Do not
o e ldentification Number and Certiflcation e

Wama &5 Ehewn on yaur imotiiss X ratis
Henry County Board of Education
Busitass name, If Giftersnt from aliova

tndbvidual i
rack appropeiate bax: L1 bt aayotr L1 Soporatos (] Parnartip. o oP b1 SCHOGY st o ackur

Addrams {mambat, strest, ard ept or sulis o) Flequanter's name and aodmex ([opinel
33 N. Zack Hinton Parkway

e GA 30253
List ot rmines) ate {oplienal)

wr Identification Number i)

Entar your TIN In the appropriale box. The TIN provided must msteh the name given or Line 1 to aveid | Sodlsl secsutly number
baclkup withoiding. For individuals, this s yeur social seourity numbar (SEN), However, for 8 residect L L E 4
afien, Soie proprietar, or disregarded entity, ses the Part | inwlructions on paoa 3. For athar entitles, 1t is

Print or type
Soo Specls kstnetions on page 2.

L]

your smplayar dentifcation numbaer (SN, If you de net kave g naviber, sse Haw to gara TIN o puge 9. ar
Note. i ihe asemnt 1y in more 13 oR2 nerme, S8 tha chart on page 4 for guidelines on whoss | Emolsyr tantnemian wsstne |
mamiver o enter, : 58-6000263

Gariiication
Unciar paraities of pariury, | cartify thak
1. The numbar shown on thiz ionn ks my sorest tmpayer identifieation umber {or | am walting for a sueber o be issuad to me), and

2. 1am ot Bublest tn bedkup withholding because: ) | am oxempt front backup wittbsiding, o §o} § have not heen notifiad By the Imomal
Favanus Sanviss (RS that 1 am aublact 1o betkup withhaolding as s result of 8 failre to epont all Intereat or dividands, o7 (9} the JRS hea
netifisg me thet | am no lenger subject to keciam wihohing, and

3. lama U8 person Incioding 2 U.E. residant alien).

Cuntifioation [nutructions. You must croz eut Bam 2 abovs i you bave bean notified by the IHS that you ars currently subjact fe bankup
withhsidlng becauss you have falled to report all Interast end dhvidende on your tax return, Far rmal astate tramaetions, tem 2 deas not apply.
Far mortgige intarset naks, sequisition or sbandonment of saoured propary, sanceliztion of debt, conblbutions to an Individual retiremeant
areangument (134}, and ganarally, paymanty other than Interest and dividends, yoau ara not reguirad 1o sign e Gertificetsn, But yau must
prwgs‘ your correct TIN, (Sea tha In»a’tiuoﬂuns o page 4.

ﬁ?r: m» ZM s Date > ¥ /;/;/)

Purpose of form ~ # A inclidue who I @ citen or et of the Unfed

A paraan why ig required to flie an infanmation raturn with the
IRS, must ebiain your corract taxpayar identification number » A parmarshlp, cerporation, company, o assboiation

{TIM) 4o report, for example, Incoma paid to you, real sstete craated or argankeed [ the United Siates or under the lawa
fransactiong, mongage Intereat you paki, acquisition or of the Linkted Statas, or

sbandonment of secured property, sancellstion of dabt, or . Am, {other then & forelgn eatate) or thust, See
coniribitions you made o an JRA. Hag = sactons 301.7701-8(2) and 7{e} for additional

LS. persor, Uas Form W-2 only # you are 3 U.S, person intarmation,

{inciuding a rasident alien), to provide your comegt TIN 1o tha Bpucial rules for partnerships. Pannarahips {hat condugt &

parson reqisesting 1t (the requester) and, when applicable, to: imde or businass hllin the Uinited % ars ganarally reql;lfrad
1, Garlify that the TIN you are giving Iz comast (or you gre o pay 8 withholding tax an any fa partnams' shere

waiting for @ numbr to gc issuug. " forye income from auch business. Furthar, In cartaln tages where &

Form W-9 has not beer: racalvad, a partnarshin 1z ragulred 10
2. Cortlfy that you are not subjsct to backup withholding, ar prasuma st 5 2 fmaién carson, end pay the

