CAMPUS BOOKKEEPER/SECRETARY
STEP BY STEP CASH HANDLING INSTRUCTIONS MANUAL
FOR MONEY COLLECTED FROM SPONSORS

Summary Points

e Never leave money unattended!

e Take appropriate security measures, locked cash boxes, safes, and vaults should be used to protect all cash and cash
items.

e Verify that all documentation is present and was received from the sponsor.
e Issue a Receipt to the Sponsor for the amount that was collected at the time it is collected

e Elementary campuses deliver money to bank or feeder H.S./J.H. where it will be delivered to the bank through
armored car services on a timely manner.

o DO NOT take money collected home, deposit into your personal bank account, receive money through Cashapp, get
a money order/cashier’s check, etc. (NO EXCEPTIONS!)

e DO NOT alter receipts or use white out, void them. (Voided Receipts MUST be kept in the receipt book with all 3
originals attached)

DO NOT Empty receipt books, keep them in a safe place for five years in the event of an audit is done

Step by Step Instructions from Start to Finish

1.

7.
8.

The Campus Bookkeeper/Secretary WILL NOT send anyone away, they are to accept the deposit when the Sponsor goes to
see them

. The Campus Bookkeeper/Secretary WILL NOT combine different deposit types
. The Campus Bookkeeper/Secretary WILL IDENTIFY & VERIFY that Sponsor has all documentation attached (Sponsor Deposit

Checklist). Verify the following based on Deposit Type:
(CLICK ON DEPOSIT TYPE TO VIEW IMAGES OF REQUIRED DOCUMENTS FROM SPONSOR)

TICKET/BRACELET SALES BOOKFAIR PRESALE/INVENTORY
FEES/DUES BUSINESS CHECKS & CASH FOOD SALES
DONATIONS UNUSED TRAVEL CHANGE BOX FUNDS

. The Campus Bookkeeper/Secretary WILL sign the Sponsor Deposit checklist if it is complete to deny it and return it if it is

missing information

(CLICK HERE TO VIEW SPONSOR DEPOSIT CHECKLIST FORM IMAGE DESCRIPTION)
LINK

. The Campus Bookkeeper/Secretary WILL count the money/checks received from the sponsor at the time it is delivered and

verify the quantity using the Sponsor Tabulation Sheet (Bookkeeper/Secretary will note any discrepancies)

(CLICK HERE TO VIEW SPONSOR TABULATION OF MONIES DEPOSIT FORM IMAGE DESCRIPTION)
LINK

The Campus Bookkeeper/Secretary WILL write a receipt for the sponsor in the amount it collected with the following
information:

> Date: Date the funds were collected from the Sponsor

> Received From: Sponsor Name

» The Sum of: Extended Format of Deposit Total

» S$: Numeric Format of Deposit Total

> For: Detailed Deposit information and Deposit Account Number

> By: Bookkeeper/Secretary Signature

> Deposit Type: Cash/Check/MO

> By: Signature of Campus Bookkeeper/Secretary

The Campus Bookkeeper/Secretary WILL detach the white and yellow receipts from the receipt book (Unless voided)

The Campus Bookkeeper/Secretary WILL and issue the white original to the Sponsor at the time the money is delivered


https://www.sharylandisd.org/common/pages/DownloadFileByUrl.aspx?key=iVmqKafdESOXoFvf%2f5EPOcs5lOFKrp89pt07cffjNljGaVxD3C8RkX40KGGijq%2bC3kaodlNIUmLxDHDebg7luRUyJL80HNVbeMmlbw%2fnQ3voH%2b1SospTRXNiT01F7sEMQJWqh5wExBml%2bOu3nDCE2LIFTOmzcduvvj%2fCO87pDMqIv9malQ2tIhutybDbx7mCi4ZK%2fhA3W0%2bE1hzyI0wLe76ktpUm3l0y65tafaJzGmD7LJD37iNRZHb0KIFID5VQbagRww%3d%3d
https://www.sharylandisd.org/common/pages/DownloadFileByUrl.aspx?key=ZJaSfVr5exRr62wEoYGJajmQLsQPz%2fvD1SMl16nBRb6cefy%2bIpZqgKVSbzrMmvtv4O3I1jwUiST9irwpguJuyTBRg7uduMrBkWPIuYueBgburXuzoHSmElzxECIkXnlCsFBQ0FWvQ%2b27IQllGLIfDvbdmPksBAmyXBYizfuAvQem9qfxDD3pe2ruOoFxYFKEWqjV%2fJjUV2ai%2fHccbF2sdEqUpciJu%2bo36IIm%2brxF9rFa6suYRulIzvO9eTod5ESRQwj63bbpkXDtDoyxIfGp06Ld0w0%3d

9. The Campus Bookkeeper/Secretary WILL put the yellow receipt aside and use it in (Step 12)
(CLICK HERE TO VIEW RECEIPT ISSUED TO SPONSOR IMAGE DESCRIPTION)

10. The Campus Bookkeeper/Secretary WILL pull out the Deposit Log paper and issue a deposit number to the deposit in the
following format: CH#H##MMi##

(CLICK HERE TO VIEW DEPOSIT LOG IMAGE DESCRIPTION)
LINK

»C: For Cash Receipt

> #it: 3 Digit Campus/Org Number

»MM: 2 Digit Month

> #: Number on the Log (Each month it starts with 01 and so on)

11. The Campus Bookkeeper/Secretary WILL pull out their deposit check list (Bookkeeper Deposit Checklist) and locate the
deposit type and use it as a reference to gather all the required documentation for a complete deposit

12. The Campus Bookkeeper/Secretary WILL note any discrepancies (if any) on the Bookkeeper/Secretary Deposit Checklist
Form
(CLICK HERE TO VIEW CAMPUS BOOKKEEPER/SECRETARY DEPOSIT CHECKLIST IMAGE DESCRIPTION)
LINK

