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Extraclassroom Activities Procedure Handbook
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I,  Imtroduction

A. What are Extraclassroom Activities?

1. The Regulations of the Commissioner of FEducation define Extraclassroom
Activity funds as:

“Funds raised other than by taxation or through charges of the board of
education, for, by or in the name of a school, student body, or any
subdivision thereof.”

2. In other words, Extraclassroom activity funds are these operated by and for the
students.

B. Extraclassroom activities should provide students with an opportunity to
learn good business procedures including handling of funds, budgeting,
and planning.

[I. Responsibilities

A. Chief Faculty Counselor

1. Approves fundraising requests

2. Approves all "Payment Order Forms”

3. Acts as Haison between student organizations and the Central Treasurer
B. Central Treasurer

1. Maintains secondary ledgers for individual student organizations

2. Deposits all funds into the bank

3. Collections documentation and prepares disbursement checks for payment

4. Reconciles monthly bank accounts

5. Prepares monthly BOE reports

6. Prepares documentation for year-end audit

C. Faculty Advisor

1. Oversees and gdvises student activities

2. Advises student officers in planning activities

3 Advises and trains Student Treasurer in maintaining student ledger, preparing
required paperwork, and reconciling with the Central Treasurer's records.



4. Approves purchases, payments, Profit and Loss Statements, and transfers

D. Student Activity President
1. Call meetings to order at the appointed time
2. Keep order and recognize members
3. State motions and confine debate to the motion under discussion
4. Put metions to vote and announce the results
E. Student Activity Vice-President
1. Assist the Student Activity President with his/her duties

2 Assume duties of Student Activity President, Secretary, and Treasurer in his/her
absence

F. Student Activily Secretary
1. Callrol
2. Keep an accurate record of all proceedings
3. Sent out notices required by the class or club

4. Call meetings to order in the absence of the President and Vice-President and
preside while a temporary chairman is elected

5. Prepare an agenda and list of committees for the President
G. Student Activity Treasurer
1. Receives, counts, organizes all monies collected

2. Prepares, records, and submits deposits to Central Treasurer

3. Prepares and records all payments, transfers, and financial reports
4. Maintains an accurate, detailed ledger for the ECA account
5. Reconciles to the Central Treasurer’s records

I1i. Steps to prepare for the new school year
A. Elect student officers
B. Submit notice of interest for advisor positions

€. BOE appoints faculty advisors and Central Treasurer



IV. Fundraising Approval Form

NOTE: Before a fundraiser is requested, the class/club must review its financial
records to ensure sufficient funds will be available to cover expenses.

A. Form must be completed as follows (see Exhibit A):

1.

Gi3

S

Class/club name

Description of the fundraiser

Proposed dates for the fundraiser

Whether the fundraiser is subject to sales tax
Estimated costs and profit

a) When known, the vendor name should be included with the estimated
costs, If the vendor is not known, it would be acceprable to indicate a
description of what is going to be purchased with an amount (ie.
decorations for dance $150).

B. The completed form should then be submitted as follows:

1.
2.

3.

4,

Signed by the Student Activity President and Faculty Advisor
Forwarded to the Athletic Director

a) The AD will verify that the requested dates do not conflict with other
fundraising events.

b} The form is signed as evidence of this verification.
Forwarded to the Principal for final approval

Copy is provided to the Central Treasurer
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V. Deposit Procedures

A. Money Tally Ferm

1. Money received is to be counted by the Student Activity Treasurer and verified
by the Faculty Advisor.

a} Coins should be rolled and wrapped (only when an entire wrapper can
be filled}

b} Papers bills should be sorted by denomination
¢} A checklist should be made indicating the check #, payer, and amount

&) Al checks should be stamped “For Deposit Only.” Stamps are available
for use and can be borrowed from the Central Treasurer.

2. ‘The Student Activity Treasurer should complete the “Money Tally Form” (see
Exhibit B). The form must include the following:

a} Class/Club name

b} Description of fundraiser or event
¢} Date(s] of the fundraiser or event
d) Student Treasurer’s name {printed}

3. Once completed, the form should be reviewed by the Faculty Advisor. Both the
Student Activity Treasurer and Faculty Advisor must sign and date the bottom of
the form.