3, Gl exomption from backup withholding ¥ you are a withfiokling tax, Therefors, if you are a U.S, parson that is a
U.8. prampt payss, , ertner In a parirershin conducting a trade or businiess in the
in 3 above, i epplicable, you ars also certliylng that as a nlted Staton, provide Form W-3 o tha partrershin to
{48, persan, your alivesble shere of any parinership income asfablish your U.8, etatus and ave!d withhoiding on your
from B 1.8, trads or bysihess is not aubjaedt to tha share of partnershlp incoma.

withioiding tax on forelgrn parinars’ share of aifadtivaly “The paraoh who gives Form W-8 to the partnarship for

CORME Income.
oses -of estabishing e U.S. atatus and avold
Nota. i a roquester gives you a form other than Farm W-8 10 \pvi;uzhuldlﬂg on ite ailncgb!a shara of net income flﬁf.;! the

recqueat your TIN, yeo rrust use the retuestar's form i i la narship cenduoting 5 trade or business in the Unl
substantlally similar io this Form W-g. partnersip cor m“nf,'}g,g e the United
:ar facieral B purposes, you are considersd 8 porson i YoU o Tha 1.3, ownsr of a disregarded antity Bnd not the antty,
are:
ok Ke Areiddy SRt Wa e 44 _4nns\
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Exhibit # 2

YOUR SCHOOL NAME HERE
MONEY TALLY FORM
CLUB / ORGANIZATION / FUNDRAISER
DATE: Sponsor
CASH: CHECKS: List each check individually
Please note students name and activity fund account
COIN: number in memo area on check
1.
CHECKS: 2.
3.
TOTAL 4.
DEPOSIT 5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
Remitted 20.
by: : 21.
22.
Receipt # 23.
issued: 24.
25.
* The bookkeeper must receipt all funds. Please do not leave deposit unattended.
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Exhibit # 3

SCHOOL

FISCAL YEAR

RECEIPT BOOK CONTROL LOG

ACTIVITY FUND

RECEIPT NUMBER DATE ACTIVITY FUND SPONSOR DATE DATE
SEQUENCE ISSUED | SPONSOR NAME SIGNATURE RETURNED | BALANCED
Bookkeeper / Date
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DATE

RECEIVED FROM

RECEIPT _365897

Adddress

potars

ACCOLUNT

HOW PAID

BECIMNING
BAEANCE

CASH

AMOUNT
PalD

THEXE

BALANCE
DETE

22001 RERFORs S1654-NCR

RECEIPT 365898

DoilaRs $

ACCOUNT

HOW PAID

BEGINNMIMNG
BALANCE

LASH

AMOUNT
BADY

CHECK

DUE

MOMEY
QORDER

DATE

RECENVED FROM

€2001 REDIEGRM® ST654-NCR ;

RECEIPT 385898 85899

Adrress

ooiLaRs $

ACCOUNT

HOW PAID

TBEGINNING
BALANCE

CASH

AMOLINT
D

BALANCE
DUE

H
g
:
g
]
E
i
i
£
e
3
2
g
H
_E"
o
F4
2
i
[3
a
7
i
3
3
H
z
g
g
&
%I
H
¢
2
2
f
i
g
:
i
]
FH
£
g
£
i
ke
H
]
&
§
3
a
Z
B

DATE

RECENED FROM

©2001 REDIFORM® 51654-NCR

RECEIPT 385900

Address

LCOUNT

HOW PAID

NG

CASH

L2001 BERIFORISE 51654-NCR

Exhibit # 4




Exhibit # 5

YOUR SCHOOL NAME HERE
SCHOOL MAILING ADDRESS
CITY, STATE
PHONE NUMBER AND FAX NUMBER

CHECK REQUEST CHECK APPROVED YES NO
REQUEST FOR SCHOOL P.O.# P.O.# ASSIGNED
NAME FUND ACCT #
ACTIVITY
VENDOR VENDOR #
ADDRESS
YES, PLEASE FAX THIS ORDER
NO, PLEASE DO NOT FAX THIS ORDER
QUANTITY DESCRIPTION UNIT PRICE TOTAL
SHIPPING AND HANDLING
TOTAL COST
SIGNATURE DATE
DEPARTMENT CHAIR/
ATHLETIC DIRECTOR DATE
PRINCIPAL DATE
CHECK # ISSUED CHECK DATE