13. The Campus Bookkeeper/Secretary WILL complete the Bookkeeper/Secretary Deposit From with the following:

(CLICK HERE TO VIEW CAMPUS BOOKKEEPER/SECRETARY DEPOSIT FORM IMAGE DESCRIPTION)
LINK

> Date: Will auto populate

> Deposit Log#: Deposit Log #

»Campus/Org: Name of your Campus/Organization

> Account #: Account number where deposit is to be posted to

»Bills/Coins: Enter loose quantity for each denomination collected (Will Auto Populate the value under
Currency/Coins)

> Total Currency: Will auto populate

> Total Coins: Will auto populate

> Total Currency + Coins: Will auto populate

»Business Checks/MO/Cashier Checks: Enter Check/MO information (if applicable)

> Total Checks: Will auto populate

»Total Currency + Coins + Checks: Will auto populate

» Additional Checks: See tabs CK110

» Detailed Description of Receipts Collected: Detail descriptions of what the deposit is for

»Signature of Bookkeeper/Secretary: Signature to indicate your agreement to the deposit

14. The Campus Bookkeeper/Secretary WILL complete Deposit Ticket (Bank Ticket) using the information from the Bookkeeper

Secretary Deposit Form with the following information:
(CLICK HERE TO VIEW DEPOSIT TICKET IMAGE DESCRIPTION)

> Date: Deposit Date

> Currency: Total Value of the bills

» Coins: Total Value of the coins

» Checks: List of each check with the check value

» Blank Boxes at bottom: Total value of the Total Cash and Checks value

»$: Must total checks total value

> Blank Space (Right bottom of ticket, below Reenter Grand Total in Screened Boxes): Log/Deposit #

> Blank Space (Left bottom of ticket): The detail description of deposit (Not just the Deposit Account)

> Blank Space (Center of Deposit Ticket): The Account number the deposit will be posted into (It must match
the # on Bookkeeper/Secretary Deposit Form sheet and the Sponsor Receipt)

15. The Campus Bookkeeper/Secretary WILL create the Deposit Cover Sheet by making a copy of the Deposit Ticket and the

Receipt issued to the Sponsor (in Portrait Format)
(CLICK HERE TO VIEW DEPOSIT COVER SHEET IMAGE DESCRIPTION)

16. The Campus Bookkeeper/Secretary WILL make copies of Checks/MO and Stamp them with the appropriate Account

Endorsement Stamp (if applicable)
(CLICK HERE TO VIEW COPIES OF CHECKS & STAMP IMAGE DESCRIPTION)



https://www.sharylandisd.org/common/pages/DownloadFileByUrl.aspx?key=X7iSAQyy9lsQf6QxINeGekL3hA1vSiftWgcSK%2byqB45J%2b3viVyHGSOD21G8cH977odprB%2fnTNxQtoeFOwDBJoS5lBvU1gFiPNhmELS2MzdVpoMZ8XWGTwaiVOVhL32ZyGh76rIGo7xwLBpwOvQUytGO8faNuHDR6glk3b9lz0%2b5Ns0Zh%2fMs8OOVSlMqd6kneyJlsq%2f%2buhpHUuFifWHuF0JXyzJEDFHxiC4LgsNmYk%2f89I3mRa3VIQuq%2b1KfJ1tuU%2bMf1zg%3d%3d
https://www.sharylandisd.org/common/pages/DownloadFileByUrl.aspx?key=qw2hWol1f5SAKjq7YQn%2fwIP5pwGAiEW5mK3t4NZ4uKdg0BsZe4DKR%2bijJZQyPyJCJqNbXAiUu7UuxjyKrDGeMT6w91QJ%2fifIV2cEkbwZczWTdASqi4PwCOGYv0cbqYbrPgAjLEtEqFpcgFLdmDxrT5aGbh7QjV67LKEe%2f4b1A9dwXcOPJQ3tID6Mp72%2fkpHUBIhQwLolV00sYUPvXPn4XieBf%2bgeB7UYhdShbPqYTG7wyAbbebGRdw7RG%2bRNuX0gJfxmfA%3d%3d
https://www.sharylandisd.org/common/pages/DownloadFileByUrl.aspx?key=COmsgrFRVYzgAlUB1UR%2fQ0LPW4gqb2VPg1DqKAQms7Kx5odmeYphXqUvgRsiLRySzAA53rTkh4WQE6Sjg6LAzevEW%2fgch3lPsCrlOXfo8urEACPZ54vbd4Tq0BbRJAVatYtIyHiFRO5lce%2fseadBZMOYGmG6q49%2b0ckf%2b60gWCLOGBHIlKrEcPwGUo0ROYALqLcnFRyBO24x7%2f1x60WHwCY5D6ss%2bSxmpfWGKMXmYh6m1paIfnOedxKCtniR4GNabBA4IA%3d%3d

17. The Campus Bookkeeper/Secretary WILL place the Deposit Ticket (Cash/Check/MO, Etc. in a Bank Bag and fill out the
information on the bank bag to either deliver it to the bank (Texas Regional Bank) or deliver it to the assigned Feeder H.S. or

J.H., once a week Armored Car Services pick up.
(CLICK HERE TO VIEW DEPOSIT BAG IMAGE DESCRIPTION)

18. The Elementary Campus Secretary WILL take the sealed deposit bag of the funds to one of the following locations within 24
business hours of collection
e Texas Regional Bank at 2300 E Griffin Pkwy, Mission, TX 78572
e Take the deposit to their Feeder High School or Junior High

19. The High School/Junior High School Campus Bookkeeper/Secretary WILL prepare the documentation as soon as it is
collected from the sponsor and have it ready for Armored Car Services

20. The Campus Bookkeeper/Secretary WILL fill out the Armored Car Service Ticket (if Armored Car Service is used)
(CLICK HERE TO VIEW ARMORED CAR TICKET IMAGE DESCRIPTION)

> Received From: Sharyland ISD
> Date: Date of Deposit
> Prepared By: Name of Campus Bookkeeper/Secretary & Campus/Org Name
» Deliver to: Texas Regional Bank
»Address: 2300 E Griffin Pkwy, Mission, TX 78572
> No of Items/Bags: Leave Blank
> Value Said to Contain: Total for each deposit bag included in ticket
e Separate Line for each bag
»Bag Description: Bag Numbers
> Total Value: Total Value of everything inside the bag