B. Record the deposit in the class/club ledger {see section Viil}.

C. The completed “Money Tally Form” and deposit should be taken to the
Central Treasurer. She will perform a second count and complete a
“Deposit Form” {see Exhibit C}.

1. ‘The class/ciub will receive the original (white} copy of the "Deposit Form.” The
amount on this form should be compared to the class/club records.
D. The Student Activity Treasurer should chronologically file a copy of the
“Money Tally Form,” check list, and the “Deposit Form.”

NOTE: MONEY SHOULD NEVER BE KEPT IN DESK DRAWERS, FILING CABINETS, OR LOCKERS
EVEN IF LOCKED. When money cannot be counted right away, the Student Treasurer of Faculty
Advisor should obtain a deposit bag from the Business Office, secure the money inthe bag, and

have it put in the Main Office or Business Office safe until it can be counted.




Exhibif B

Ten Broeck Academy & Franklinville Central School District
Exyraclassroom Activities

Money Tally Form
ClassfClub; Studdent Council
Fundraiser/Event: flower saie
Dateis) of FundralserfEvent: | 12/15/13-12/31/13
Student Treasurar’s Name: Tim Treasurer
Rills # Value Total
gnes: 50 xS 100 = 50.00
Fives: 76 X 3
Tans: 3 X 8
Twenties: 2 X3
Fifties: - X 5
Hundreds: - ¥ S
Coins:
Pennies: $
$ .
Nickels: S -
4 -
Dimes; 00 5 -
010 = § 2.0
Quarters: 500 = 5 5.00
035 = & 3.00
050 = & -
100 = 3§ -
Totai Coins S 10.00
Checks [please attach chack S 1,60000

TOTALDEPOSIT & 2,110.00

N

Y ovaorn N s e é%h"%
Student Treasurer's signature Date
A e s (Dl (714
(R 2V a8 P a? T, {xf’%&}ﬁu FL 2y ! Ty

Faculty Advisor's signature .7 Date
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V1. Withdrawal/Payment Procedures

A

A withdrawal or payment should never be requested without supporting
documentation indicating the purpose and amount. This can be in the
form of an original vendor invoice or an itemized receipt.

When an invoice or itemized receipt is received, the Student Activity
Treasurer and Faculty Advisor should review it to verify its accuracy.
This includes ensuring the invoice or receipt belongs to your class/club,
the items included on the invoice or receipt are correct, and the amount is
accurate.

Using the class/club ledger, verify that sufficient funds are available in the
class/club account to cover the payment.

After the invoice or itemized receipt has been verified as accurate, a
“Payment Order Form” must be completed {see Exhibit D). The form
must include the following:

1. Date
2. Vendor/Payee name

Amount to be paid {(both written out and in dollars}

3.
4. Purpose

5. (Class/Club name

6. Signatures from the Student Activity Treasurer and Facuity Advisor
Record the payment in the class/club ledger {see section Vill}.

The two-part form and original vendor invoice or itemized receipt should
be forwarded to the Central Treasurer.

The Central Treasurer will perform the following:
1. Verify all required signatures are present
2. Verify that an original invoice or itemized receipt is attached

3. Pull copy of the “Fundraising Approval Form” and determine whether the
purchase was included in the approved estimated expenses

4. Match form details to the invoice/receipt for accuracy

S,J’l

Consult his/her ledger to complete the left side of the “Payment Order Form”

6. Generate a check and post to his/her ledger
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7. Write the check number on the “Payment Order Form”
8. Date and initial the form

9, Sign the check

H. After generating the check, the Central Treasurer will forward the check,
“Payment Order Form,” and vendor invoice or itemized receipt to the
Principal.

1.  The Principal will review the payment. If approved, he/she will sign the
“Payment Order Form” and the check.

. The Principal’s office will forward the form and invoice/receipt to the
Central Treasurer.

K. The Central Treasurer will mail the check or give it back to the class/ciub
depending on which method is requested. The carbon copy (yellow} of
the “Payment Order Form” is returned to the class/club.