Revised May 2009

THIS FORM IS NOT VALID UNLESS SIGNED BY THE PRINCIPAL
THIS FORM MUST HAVE A VALID PURCHASE ORDER NUMBER
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Exhibit # 6

__8.%;

JONVTvd ONIANT

__8.%;

__oo.wm;
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__8.85

__8.8;

__8.%5

__8.8;
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__8.%5

__8.%;

__8.%;

__8.%;

__88;

__oo.wm;

__8.%;

__oo.wm;

__8.%5

00°005$

MOHS S.1dV 3INIJ 404 NOILYY1SIO3Y

__oo.wm&

00°09¢$

60-6ny-01

SA3300dd ¥3SIVdaNN4

__8.8%

00°02$

80-des-0}

d3SIVHANNA LV VZZId 404 ¥O3HD

__oo.w;w

00°Ce$

60-dS-G

SINVS / S3I1ddNS HISIVHANNS 404 MO3HD

__8.8@

00°52$

80-INr-G¢

11SOd3da
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: JONVIVE

S1is0d3a

SMO3HO

alvd

#1009y

I1dNVX3 :
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Exhibit # 7

DATE

ACCOUNT
NAME

DEPOSIT SLIP

ACCTH#

COINS $

$

BILLS $

CHECKS

DATE

ACCOUNT
NAME

DEPOSIT SLIP

ACCTH#

COINS §

$

TOTAL DEPOSIT $

BILLS $

CHECKS

DATE

ACCOUNT
NAME

DEPOSIT SLIP

ACCTH#

COINS §

$

TOTAL DEPOSIT $

BILLS $

CHECKS
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Exhibit # 8

JOURNAL
ENTRY
NUMBER

FUND

DESCRIPTION

DEBIT

CREDIT

001

DO NOT USE

002

003

004

005

006

007

008

009

010

011

012

013

014

015

016

017

018

019

020

021

022

023

024

025

026

027

028

029

030

031

032

033

034
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Exhibit # 9

SCHOOL NAME HERE
TRANSFER FUNDS

Date
Amount

Transfer from Account #
Transfer to Account #

Reason

AUTHORIZATION BY

SCHOOL NAME HERE
TRANSFER FUNDS

Date
Amount

Transfer from Account #
Transfer to Account #

Reason

AUTHORIZATION BY
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Exhibit # 10

Example Monthly Cash Balance Log
July 2005
Jul-05 Income Expenditures Balance
7/1 05 |[Beginning Balance 71 3] 2| 4] 2)51
17161 -17171 371208 6 953043
17172 - 17178 126421 6 826 622
deposit #1 20167 6 846 789
deposit #2 3| 1| 7| 2|42 7164031
deposit #3 132631 7296662
17179 - 17189 10 2 900 719 3762
17190 - 17200 168987 7024775
BBA #2 NSF #100 4 5/00 7020275
BBA #3 NSF_ #812 2 5|00 7017775
BBA #4 EFT Credit #100 8 0/00 7025775
BBA #5 Service Chawrge #100 2 3|60 7023415
BBA #6 Intevest Paid #100 2 0/ 596 704 4011
7/31 05 | Ending Balance 704 4011
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Exhibit # 11
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Exhibit # 12

MONTHLY BANK RECONCILIATION

MONTH ENDING

BANK BALANCE

DEPOSITS IN TRANSIT

TOTAL OUTSTANDING CHECKS

OTHER RECONCILING ITEMS

RECONCILED BANK BALANCE

BEGINNING CASH BALANCE

TOTAL CASH BALANCE RECEIPTS

TOTAL CASH BALANCE PAYMENTS

TOTAL CASH BALANCE JOURNAL ENTRIES

ENDING CASH BALANCE

ADMINISTRATORS SIGNATURE

Revised
May 2009
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Exhibit # 13
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Exhibit # 13
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- W-8