21. The Campus Bookkeeper/Secretary WILL send all documentation pertaining to the deposit type to the Staff Accountant

stapled in the following order:
(CLICK HERE TO VIEW DOCUMENTS FROM BOOKKEEPER/SECRETARY IMAGES DESCRIPTION)

e Deposit Cover Sheet (Bank Ticket and Receipt to Sponsor)
Bookkeeper/Secretary Deposit Form

Original Receipt issued to the Sponsor (Yellow receipt)
Sponsor Tabulation Distribution Form

Completed Sponsor Deposit Checklist

Completed Bookkeeper/Secretary Deposit Checklist

22. The Campus Bookkeeper/Secretary WILL make a copy for their records of All the documentation that was sent to the Staff
Accountant

IMPORTANT REMINDERS!

23. Remember TO SEND Accounts Payable Department the documentation they require from Travel Reimbursements

24. Remember NOT TO staple Original Donation Forms to the Deposit booklet, make a Copy for the Deposit Booklet

Failure to abide by Sharyland ISD policies may result in disciplinary action.

Bookkeeper/Secretary Signature Date



+» Image of the Sponsor Deposit Checklist form (RETURYN) |
SPONSOR DEPOSIT CHECKLIST | DOCUMENTS

TO BOOKKEEPER/SECRETARY ARE NOT A
Organization: Account No.
¥ SUGGESTION
REQUIRED DOCUMENTATION FOR EVERY DEPOSIT (THIS IS NOT OPTIONA

Deposit Tabulation Distribution Sheet (FOR EVERY DEPOSIT) THEY ARE

LOCATE THE TYPE OF DEPOSIT YOU ARE MAKI
REQUIRED DOCUMENTATION PER DEPOSIT REQUIRED

FOR EVENTS WHERE TICKETS/BRACELETS WILL BE SOLD FEES/DUES
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. ONLY CASH/NO CHEC Y ORDERS/ETC.
SELECT ONE SELECT ONE
[ [Festivats [ |PARKING FEES
CLINICS TESTING FEES
TALENT SHOWS ID FEES
GATE ENTRY FEES

DANCE/PROM
|0THER

|Currency/Coins
Approved Fundraiser/Sales Application (Laserfiche)
ICompleted Ticket/Bracelet Sales Template

LIBRARY LATE FEES
CLUB REGISTRATION

Ticket Stubs (if Tickets used)
BOOKFAIR
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC.
Currency/Coins
Approved Fundraiser/Sales Application (Laserfiche) PRE-ORDER/ INVENTORN, S,
Daily Cash Register Report ONLY CASH/NO CHECKS/NO MONEY ORDERS
UNSUSED TRAVEL MONEY SELECT ONE 7\& \
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. = — EIND DEPOSIT
Currency/Coins DISCOU Us
2 Copies of Approved Purchase Order CHOCOLATE BARS GOURMET POPCORN 'I TYPE ON
|Original Receipts OTHER YELLOW
Copy of Original Recei Currency/Coins
Completed Origjnal Check R ionTemplate Approved Fundraiser/Sales Application (Laserfiche) SELECTIONS
(STUDENT MEAL E TEMPALTE) Original Receipts (For collections over $5 each payment)
D( opy of the CI\Tk Recondliation Template |__|vellow Carbonless Copy
(STUDENT MEAL ALLOWANCE TE - Completed Receipt Tally Template (ONLY Inventory Sales)
FOR FOOD SALES 3 ily Collections Report (ONLY $5 or less per payment)
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. tory Sales Template
SELECT ONE
CONCESSIONS NO PERSONAL CHEC
EXEMPT DAYS SELECT ONE
OTHER [ |cOMMISSION CHECKS FIND REQUIRED
Currency/Coins ATHLETIC/UIL/CHESS TOURNAMENTS
_|Approved Fundraiser/Sales Application (Laserfiche) RENTALS DOCUMENTS
CHANGE BOX FUNDS RETURN (1109) _|om£a FROM SPONSOR
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. Currency/Coins
_|Curremy/Coins Approved Fundraiser/Sal
Copy of Approved Purchase Order Original Receipts ions over $5 each payment)
Approved Fundraiser/Sales Application (laserfiche) | |vellow carbonless Copy
DONATIONS Completed Receipt Tally Template (NOT FOR Mailed Checks)
NO PERSONAL CHECKS (NO EXCEPTIONS!) Business Checks (When applicable)
Currency/Coins Check Copies
Original Receipts (For collections over $5 each payment)
Yellow Carbonless Copy
Completed Receipt Tally Template
Business Checks (When applicable) Sponsor Signature Verification: Date
Check Copies
Signed Donation Form
Copy of Signed Donation Form Bookkeeper/Secretary Verification: Date

OPTIONAL DOCUMENTION
| ll.etter, etc (Additional Back up if applicable)




¢ Image of the Sponsor Tabulation of Monies Deposit form

(RETURN)
SHARYLAND INDEPENDENT SCHOOL DISTRICT FOR SHOULD BE
SPONSOR TABULATION OF MONIES FOR DEPOSIT COMPLETELY FILLED
DATE: WITH THE FOLLOWING:
ORGANIZATION: DATE
ACCOUNT NUMBER: DRGANIZATION
ACCOUNT NUMBER
BUSINESS CHECKS/MOMNEY ORDER/{
CURRENCY / COINS NO PERSONAL CHECKS ALLOWED
QUANTITY X DENOMINATION = TOTAL NAME OF BUSINESS CHECK CHECK AMOUNT
OF CURRENCY NUMBER
$100 f FIND \
$50 \\ CHECKS/MO/
$20 CASHIER
= CHECKS
INFORMATION
55 “ J
$2
31
$1.00
$0.50
50.25
$0.10
$0.05
$0.01
TOTAL CURRENCY : / ADDITONAL CHEC Y BE THE CHECK TAB
TOTAL COINS : TOTAL CHECKS [ATTACH COPI
TOTAL CURRENCY & COINS TOTAL CURRENCY + COINS + CHECKS = |