Vil. Start-up Funds

A.

Start-up funds are used to make change at events such as concessions,
plays, or chicken barbeques.

A “Payment Order Form” should be completed as outlined above, payahle
to the Faculty Advisor. It is recommended to complete this form at least
one week before the activity to provide sufficient time for processing.

The Central Treasurer will cut a check payable to the Faculty Advisor.

VIIi. Class/Club Ledgers

A.
B.

E.

Fach class/club is required to maintain its own ledger {see Exhibit E).

The class/club’s ledger should be saved on the Faculty Advisor’s hard
drive in a separate folder.

The ledger should be completed by the Student Activity Treasurer and
reviewed by the Faculty Advisor.

Enter deposits as follows:

1. Type the date - should be the date the funds and paperwork are submitted to
the Central Treasurer

2. Entet the source
3. Provide a clear description for the deposit

4. Type the amount of the deposit in the "Deposit (+}" column — always enterasa
positive number

5. When the “Deposit Form” is returned by the Central Treasurer, enter the form
number under “Number”

Enter withdrawals/payments as follows:
1. Type the date of the payment request
2. Type the vendor/payer’s name
3. Enter a description of the product or service purchased
4

Type the amount of the disbursement in the “Dishursement (-} column ~ always
enter as a negative number

5. When a copy of the “Payment Order Form” is returned by the Central Treasurer,
type the check number in the “Number” column.
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The “Balance” will automatically calculate each time a deposit or
withdrawal is entered.

Re sure to save the file!l

Fach quarter (September, December, March, and june) the Student
Activity Treasurer will meet with the Central Treasurer to reconcile both
sets of ledgers. Discrepancies should be cleared up at that time.

16



IX.

Sales Tax

A

=

Extraclassroom Activity Funds are separate and distinct from the School
District. Therefore,

1. ECAs are ot tax exempt

7. ECAs cannot use the District’s tax exempt number for purchases

Before beginning any fundraiser, consult with the Central Treasurer to
determine whether it will be subject to sales tax {see Exhiblt ¥},

Sales tax can either be added to the selling prices or included in the
selling prices. This must be decided before the fundraiser begins.

If items are being purchased and subsequently resold, a "Resale
Certificate” {see Exhibit G} should be provided to the vendor. Providing
this certificate will allow the class/club to avoid paying taxes to the
vendor.

The Central Treasurer will make the appropriate sales tax deduction
when the fundraising activity is closed and a total sale amount is
calculated.

1. Once calculated, the Central Treasurer will notify the class/club. The Student
Activity Treasurer will record the sales tax amount as a negative number in the
“Disbursement {(~)" column.

Record Retention

A.

Schedule ED-1 ~ Records Retention and Disposition dictates for how long
documents and records must be kept.

3.[381] requires “fund raising records generated by student
organizations, athletic teams, and “booster clubs” to help support extra-
curricular activities” be kept for 6 years.

11



Exhibit F

Sales Tax Guide

Sale of Candy. Soda and j Taxable, Tax Law §1115()1) generally provides sn exemption or fhe ssles and purchases of
Soft Drinks except for food, food producis, beverages sold for humen conmumpion. However, the exemplion
ceriain drinks. | does not apply to candy, sodas or sofl drisks, and fruit donks that contair less then 70%
natural fridt juice.
Spaghetii dmaers and Taxable Tax Law 511 15(a) 1) generally provides an cxemption for the sales and purchases of

ealered moaly

food, foed brodacts, beverages sold for humen comsumption. However, the sxemplion
does net apply to catered situations, where the students of the club would be serviag,
assisting in serving, cooking, of otherwise providing services with tespect iy the food
items w question.

Hake Sales Non-Taxable. | Tax Law §1115(a}(1) penerslly provides an exemption for the sales and pirchasas of
food, [ood products, beverages sold for eman consumption. This wovision exempts
bake sales fom the collection of sales lax,

Vending Machme Sales - Taxable, Where (abies, charts, benchas, e, are provided where He vending machme operations

Fowd Items generally. are comducicd, the sales through the vending machine are laxable. Where n eating
facilities are provided, the sales are exempt from sales x.