[Rev, Octaber 2007)

Request for Taxpayer
Identification Number and Certification

Exhibit # 14

Give form o the
requester. Do not

Oupattmerk ol ihy Tretury send to the IRS,
ksl Rgnpme Saedt

Wame [as shown on your income Vax Felum}

Bussiness rama, i different Fom abovs

Check appropriabe bow EI Wnclividual’Sote prop E] Carpoalion D Parlnership Exempt

7 Limitaa litdlity company. Enter the lax classification {D=disragaded antity, G=corporailon, Popartnership) » _______ 1 payas

[ ether (see Instructionsy =

Adress (UMbRY, Slresd, and apL. of W no}

Requester's nama ard addrass [optonal)

by, state. and ZIP oode

Llst account number(s} hare foplicnal;

Print or type
See Speciflc mstructions on page 2.

Taxpayer ldentitication Number {TIN}

Enter your TIM in the appropriate bes, The TIN provided must matoh the name ghen on Line 1 o aveld | Soeial seaurily nuinber
backop witthelding. For individuats, this is your soclal security number (S8M]. However, lor a rasident : !
alien, sche propriator, or dizregarded entity, sea 1he Pari | instructions on page 3. Far other entitles, it s

your employer idantiication number (EIN). If you do nel have a numbes, see How to get 2 Tid on page 5. ar

Note. if the account is in more than one name, aee The chart on page 4 tor guidelings an whose

murnber ko enter,

Employar idantifcation number \
|

Gertification

Under penalties of perjury, | certify that:

1. The numbsar showr on this form is my corract laxpayer Identification number (or | am walling for & nrurnber to be lssued b me), and

2, 1am not subject 1o backup withholding bacause; (=) | am exempt from backup withholding, or f) | have not been notfied by the Intemal
Revenue Service (IRS) that | am subject to backup withhokfing as & result of a fallure to report el intarest or dividends, o (a) the IRS has

notified me that F am no longer subject to backup withholding, and

3. | am a US. ditizan or other LS. person {defined below).

Ceriiflcation instructions. You must cross out item 2 above if you have been notifled by the IRS that yvou are currently subject to backup
withtiolding because you have faled 1 report 2l Interest and dividends on your tax retum. For real estale ransaotions, item 2 goes not apply.
For mortgage Interest paid, scquisition or abandorment of securad property, cancellation of debt, gortributions to an individual retirament
arrangament {R4), and ganeraly, payments other than knterast and dividends, you are not required to gign the Certificatlon, hul you must

provide your cormeet TIN. See the instructions on page 4.

Sign Signatues of
Hera U.E, poracn M

Date

General Instructions

Section references are 1o the Internal Revenue Code unless
otherwise noted.

Purpose of Form

A parson who |8 required to fle &n infoimation return with the
RS must obtain your correct taxpayer identification rumber (TIM)
to repott, for axample, income paid to you, real astate
transsctions, mortgage Interest vou pald, acquisition or
abandonment of secured property, cancellation of debt, or
contributions you made to an TEA,

Usza Form W-9 only if you are 8 U8, person (including a
resident alien), to provide your corrett TIN to the person
requesting it {the requesten) and, when applicabls, to:

1. Certify that the TIN you are giving fa correct {or you are
waiting for a number to be issued),

2, Cerfify thal you are not subjset to backup withholding, or

3. Claim axemption from Backup withholding It you ane 2 U5,
exempt payes, If applicable, you are alse certifying that as a
U5, parson, your aliscable share of any partnership lncoma {rom
a LS. trade or business |3 not subject to the withholding 1ax on
foreign partners’ share of effectively commested income.

Mate. If a requester glves you a form other than Form W-9 to
regiuast your TIMN, you must use the raquester's form i it is
substanbially similar to this Fom W-9.