RECEIPTS COLLECTED FOR WHAT PURPOSE:

J FIND DETAILED

DEPOSIT

INFORMATION

HERE

| HEREBY ACKNOWLEDGE DELIVERY OF FUNDS INTACT:

SIGNATURE OF SPONSOR/COLLECTOR

| HEREBY ACKNOWLEDGE RECEIPT OF FUMNDS INTAC

SIGNATURE OF BOOKKEEPER/SECRETARY




+* Image of the Receipt Issued to Sponsor

+* Image of the Deposit Log

(RETURN)
» (Keep Voided Receipts in Receipt Book with all 3 Originals)

| | Sharytand ISD

3 Business Office
| 1200 N. Shary Rd. Mission, TX 78572
9656-580-5200

pare _ Date of Deposit

RECEIVED FROM ____NAME OF SPONSOR
DEPOSIT AMOUNT

DEPOSIT AMOUNT

THE SUM OF __ EXTENDED FORMAT _DOLLARS $_NUMBERIC FORMAT

FOR REASON FOR THE DEPOSIT & DEPOSIT ACCOUNT NUMBER

AMOUNT OF ACCOUNT $ Amount owed

AMOUNT PAID $ A"lollnt_ﬁaid 7‘ 5 /
BALANCE DUE i § _Balance due ; v - Your Signature
P CASH  OICHECK (MO () CREDIT CARD .. e = s

(RETURN)
® (One per Month, send to Staff Accountant at the end of each month)

CAMPUS/ORG
NAME:

CAMPUS/
ORG NO.

DEPOSIT LOG NUMBERS

DATE July/2023 EXAMPLE: C00109XX

EPOSIT #

FUND

SUB-OBJECT

AMOUNT

DESCRIPTION OF DEPOSIT

DATE

07

01

07

02

07

03

07

04

07

05

07

06

07

07

07

08

07

09

07

10

07

11

07

12

07

13

07

14

07

15

07

16

07

17

O 0 o0 oo oo (oo oo oo |lo|jo|o|o

07

18




+* Image of the Bookkeeper/Secretary Deposit Checklist (RETURN) FIND REQUIRED
BOOKKEEPER DEPOSIT CHECKLIST DOCUMENTS FROM
STAPLED ORDER FOR ALL DEPOSITS TO MAIDA DOMINGUEZ: BOOKKEEPER/ SECRETARY
Deposit Coversheet (PORTRAIT FORMAT) + THE DOCUMENTS FROM
Bookkeeper/Secretary Deposit Form /
etaliil Rcaln to Sposior SPOSNOR PER DEPOSIT
Deposit Tabulation Distribution Sheet TYPE
COMPLETED Sponsor Deposit Checklist
DITIONAL STAPLE ORDER BASED ON DEPOSIT TYP ADDITIONAL STAPLE ORDER BASED ON DEPOSIT TY
TO MAIDA DOMINGUEZ TO MAIDA DOMINGUEZ NOT
SELECT ONE SELECT ONE
FOR EVENTS WHERE TICKETS/BRACELETS WILL BE SOLD DWHEN BUSINESS PAY WITH CASH AND CHECKS OPTIONAL
Approved Fundraiser/Sales Application (Laserfiche) Approved Fundraiser/Sales Application;W FROM
Completed Ticket/Bracelet Sales Template Original Receipts (For collections over ch payment)
Ticket Stubs Yellow Carbonless Copy SPONSOR
Letter, etc (Additional Back up if applicable) Comp ipt Tally Template
I_|WHEN YOU RECEIVE MONEY FOR NON-FUNDRAISER Business Ch licable)
Approved Fundraiser/Sales Application (Laserfiche) Check Copies
HOriginal Receipts (For collections over $5 each payment) Letter, etc (Additional Back \
Yellow Carbonless Copy CHANGE BOX FUNDS RETURNED 1109 FIND DEPOSIT
Completed Receipt Tally Template Approved Fundraiser/Sales Application (L
Daily Collections Report (ONLY $5 or less per payment) Copy of Approved Purchase Order TYPEON
Letter, etc (Additional Back up if applicable) UNSUSED TRAVEL MONEY (Continue Below for ADDT'L IN YELLOW &
BOOKFAIR Copy of Approved Purchase Order
Approved Fundraiser/Sales Application (Laserfiche) Copy of Original Receipts ORANGE
Daily Cash Register Report Copy of S SELECTIONS
Letter, etc (Additional Back up if applicable) or T'L INSTRUCTIONS) & J
'WHEN YOU RECEIVE MONEY FOR FUNDRAISER (SALE Original Receipts (For collections over $5 each payment)
Approved Fundraiser/Sales Application (Laserfiche) DYellow Carbonless Copy
Original Receipts (For collections over $5 each payment) Completed Receipt Tally Template
Yellow Carbonless Copy Business Checks (When applicable)
Completed Receipt Tally Template Check Copies
Daily Collections Report (ONLY $5 or less per payment) Copy of Signed Donation Form
Completed Inyentory Sales Template Letter, ete [Additional Back up if applicable)
Letter, etc (Additional Back up if applicable) NO
[[Jrooo sates TO MAIDA DOMINGUEZ
W aiser/Sales Application (Laserfiche) LIDONATIONS
oncessions Sales Template usigned Donation Form
etc (Additional Back up if applicable)

IUNSUSED TRAVEL MONEY
Deposit Coversheet (PORTRAIT FORMAT)
Copy of Approved Purchase Order