Pizza, Chicken, Popoorm, Taxable. ATt sates of prepared food sold in a heated state (where the food is maiafaimed at o

Coffes, Teaeic. temperafre warmer then surrounding air temperature) are subject to sales tax, mcludmg
those sold for off-premises consumplion,

Adizsion Charges Taxable, Exemphion is provided from sales tax for admissions io dramatic or musical aris

except for performances, which do not include variely shows, magic shows, cirenses, e shows,
cextain events, | dances, and similar performances. Inchidad in the exemption is an admission charge to
choreographed performmees o music, which may exempt color guard adinigsions,

Sale of Newspapers and Non-Taxable,

Muagazines

Sale of shyubs, plads and | Taxable.

irees

Ssle of Yearbook Taxable, ¢ the entire cost of the yearbook 15 muderwriiten by the Board of Education and the

gonerally. revenne is resognized as a General Fund item, the sale becones an exempt transaction,

not subtect to sales fax.

Sate of Yearboak
Adveriismg Space

Non-Taxable.

Sale of Sweatshirts, T Taxable. Tax Law §11{5(a) provides that sales tax is imposed oa the sale of langibie personal
shirts, Jeckets, Jowely ProneErty.

Book Store Sales Taxable, Unless speciiically exempt.

Pre-packaged Popeoora, Tion-Taxable, | When packaged and sold in a cold stute, prepackaped swack [oods sre exenzpt. This
Potato Chins, Prefzels genaraily exemption dees not apply 1o caramel or other candy coated snsck {oods.

Hair Cuts and Stylng Non-laxable. | The cuting and styling of hapieces is not meluded in this exempbion.
Repair/Maintenance Taxable, An exemplion is provided for the repair, maintensmce or serviee of farm machinery.
Services, Car Washes geperally.




Exhibit G

Rew Yors Sizte Deparinent of Texation and Finencs

Resale Certificate

BT-120 oy

[ single-use certificate {7} Bianket certificate  Date issued o
Temporary vendors must issue a single-use certificale.

Setler information - please fyps o print
; Selige's name

.

Adoress

L cods

Statg

City

«

pPurchaser information - plesse yps &f oring
ang principally sefl

{ am engaged in the businass of
{Cantractors may not use this certficate o purchess matesials s sy,

Pagt 1 - To be completed by registered New York Siste sales fax vendors

§ certify that ! ame

[ a2 New York State vendor {i
vahd Ceriificate of Authorty Numbar I8

{71 = New York State temporary verwion My valigt Certificale of Authority Number i

rciuding 8 hotef operator of & dues or admissions racipient), s

t amm purchasing:
A [ Tangibie personal property {ather than motor fusl or diesel moigsfuel
ior resals in fis present form of ©or reesie as @ phiysical 2
for use in performing lauable services where the prop 3
the services will be performad, or the property w
conjunciion with the performance of the servige

B [ A service for resale, inciuding the servicing of ia

jmarnponent part of the property uporn wisich
purchaser of the sxable sarvice in

3
2

85 & Mew York State sales tax vendor. | am registered o collect saiss
B and hove

i certify that § ans not registered nor am ire
. {if sales {ax or VAT registration is not

tax or value added tax (VAT) I foltowin

been issued the followin i amhes
required and & registrall number & not issued Hirisdiction, indicale the location of your businass and wiite not applicaive
: : namber)

§ am purchasing:
o ({3 TYengitle personat properly {other
v my cusiomer of to an ynafiliateg

p [ Tangibie personat pr

moter fuel or diesal moicr fuei) for resale, and if is being delivered direclly by the selier o

ment services provider in New York State.
e st wil be resold from 2 business located oulside New York State.

Pert 3 - Certificetion

aE, the purchasan undersiangd that
s | may not use inis certificsie 1o purchsse temns or services that are nof for resale.
¥ t purchase tangibie personal property or services for resale, bul § use or consume the tangible personal property or services

[
mysell in New York State, I must repori and pay the unpaid tex directly to Mew York Siale.

e i will incur lax Habilities, in addition o panally and interast, for any misuse of fhis cerlificate.