Daiinition of a .S, person. For federal tax purposes, you are
considered a LS. peraon if you are:

# An individual who is a U.S. citizen or U.3. resident alien,

® A partnership, cerporation, company, or asseciation created or
organized in the United Stales or under the laws of the United
States,

+ An estate {other than a forelgn estate), or

# A domestle trust {as defined in Regulations section
A01.7701-7).

Special rules for partnarships. Partnerships that conduct a
trade or business in the Uniled States are generally required 1o
pay a withholding tax on any joreign partners’ share of incoms
fromn such business. Furthir, in certain cases whers a Form W-9
has not been received, a partnership is required to presame that
a partriar is a forelgr person, and pay the withholdlng tax,
Therefore, if you are a U3, person that is a parther in a
partnership conducling a trade or business In the United Slates,
provide Eorm W-9 10 the parnership to establish your U.3.
sletus and aveid withhoiding an your share of partnarship
Insome.

The person who glves Form W-9 to the parinership for
purposes of establishing lte U3, statue and avoiding withhaolding
on its allocable share of nat ncorne from the parmership
conducting a trade or business in the United States is in the
following casaes:

#» The U3 owner of a disregarded entity and nol the endity,

Gal, Ho 106251x

Form W-8 {Rev, 10-2007



Exhibit # 15

SELF-EMPLOYMENT AGREEMENT

perform services for Henry County Schools.

School

*This agreement is to be used for payment to any Non-employee or Non-incorporated vendors who

Vendor Information:

Name:

Address

Home #

Cell #

Email:

EIN:

SSN:

Dates:

Type of Service Performed:

Vendor Signature:

Authorized Signature:

(Principal or Sponsor)

Important Notice- Please Read Carefully

meet or exceed $600 during the fiscal calendar year.

The individual/vendor is responsible for reporting this income and paying the appropriate income
taxes. Taxes ARE NOT withheld from this payment. An IRS Form 1099 will be issued to any
individual or non-incorporated vendor to whom payments from the Henry County School System

For Office Use Only

Fund Number Check Amount Check Number

Date Paid

Revised May 2009
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Emp. #

Fac. # Position

Name

HENRY COUNTY SCHOOLS
Time Sheet

Exhibit # 16

Dist. #

Day Date

Time-In

Time-Out

Length
of

Lunch

Additional
Hours
Worked

Office Use

Only

R

oT

AN EXPLANATION
FOR HOURS WORKED

IS REQUIRED BELOW

Sat

Sun

Mon

Tue

Wed

Thu

Fri

Sat

Sun

Mon

Tue

Wed

Thu

Fri

Sat

Sun

Mon

Tue

Wed

Thu

Fri

Sat

Sun

Mon

Tue

Wed

Thu

Fri

Sat

Sun

Mon

Tue

Wed

Thu

Fri

TOTAL HOURS WORKED AT
REGULAR RATE

REGULAR RATE OF PAY

TOTAT HOURS WORKED AT
OVERTIME RATE

OVERTIME RATE OF PAY TOTAL EARNINGS

$0.00

Employee's Signature

Administrator's Signature #1

Administrator's Signature #2 (Optional)

Date
Date
Date

Revised July 2007

*Please note timesheet format subject to change. Please contact Payroll for current forms.
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Exhibit # 17
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Exhibit # 18

Henry County School System

Donation Record

Date of Donation:

Fair Market Value of Property or Cash:

Property Description:

Acitivty Fund Receiving Donation:

Donation made by:

Donation received by:

Principal Signature:

Revised May 2009
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Exhibit # 19

HENRY COUNTY BOARD OF EDUCATION
REQUEST FOR FUND RAISING PROJECT

HEMRY COWTY SCROOLS

SCHOOL:

DATE:

ORGANIZATION, CLASS, CLUB:

PROJECT:

DATE(S) OF PROJECT:

DESIGNATION OF FUNDS:
(Please be specific)

ANTICIPATED REVENUE:

APPROVAL OF SUPERVISOR:

APPROVAL OF PRINCIPAL:

APPROVAL OF SUPERINTEMDENT:

DATE APPROVED:

Revised 11,01

Submit Original Only
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Exhibit # 20
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Exhibit # 21

875 (Rev. 10°2016)

To:

APLER S ADDRE 55 oy STATE P ooce

THE UNDERSIGNED HEREBY CERTIFIES hat all tangble personal property purchased or leased after T date will qualify for tax.free or
2 exempt reagment as ndicated below. (Check the Applcatie Box)

O 1. Purchases or leases of tangible personal property or services for RESALE ONLY. O.C.GA. § 48-8-20. A sales and use tax number is
mmnmcmﬂum Church, QUAlfyIng tax exempt CPlS CaNNg FSIAZ0N. 1ax EXeMEt DArert toXher

CIGANEZINON OF ABLOCIIBON, Private schoot (grades K-12), mwmmamm member counciis of the
Soouts of Amernca or Gl Scousts of the U S A TAX.FREE TREA' NOT EXTEND TO ANY PURCHASE TO BE USED BY

THE PURCHASER. INCLUDING ITEMS THE PURCHASER WILL DONATE. O C.GA §5 48-3-3(15), (39), (41), (56). (59). (T1)

B 2 Purchases or leases of tangible personal propery or services made by he United States government, the state of Georgla, any county of
muricipality of Tis state, fre dstncts which have elected governing bodies and are supported in whole of In part by ad valorem taxes, of
any bana fide department of such governments WHO0 DA for 2Xaca 10 NG Zaler Dy WATA0! 00 200(C00ed OVl Sk, A s2log
and uze tax cumber i3 not reguired for g cxemption, OC.GA. § 48-8.)(1)

O 3 Sakes of tangiie persanal property and services made 10 the University System of Georgla and its educational unis, the American Red
Cross. a Communty Service Boand located in this state. Georgla Department of Community Alfains Regional Cammissions, o speafic
Qualied authorties provided with 3 533 Lax exemption under Georgla law.

OCGA §§37.2.6 1(d), 48.8.3(8) 50.8.44.

0O 4 ™e sale. use, consumption, or storage of matenals, containers, ladbels, Sacks, of Dags used for packaging tangiie personal property for
shipment or sale. Materiils purchased at a retal establshmernt for consumer use are not exempl. A sales and use tax number s not

feg.red for ths exempton O.C.GA §483-3(3)

0O 5 Arcat ft, motor vehidies, and other transportation equipment manufacured or assembied in this state when sold by the
m«mwmmwmmunm-mmnmumwu
purchaser wiin this s2ane for the sole PUrpose of removing e property SOm TS State UNGET IS OWN POWer When The equipment does.
lend Rse¥ moce reasonably 0 removal by other means. m“m_mocuiu
x32).

0O & The sale of aircraft, watercraft. rasiroad locomotives and rolling stock, motor vehiclies. and major components of each, at wil be used
mnmumdmmnumdwwuwwmwmwmmm
COMMON CAIMer and CONract Carmes auhorty In interstate or foresgn y by the United States Government.
wmmnwnmmmwmmmmmmmmm
an Integral part of the craf. equipment. or vehicie are also exerrpt. The exemption does not extend 1o private or contract camers. O.CGA

§48-8-3032)A).
O 7. Purchases or leases of tangbie perscnal property or senvices made by the Federal Reserve Bank, 3 federally chared credit union, of 3
credit union organized under e ws of Tis state. A sales and use tax number s not required for this exemption 12USC §§ 531 1768 §

1768 OCGA §48.897
Under panaties of pequry, | deciare that | have examned ths ceraficate and, 10 the dest of my knowledge and belef. this cevaficate iz true
and comect and made in good fath, pursuant 1o the saies and use tax laws of the State of Georpla.  Further. | understand that any tanaible

Personal property abIaned Under TS COMTCae /S SUOJRCT 10 Sales and USe tax If e PUIChaser UsSes Or CONSUMES the property (n any
manner ather than indcated above.