Original Receipts
Completed Original Student Meal Advance Template

Bookkeeper/Secretary Verification:  Date

NOTES YOU MAY NEED OR WANT TO SHARE:
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+» Image of the Bookkeeper/Secretary Deposit Form (RETURN)
SHARYLAND INDEPENDENT SCHOOL DISTRICT
BOOKKEEPER/SECRETARY DEPOSIT FORM
|DATE: [ ipafxn owosit oG |
\CAMPUS/ORG:
|ACCOUNT 2: NOTE: 1 Enter g below count number.
BUSINESS CHECKS/MONEY ORDERJCASHIER CHECKS  [NOTE: 2 Y. ie name of e, e
CURRENCY / COINS NO PERSONAL CHECKS ALLOWED
NOMINA CHECK
QUANTITY X | o cumpency | = TO™ NAMEOF BUSINESS | CHECK NUMBER SEETY |SWEET2 |SHEET, SHEET 5 [SHEET 7 [sweers [sweere [sw
0 $100 $ 100,00
0 0 s s 5000
0 $20 $ $§ 2000
0 $10 $ $ 1000
0 $ $ $ 600
0 $2 $ $ 200
0 $1 $ 3 ’
0 $1.00 $ $ '
0 s0.50 | 3
0 $0.25 $ 0.25
0 10 |s 0.10
0 $0.05 $ $ 0.05
0 sor | s oo
Itomc G $ ADDITONAL CHECKS MAY BE ADDED CHECKTAS  |CURENCY s . |s . |s . |8 s ' s s s s
throma coms: $ ['°'“‘“““(‘““"‘°"‘5’ l‘ - |coins s s s s s s s - |s [ s
i CHECKS |3 [ [} i [ 3 s - |3 3 3
l'O‘I’AI. URRENCY & TOTAL CURRENCY + cOpdPEHECKS = |§
L coms fs
| DETAILED DESCRIPTION OF RECEIPTS COLLECTED FOR WHAT PURPOSE: Total s . fs - Is - |3 $ L] L L] 3 L]
| REMEMBER CHECKS GO ON CK-SHT # TABS
| TABS ABOVE ARE AUTOMATICALLY CALCULATED WHEN FILLED
|
| SIGNATURE OF BOOKKEEPER/SECRETARY DATE SENT 10 BANK:
|
I
BOOKKEEPER/SECRETARY MUST ENTER ELECTRONICALLY USING DATA FROM SIGNED
; SPONSOR TABULATION OF MONIES FOR DEPOSIT SHEET
|| Failure to abide by Sharyland ISD policies may result in disciplinary
. action.
+ Image of the Deposit Ticket (Bank Ticket) (RETURN)
3 EE E 3 E 3 Cz
% 8|8 8 sl _g © 2 el | * 5 2
4 ARE- IR =¥ | S e [ | [ | e
- o|l8|®|3 2 2 S =5 2 2L 88-173/1149
-a s 5 il (R = o E e
Wz a3 230 F < TOTAL [:
x5 ¥ <l e 35 | ¢ ITEMS
:—_')5 25 2 ol % -~ - | E PLEASE BE SURE ALL ITENS
b = - > F A w £ < 55 ARE PROPERLY FNDORSED
T il 8| (B 55 | §E2 |2 | L
8&# o] g:?;: z z - 2 o 5 g GRAND TOTAL
ag 3 &0 ¥ 3 5 2 2 ) < CHECKS AND/OR CASH
og gt 3 ??,z.g.',e‘:'!‘h Haolelz|ela]=]e - ¥
s uoepsugegvﬁycuom DISTRICT
] ms:mv f0 DEPOSIT ACCOUNT NUMBER DEPOSIT LOG NUMBER
REASON FOR DEPOSIT Mot EX: 461 00 5755 4¢ 750 0 00 000 ORG/MM/##
EX: mnwox DEPOSIT 12530010007 ®35e\dL ?* 009 EX: 75007




SAMPLE

¢ Image of the Deposit Cover Sheet (RETURN) /Ts

« (Portrait Format Deposit Ticket on Top & Receipt to Sponsor at the bottom)
£ E= = E E P 3 3
b A © S
o L -3
o s 23 3 £ ¥ 8 & < 2 2 S 88-1733/1149
-3 2 3 s Y TS e B 2
W a8 =2 3% 2=
S %.0s -3 28
:‘_i 2 § o X : | : ; £ E E 5
1 18 2=tw)) . FSE2 |$ .
88 X} O s 2 2 WSS o ] GRAND TOTAL
&'. 2 O ™0 2 g S = g [ < CHECKS AND/OR CASH
S 3t 3 Jol#ARE ¥ oo lalals]a]als]® :
i © K
g INDEPENDENT SCHOOL DISTRICT
TIVITY
5 CAMPUS ACTIVITY DEPOSIT ACCOUNT NUMBER e
SSION, TX 78572
REASON FOR DEPOSIT MISSION EX: 461 00 5755 44 750 0 00 000 ORG/MM/HE 1=
EX: XYZ REASON FOR DEPOSIT 12530010007 ®i52 9L 7 00N =)
S'“'u"’ o 16513
1200 N. snarynd Mission, TX 78572
©56-580-5200 DaTe ___Date of Deposit
RECEIVED FROM. ____NAME OF SPONSOR
> o a DEPOSIT AMOUNT
THE Sum OF_ DEPOSIT AMOUNT EXTENDED FORMAT 50, ARs § NUMBERIC FORMAT
FoR REASON FOR THE DEPOSIT & DEPOSIT ACCOUNT NUMBER
! AMOUNT OF ACCOUNT § Amount owed R
AMOUNT PAID ¢ Amount paid —7‘ é ? / 85
BALANCE DUE . s _Balance due Your Signature
L1 CasH CHECK  [IM.O__ () CREDIT CARD
S -4

11.0

ACCOUNT
ENDORSMENT

Y
+ Image of Copies of Checks & Stamps (RETURN) Sl
= (Stamp with Appropriate Account Stamp on Endorsement area) B e ORDER OF,
===z y FOR DEPOSIT ONLY
; CUSTOMER NAME
Karen Art Studio lompukigs: G- MW ACCOUNT NUMBER
& Knrﬂ’:\nsmdiv My City, CA 12348
;{0;02::;:1::::;;01: oate 07/25/23 A
(-
PayToThe Sharyland ISD s 100.00 ENDORSE