Fraase lyps of prink
Purchasar's name 28 it appesns o the sales @x regisiralioh Mama of owney, parings, of officer of carporation. suihorizing the purchase

G, .l aOdress Furchasars signature

Staie 2iP sode Tite

Ciy

Substantial penalties will resulf frem misuse of this gertificate.




XI. Sales Reconciliations for Specific Types of Fundraisers/Events

A. Copies of the Fundraiser Reconciliations discussed below should be given
to the Central Treasurer at the conclusion of your fundraiser.

B. Fundraisers/Events generally fall into one of the following categories:
1. Admissions
2. (atalog sales
3. Pre-order sales

Dues/trip payments

oo

Sales involving inventory

12



1)

2}

3}

4

5)

6)

Admissions
Pre-numbered tickets must be used.
a) Generic tickets can be obtained from the Central Treasurer

h} Ifagroup wishes to have tickets made (Le. tickets for prom kept as souvenirs}, it
may do so but must have them pre-numbered. The Central Treasurer should be
provided with the beginning and ending ticket numbers.

The Central Treasurer will document the beginning and ending ticket numbers issued to the
class/club on an “Admissions - Ticket Reconciliation” form {see Exhibit H}.

At the event, at least three individuals should be associated with ticket sales.
a} Ticket Seller (student}
b} Ticket Taker {student]
¢} Supervisor {adult)

Upon conclusion of the event, the number of tickets sold should be entered on the
“Admissions — Ticket Reconciliation Form” Total sales should then be calculated.

Under supervision of the adult Supervisor, two individuals should perform independent
counts of the money.

After the final amount has been determined and verified, the Ticket Seller, Ticket Taker, and
Supervisor should sign and date the form.

ay the following must be turned in to the Central Treasurer:

a) Unused tickets

b) Completed “Admissions - Ticket Reconciliation Form”

¢} Money collected
d) Completed “Money Tally Form” (see section V)

13



Exhibit H

Admissions - Ticket Reconciliation

Today's date: 572372014

Class/Club: Class of 2015

Description of event:  Prom

Date{s} of events 5/2272014
Completed by Central Traosurer
Starting Ending Total #
Ticket # issued 1460000 100200 201
Ticket # returned 100180 104200 21
Completed by Ticket Selle
# of tickets soid ;

5 @ pre-sale S 1.00

180 @ admission g

Count 5 385.00

Slaal

Lizaiyg

(‘\ ‘wa\: - < r_ml{\ U
S\ A DA O e0. Ay

Supervisor s;gﬁ mr ‘%

Compieted by Central Treasurer
201 # of tickets issued
21 # of tickets returned
180 # of tickets sold




1)

3

3

4)

Catalog Sales

As student participants turn in money and order forms, the Student Activity Treasurer and
Faculty Advisor should be matching the total of order forms to the money turned in for
deposit. A list should be maintained by student participant indicating total sales, total
monies turned in, and amounts stili owed {see Exhibit I}

At the conclusion of the fundraiser, a “Fundraiser Reconciliation” should be completed. To
perform reconciliation, the following information will be needed:

a} Item numbers and descriptions
b} Selling prices (ohtained from a catalog or price sheet]

NOTE: These are the prices at which the class/club is selling each item, NOT the
price paid to the vendor.

¢} Total number of each item sold
d} Al deposit records related to the fundraiser.
Most vendors provide documentation indicating number of items sold in total.

If not, total sales for each item can be determined using individual student order forms or
the summarized order form that is sent to the vendor.