Purchaser's Name. Harris County Board of Education Sales Tax Number-
Ecucation

§F RECUAREDY
Purchaser’s Type of Business:
Purct S ASShe: 132 Barnes Mill Road Hamilton, GA 31811

Printed Name and Signature: __R09%f D Couch '231,« D. C’M Tite  Superintendent

706.628 4206 Emait:

Telephone Number:

mrmu“mmmwnm-dmm“w-mmwu
payment of tax.
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Exhibit # 22

ATTENTION: GEORGIA HOTEL AND MOTEL OPERATORS

On April 2, 1987, Act Number 621 amending the Official Code of Georgia Annotated Section 48-13-51
became effective. This Act provides that Georgia State or loca) government officials or employees
traveling on official business should not be cherged county or municipal excise tax on lodging. Sales tax
is not exempted under the current sales tax Iaw, since the payment of hotelimotel bills by an empleyee is

— . netconsiderad-to-bepayment made-directly by State.agency from. appropriated funds Upon
verification of the identity of the State official or employes identified below, Georgia hotel and motel
operzators are authorized to exempt the individual from amy applicable county or municipal lodging
excise tax. Sales tax, however, should continue to be charged.

A copy of this cértification should be maintained with your tax records to document the individual's
status a5 a State official or employee fraveling on official business. If you heve any questions, please
comtact the acoounting or fiscal office of the Department or agency employing the individual identified

below.
STATE OF GEORGIA.
CERTIFICATE OF EXEMPTION OF LOCAL HOTEL/MOTEL EXCISE TAX.
CERTIFICATION
This fs to certify that the lodging obtained on the date(s) identified below was required in the discharge
of my official dutics for the State and qualifies for exemption of the local hotel/motel excise tax undet
the Official Code of Georgia Annotated Chapter 48-13-51 (as amended by Act 62 1, Georgia Laws
1987,
Signature of Official or Employese . : Date
PRINT OR TYPE
Name of Officizl or Bmployee
Title of Official or Employos
) Drate(s) of
Lodgmg
1ofT 10/18/97 09:07:16
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Exhibit # 23
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Exhibit # 24
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Exhibit # 26

YOUR SCHOOL NAME HERE
REPORT OF TICKETS SOLD

EVENT TYPE:
OPPONENT:
DATE:
Adult Ticket Price $ - Ticket Color
. Beginning . . .
Gate Assigned to: Ticket $equgnce Ticket Ending Ticket Ticket Price Total Ticket
Assigned: Number Sold Sales
Number Sold
$ -
$ - 1|8 -
$ - |8 -
$ - |8 -
$ - |8 -
$ - $ -
$ - $ -
ADULT GROSS $ - $ -
Student Ticket Price $ - Ticket Color
. Beginning . . .
Gate Assigned to: Ticket Seque.nce Ticket Ending Ticket Ticket Price Total Ticket
Assigned: Number Sold Sales
Number Sold
$ -
$ - |8 -
$ - |8 -
$ - |8 -
$ - |8 -
$ - |8 -
$ - $ -
STUDENT GROSS $ - $ -
TOTAL TICKET
GROSS $ - SALES $ S
LESS BEGINNING LESS CASH
CASH DRAWER $ - RECEIVED $ -
OVERAGE /
NET CASH RECEIVED|[ $ = SHORTAGE +/- $ -
Cashier Date
Lead
Cashier/Coaching Date
Bookkeeper Date
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Exhibit # 27
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Exhibit # 28

BANKING AND AUTHORIZED SIGNATURE INFORMATION
INTERNAL SCHOOL ACCOUNTS

SCHOOL NAME:

FEDERAL IDENTIFICATION NUMBER:

BANK INSTITUTION:

CHECKING ACCOUNT NUMBER:

IS THIS A CHANGE IN BANKS OR ACCOUNT NUMBER? ___YES __ NO

IF YES, EFFECTIVE DATE:

AUTHORIZE SIGNATURES:
Printed Name Signature
Printed Name Signature
Printed Name Signature

IS THIS A CHANGE IN AUTHORIZATION? ___YES ___NO

PRINCIPAL'S SIGNATURE:

DATE:

This form should be filed with the Internal Auditor's Office within 30 days of a
change in banking information.
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