One hundred dollars & 00/100 Cents 13 (— —
HERE

Memo:  XYZ Art Club Donation /%é—‘
[ cusrriaamuse. masonon G

*000 L00BBA" OB 20622 23LES Endd
For bank use and information only

Karan Art Studio 100688 A
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“*Image of the Deposit Bag

‘Mrm_ox'L DG11171737

.« m— B e

—Starfond 8D Dete: 07/25/33, 080031 OATE
Your Campus Name
e Account #:

SIS Sad 10 contain: _ SUM OF ALL DEPOSITS
To: TexasRegional Bank Cash SUM OF CURRENCY/COINS

2300 E GRIFFIN PKWY Checks: SUM OF CHECKS/MO
MISSION, TX 78572 Other

L Authorized Signature =y YOUR SIGNATURE

+* Image of the Armored Car Ticket (RETURN)

AECEVED PN STOME PAN O
Sharyland ISD A Campustept Name
ADOHE 55 CITYSTATE | DATE
Py __Date of Deposit
R o § Your Name/ Campus/Org #
T Texas Regional Bank atoping ot el
ALUE SE S & COYSTATY
2300 E Griffin Pkwy Mission, TX 78572
FULL VALUE MUST BE DECLARED
e NO f): WALLE SNOD BAD DESCAIPTION
TINESAGS TO CONTAN SEALNO S
e L Value of Bag # for
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Deposit Cover Sheet

% Images of Documents From Bookkeeper/Secretary

o
il Total
CoinsTatal

Checks Totsl

817331140,

oo
CHEDXS ANDJOR CASH

SRANDTOTAL

Date of Deposit

i
i

ey
N
Check Nember

CURRENCY

CHECKS AND/OR CASH

NOTE:
“You May also write the

*follwoing if you have a

‘large number of checks
@

“Toxas Reczmins, Buee
1 See Atached

e

g HOEPENDENT SCHOOL DISTRIGT
5 CAMPUS ACTIVITY DEPOSIT ACCOUNT NUMBER OO LOE I
RS PO BOSY MGON, TX TRTE £x: 461 00 5755 42 750 0 00 000 JE———
EX: XYZ REASON FOR DEROSIT 12530010007 wi52 9L 7" oo] EX: 7500701
— — — —

16513
Date  Date of Deposit

RECCIVED FROM
DEPOSIT AMOUNT

NAME OF SPONSOR

o TIPOLIT AMGUN
THE BUM O EXTENDED FORMAT DOLLARS. § MUMBERIC FORMAT
Fon

AMOUNT OF ACCOUNT

REASON FOR THE DEPOSIT & DEPOSIT ACCOUNT NUMBER
5 An
s A

Your Signature |

Receipt Issued to Sponsor (Yellow Copy)

Sharytand ISD e —
| et 16513
‘ 1200 N. Shary Ad. Mission, TX 78572 '
956-580-5200 pate _ Date of Deposit
RECEIVED From _ NAME OF SPONSOR
S “TDEPOSIT AMOUNT

Te Sum OF_ DEPOSITAMOUNT  EXTENDEDFORMAT 1y scc & numbeni roRwAT

FOR._ REASON FOR THE DEPOSIT & DEPOSIT ACCOUNT NUMBER
AMOUNT OF ACCOUNT  § Amount owed
AMOUNT PAID s Amount poid €2 sl % /
BALANCE DUE L By Your Signature
'_ L) CasH CHECK ~ [IM.O. T CREDIT CARD
! a b i — |

(RETURN)

Bookkeeper/Secretary Deposit Form

SHARYLAND INDEPENDENT SCHOOL DISTRICT
BOOKKEEPER/SECRETARY DEPOSIT FORM

DATE: /24/2023 DEPOSIT LOG &
CAMPUS/ORG:
ACCOUNT 2:
BUSINESS CHECKS/MONEY ORDER/CASHIER CHECKS
CURRENCY / COINS NO PERSONAL CHECKS ALLOWED
QUANTITY X Fo‘m”“ = TOTAL NAME OF BUSINESS CHECK NUMBER S
0 $100 13
o $50 $
0 $20 s
) $10 s
o S5 S
0 s2 $
0 51 s
o $1.00 s
0 $0.50 S
o $0.25 $
o so.10 s
o 50.05 $
o So.01 s
oy $ ADDITONAL CHECKS MAY BE ADDED ON THE CHECK TAS
throvar comes: s Iroru CHECKS (ATTACH COPIES) [s
1)
| m“gra & g - I I TOTAL CURRENCY + COINS + CHECKS = l;
| DETAILED DESCRIPTION OF RECEIPTS COLLECTED FOR WHAT PURPOSE:

' N(;;AAIUM OF m!“ﬂu(h'm DA'E SENT TO BANK:

BOOKKEEPER/SECRETARY MUST ENTER ELECTRONICALLY USING DATA FROM SIGNED
SPONSOR TABULATION OF MONIES FOR DEPOSIT SHEET

| Failure to abide by Sharyland ISD policies may result in disciplinary
action.