See Exhibit ] for an {llustrative example of completing the “Fundraiser Reconciliation —
Catalog Sales.”

i4



Class/Club:
Fundraising description:

Fundraising date{s):

Class of 2017

Exhibit §

Fundraising Sales & Collections by Student
Catalog Sales

t-shirt catalog sale

11/20/13-12/1/13

Totat sales per

Total money
Student name order forms turned in Date turned in | Balance owed
Allen, Sue 5 100,001 8 100.00 -
5 80.00| S 80.00 -
Black, Tom S 150.00158 -
Clark, Bob S 750018
S -
Smith, John : {50.00)

Thompson, Michelie

Young, Lisa

12/5/2013




Exhibit §

Fundraiser Reconciliation
Catalog Sales

* obtained either from individual student order forms or summarized order form sent to vendor

~ obtained from sales catalog/price sheet

Class/Club: Class of 2017 Today's date: 1/15/2014
Fundraiser description:  t-shirt catalog sale
Vendor used: ABC Catalog Vendor, Inc.
Order summary:
A a AxB
# of units sold Expected
item # ltem description * Unit price~ | collections
0123 kids color t-shirt 11|87 140015 154.00
0124 adutt color t-shirt 17 16.001 S 272.00
0125 adult sweatshirt 4.00 1S 2400
0126 beach towels 46,00 S 112.00
0127 5, ee0!s 11000
0128 £ 00015 50.00
4195 8005 32.00
118 80018 8.00
1815 8.001S 144.00
Total expected colfections | $ 906.00 |c
Deposits:
Deposit date Receipt # Amournt
11/30/2013 134121 S 806.00
12/1/2013 134123 S 40.00
12/31/2013 134143 S 60.00
Total deposits | & 906.00
Total expected colfections | & 906.00 i
Deposits over/{under) | 5 -
Student Activity Treasurer signature Date
Faculty Advisor signature Date

Central Treasurer

Date



Pre-Order Sales

1} As student participants turn in money and order forms, the Student Activity Treasurer and
Faculty Advisor should be matching the total of order forms to the money turned in for
deposit. A list should be maintained by student participant indicating total sales, total
monies turned in, and amounts still owed (see Exhibit KJ.

2} At the conclusion of the fundraiser, a “Fundraiser Recenciliation” should be completed. To
perform reconciliation, the following information will be needed:

a} Item numbers and descriptions
b} Selling prices {obtained from price sheet)

NOTE: These are the prices at which the class/club is selling each item, NOT the
price paid to the vendor.

¢} Total number of each item sold
d} All deposit records related to the fundraiser
€} Vendor lnvolce
3} A three-way reconciliation will be performed {see Exhibit L}.

a} Expected collections will be calculated using two sources of information:

i} Based on the number of items ordered from the vendor (per vendor invoice},

and

ii} Records tracking student sales and money turned in.

b} Calculate expected collections by multiplying the quantities of each Item purchased

from the vendor by the selling prices. NOTE: If extra quantities are ordered, this
must be noted somewhere or else the reconciliation will not work.

¢} Next, compare total deposits to two figures.

i} Calculated expected collections using the guantities ordered from vendor,
then

ii} Collections from student sales record.

15
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Exhibit L

Fundraiser Reconciliation
Pre-Order Sales

{Units purchased per vendor invoice}

4.5"7 Large
poinsettia 6" poinsettia 8" poinsettia Small wreath wreath
# of units purchased - 91 69 =58 30
Selling price S 1000 S 12.00 § 1580 S 20.00

Expected revenue S - S 1,092.00 0 S 600.00

“Sales tax
ixpected collections
Total student sales

Qver/{under}

Actual deposits:

1/2/2014
1/18/2014
Total deposits 4,065.50

Total expected collections % 4,065.50
Deposits over/(under) S -

S 3,747.00

S 31850

$ 4,065.50
S 4,065.50
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Student Payments {e.g. Dues, Trip Deposits)

1} Records must be maintained showing how the amounts owed by each student are
determined (see Exhibit M}.

a} For dues, meeting minutes from the beginning of the school year or end of the
previous school year should indicate the dues amount.

b} For trip deposits, documentation should show how the amounts were calculated.
Information that should be included:

i} Total price per student and how it was determined
ii} Fundraising credits earned by student and how they were determined

2} As students turn in money, a pre-numbered triplicate receipt must be issued. The receipt
should indicate the student’s name, the amount paid, check number {if applicable}, and a
clear description of the purpose of the payment {see Exhibit NJ. Receipt copies should be
dishursed as follows:

aj Original - student copy
b} Yellow - put with deposit

¢} Pink - remains in the receipt book
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Exhibit N
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ool REMINDER: If the receipt

- .
is being made out to .ti
parent/guardian, the
student’s name MUST BE

gw 4% written in the

escription.
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1}

2}

3)

Sale of Inventory

A list should be maintained of student participants and the number of items supplied to
each {see Exhibit O).