Sponsor Tabulation Distribution Sheet

SHARYLAND INDEPENDENT SCHOOL DISTRICT
SPONSOR TABULATION OF MONIES FOR DEPOSIT

DATE:

‘ORGANIZATION:

ACCOUNT NUMBER:

BUSINESS CHECKS/MONEY ORDER/CASHIER CHECK
NO PERSONAL CHECKS ALLOWED

CHECK
NUMBER

CURRENCY / COINS
quANTTY x| PENOMINATIONT
OF CURRENCY

$100

TOTAL NAME OF BUSINESS CHECK AMOUNT

$50

$20

$10
45
$2
s1
$1.00

$0.50

5025

$0.10

$0.05

$0.01

[TOTAL CURRENCY : ADDITONAL CHECKS MAY BE ADDED ON THE CHECK TAB

||TOTAL CHECKS (ATTACH COPIES): ” ”

[TOTAL COINS :

TOTAL CURRENCY & COINS |
RECEIPTS COLLECTED FOR WHAT PURPOSE:

” || TOTAL CURRENCY + COINS + CHECKS = ” ”

| HEREBY ACKNOWLEDGE DELIVERY OF FUNDS INTACT: I HEREBY ACKNOWLEDGE RECEIPT OF FUNDS INTACT

SIGNATURE OF SPONSOR/COLLECTOR SIGNATURE OF BOOKKEEPER/SECRETARY




Sponsor Deposit Checklist Documents Pertaining to Deposit Type

SPONSOR DEPOSIT CHECKLIST
S e (CLICK ON DEPOSIT TYPE TO VIEW DEPOSIT DOCUMENTATION FROM SPONSOR)
Organization: Account No.
REQUIRED DOCUMENTATION FOR EVERY DEPOSIT (THIS IS NOT OPTIONAL
| | Deposit Tabulation Distribution Sheet (FOR EVERY DEPO! Q‘Q TI c K ET/B RAC E LET SA L ES
LOCATE THE TYPE OF DEPOSIT YOU ARE MAKING AND SELECT DEPOSIT TYPE *
REQUIRED DOCUMENTATION PER DEPOSIT TYPE (THIS IS NOT OPTIONAL)
FOR EVENTS WHERE TICKETS/BRACELETS WILL BE SOLD WHEN YOU RECEIVE MONEY FOR NON-FUNDRAISER
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC.
SELECT ONE SELECT ONE
Fesnvats PARKING FEES |cAMP FEES (NON-PROFIT)
cunics TESTING FEES [DUAL ENROLLMENT FEES B 0 0 K FAI R
ALENT SHOWS iD FeES LOST TEXTBOOK FEES
GATE ENTRY FEES cLus DUES LOST LIBRARY BOOK FEES
DANCE/PROM AFTER SCHOOL CARE LIBRARY LATE FEES
oTHER CELL PHONE FEES |CLUB REGISTRATION FEES
oTHER
currency/Coins
. [— — PRESALE/INVENTORY
Completed Ticket/Bracelet Sales Template i ication (Laserfiche)
[Ticket Stubs (if Tickets used) Original Receipts (For collections over $5 each payment)
EE——— BOOKFAIR Yellow Carbonless Copy
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. - [Completed Receipt Tally Template
| Jcurrency/coins | |oaily Collections Report (ONLY $5 or less per payment)
/Sales (Laserfiche) WHEN YOU RECEIVE MONEY FOR FUNDRAISER (SALE ITEMS) N 0 N F U N D RAI s E R
| loaily cash Register Report [ onLY casH/NO CHECKS/NO MONEY ORDERS/ETC.
UNSUSED TRAVEL MONEY J SELECT ONE
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. BROCHURE SALES FAN SHIRTS
Currency/Coins DISCOUNT CARDS CANDLES
Copy of Approved Purchase Order CHOCOLATE BARS | GOURMET POPCORN
Original Receipts oTHER
P e, % SALES PAID WITH BUSINESS CHECKS
[Completed Original Student Meal Advance Template [Currency/Coins
[Copy of the Student Meal Advance Template /Sale [ fiche)
_ FOR FOOD SALES Original Receipts (For collections over $5 each payment)
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. Yellow Carbonless Copy
SELECT ONE | Jcompleted Receipt Tally Template
[CONCESSIONS | ]paily Collections Report (ONLY $5 or less per payment) o
EXEMPT DAYS [~ |completed Inventory Sales Template 0 FOOD SALES
[OTHER 'WHEN BUSINESS PAY WITH CASH AND CHECKS *
'NO PERSONAL CHECKS (NO EXCEPTIONS!)
[ currency/coins SELECT ONE
/sal w c CHECKS
| Jcompleted Concessions Sales Template ATHLETIC/UIL/CHESS TOURNAMENTS
CHANGE BOX FUNDS RETURN (1105) RENTALS o
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. oTHER 0‘0 D 0 NATI 0 N s
| Jcurrency/coins
| JApproved Fundraiser/sales Application (Laserfiche) [Currency/Coins
DONATIONS /sal (Laserfiche)
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. Original Receipts (For collections over $5 each payment)
Currency/Coins Yellow Carbonless Copy
Original Receipts (For ions over $5 each c Receipt Tally Template
| vellow carbonless Copy [ |Business Checks (When applicable) U N U S E D T R AV E L
[Completed Receipt Tally Template | Icheck copies
Business Checks (When applicable)
Check Copies
signed Donation Form Sponsor Signature Verification: Date
Copy of Signed Donation Form
OPTIONAL DOCUMENTION
| | Letter, etc (Additional Back up if applicable) Bookkeeper/Secretary Verification: Date C H A N G E B OX F U N DS

Bookkeeper/Secretary Deposit Checklist

BOOKKEEPER DEPOSIT CHECKLIST

STAPLED ORDER FOR ALL DEPOSITS TO MAIDA DOMINGUEZ:
Deposit Coversheet (PORTRAIT FORMAT)
Bookkeeper/Secretary Deposit Form
Original Receipt to Sponsor
Deposit Tabulation Distribution Sheet
[COMPLETED Sponsor Deposit Checklist
\DDITIONAL STAPLE ORDER BASED ON DEPOSIT TYP! ADDITIONAL STAPLE ORDER BASED ON DEPOSIT TYPE