As students turn in money and unsold inventory, a physical count of the unscld items
should be performed. Both the number of returned items and amount of money turned in
should be documented.

At the conclusion of the fundraiser, total sales should be reconciled to total deposits.
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Class/Club:

Description of sale:

Fundaising date(s):

Exhibit O

Fundraiser Reconciliation
Sale of Inventory Fundraiser

Middle Schoo! Government

Niagara Chocolate candy bar sale

Qctober 1 - 20, 2013

NOTE: 1 case contains 50 candy bars

CxG=E

v

Total
# of bars # of bars # of bars | Selling { Expected | money | Balance
Student name givenn | Date given | returned sold price | collections j turned in | owed
Suzy 50 16/1/2013 - 501515015 75008 75.0018% -
50§ 10/15/2013 25 25 375015 3750(S8 -
Jenny 58 10/1/2013 - 50 75001 750018 -
Billy 50 10/1/2013 - 750018 75.001% -
Timmy 50 106/1/2013 750015 750018 -
Mary 50 10/1/2013 750015 750018 -
Keith 01s  7500(S$ 75005 -
§ 7500]$ 750015 -
Josh 5 6000]$ 6000)S -
Marie $ 7500|$ 75.001% -
Randi 31/2613 - 50 § 75.00|$ 75.00% -
10/10/2013 % 45 $ 675015 67505 -
Cory 10f172013 - 50 S 75.00 1S 7508018 -
Philip 10/172013 - 50 S 75.001{S 750018 -
$ 990.001599000{S -
G
* matched to count of bars turned in
Deposits:
Date Rec. # Amount
10/25/2013 123456 S 850.00
10/30/2013 123556 100.00
11/1/2013 123656 40.00
Totaldeposits §  990.00
Total expected collections & 990.00 s
Deposits over/{under} S -




Profit and Loss Statement

1} After the fundraiser has ended and a reconciliation completed, a “Profit

2)

3)

4)

53

6}

and Loss Statement” must be completed (see Exhibit P}.

The following information must be entered on the Statement:

a}  Class/Club name

b}  Name of the fundraiser {should match that on the "Fundraising Approval Form™)

¢} Actual fundraising dates

d}  Deposits listed individually {consult your deposit records for this information}

e]  Disbursements listed individually (consult your "Payment Order Forms” for this

information)

The profit or loss in dollars and percentage is then calculated. Consult
your copy of the approved "Fundraising Approval Form” for the
estimated profit margin. Enter the estimated figure on the Statement.

The Student Activity Treasurer and Faculty Advisor must sign and date
the form then forward it to the Principal for review and approval. The

final copy with all signatures should then be provided to the Central
Treasurer.

The Central Treasurer should review the information on the Statement
for accuracy. Once all of the information is confirmed the Central
Treasurer will sign the Statement, provide a copy to the class/club, and
file the original in his/her records.

The class/club should file its copy of the “Profit and Loss Statement” in
the fundraiser folder along with sales records and fundraiser
reconciliations.
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Exhibit P

Profit and Loss Statement

Class/Club: Student Council

Fundraiser: flower sale

Fundraising date: December 15-31, 2013

Receipts
Date Receipt # Amount
1/8/2014 1141 $ 2,110.00
S 2,1310.00
Dishursements -
Date rRose Amount
1/15/2014 flowers S  680.00
12/12/2 reimb. for ribbon S 2000
Total disbursements S 700.00
Profit/(Loss) $ S 1,410.00
Profit/(Loss) % 66.8%
Estimated profit 50.0%
Student Activity Treasurer Date
Faculty Adivsor Date
Principal Date

Central Treasurer

Date