TO MAIDA DOMINGUEZ TO MAIDA DOMINGUEZ
SELECT ONE SELECT ONE
[FOR EVENTS WHERE TICKETS/BRACELETS WILL BE SOLD WHEN BUSINESS PAY WITH CASH AND CHECKS
i ion (Laserfiche) i (Laserfiche)
(Completed Ticket/Bracelet Sales Template Original Receipts (For collections over $5 each payment)
Ticket Stubs [vettow carbonless copy
Letter, etc (Additional Back up if applicable) completed Receipt Tally Template
YOU RECEIVE MONEY FOR NON-FUNDRAISER Business Checks (When applicable)
i (Laserfiche) Check Copies
Original Receipts (For collections over $5 each payment) Letter, etc (Additional Back up if applicable)
vellow Carbonless Copy 1109
[Completed Receipt Tally Template le lic (Laserfiche)
Daily Collections Report (ONLY $5 or less per payment) Copy of Approved Purchase Order
Letter, etc (Additional Back up if applicable) UNSUSED TRAVEL MONEY (Continue Below for ADDT'L INSTRUCTIONS))
[Jecoxsan Copy of Approved Purchase Order
(Laserfiche) Copy of Original Receipts
Daily Cash Register Report Copy of the Student Meal Advance Template
Letter, etc (Additional Back up if applicable) [Joonanions Below for ADDTL
YOU RECEIVE MONEY FOR FUNDRAISER Original Receipts (For collections over $5 each payment)
i (Laserfiche) hvelhw Carbonless Copy
Original Receipts (For collections over $5 each payment) [Completed Receipt Tally Template
hv:«ow Carbonless Copy Business Checks (When applicable)
[Completed Receipt Tally Template Check Copies.
Daily Collections Report (ONLY $5 or less per payment) Copy of Signed Donation Form
iCompleted Inventory Sales Template L ettes, etc itional Back up if i
Letter, etc (Additional Back up if applicable)
Droon SALES TO MAIDA DOMINGUEZ
i (Laserfiche) |_Joonamons
[completed Concessions Sales Template signed Donation Form
Letter, etc (Additional Back up if applicable)

[Deposit Coversheet (PORTRAIT FORMAT)

Copy of Approved Purchase Order

Original Receipts

[completed Original Student Meal Advance Template

Bookkeeper/Secretary Verification:  Date

NOTES YOU MAY NEED OR WANT TO SHARE:

(RETURN)




Images of required documentation from Sponsors per Deposit Type:
* TICKET/BRACELET SALES (RETURN)
Cash (NO PERSONAL CHECKS ACCEPTED)
Signed Sponsor Deposit Checklist
Sponsor Deposit Tabulation Sheet
Copy of Approved Fundraiser/Sales Application
Ticket/Bracelet Sales Template
Ticket Stubs (Ticket Sales Only)
Sponsor Deposit Checklist Sponsor Tabulation Sheet

YVVVVYYVYY

SPONSOR DEROSIVCHECKLIST SHARYLAND INDEPENDENT SCHOOL DISTRICT
S R EAT e SPONSOR TABULATION OF MONIES FOR DEPOSIT
Account No.
REQUIRED DOCUMENTATION FOR EVERY DEPOSIT (THIS IS NOT OPTIONAL) DATE:
[ 1 peposit Tabulation Distribution Sheet (FOR EVERY DEPOSIT) ORGANIZATION:
LOCATE THE TYPE OF DEPOSIT YOU ARE MAKING AND SELECT DEPOSIT TYPE B
REQUIRED DOCUMENTATION PER DEPOSIT TYPE (THIS IS NOT OPTIONAL) ACCOUNT NUMBER:
WHEN YOU RECEIVE MONEY FOR NON-FUNDRAISER
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. BUSINESS CHECKS/MONEY ORDER/CASHIER CHECK
SELECT ONE SELECT ONE CURRENCY / COINS NO PERSONAL CHECKS ALLOWED
FESTIVALS [PARKING FEES [CAMP FEES (NON-PROFIT)
cunics TESTING FeEs DUAL ENROLLMENT FEES quanTiry x| DENOMINATION = TOTAL NAME OF BUSINESS CHECK CHECK AMOUNT
ALENT SHOWS 1D FEES LOST TEXTBOOK FEES OF CURRENCY NUMBER
[GATE ENTRY FEES [CLUB DUES LOST LIBRARY BOOK FEES
DANCE/PROM [AFTER SCHOOL CARE LIBRARY LATE FEES 3100
oTHER ceLL PHONE Fees CLUB REGISTRATION FEES
omHer $50
currency/Coins
|Approved Fundraiser/sales Application (Laserfiche) ency/Coins $20
Completed Ticket/Bracelet sales Template Fundraiser/Sales Application (Laserfiche)
Ticket Stubs (if Tickets used) i $10
BOOKFAIR
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. 55
currency/Coins
Approved Fundraiser/Sales Application (Laserfiche) s2
[Daily Cash Register Report
UNSUSED TRAVEL MONEY $1
CASH/NO CHECKS/NO MONEY ORDERS/ETC.
currency/Coins $1.00
| Copy of Approved Purchase Order
Original Receipts $0.50
Copy of Original Receipts
[completed Original Student Meal Advance Template $0.25
oy of the Student Meal Advance Template [Approved Fundraiser/sales Application (Laserfiche)
FOR FOOD SALES Original Receipts (For collections over $5 each payment) $0.10
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. |Yellow Carbonless Copy
SELECT ONE |completed Receipt Tally Template 50.05
concessions
[EXEMPT DAYS [Completed Inventory Sales Template $0.01
[OTHER WHEN BUSINESS PAY WITH CASH AND CHECKS
NG PERSONAL CHECKS (NO EXCEPTIONS!) = TOTAL CURRENCY : ADDITONAL CHECKS MAY BE ADDED ON THE CHECK TAB
currency/Coins SELECT ONE
Approved Fundraiser/sales Application (Laserfiche) CHECKS TOTAL COINS : ”TDTAL ‘CHECKS (ATTACH COPIES): ” H
Completed Concessions Sales Template ATHLETIC/UIL/CHESS TOURNAMENTS
CHANGE BOX FUNDS RETURN (1109 [RENTALS
OV T GNP COMICICA U SR COOTRAELC: oven TOTAL CURRENCY & COINS || H ” TOTAL CURRENCY + COINS + CHECKS = ” H
Currency/Coins
|Approved Fundraiser/sales Application (Laserfiche) currency/coins RECEIPTS COLLECTED FOR WHAT PURPOSE:
DONATIONS [Approved Fundraiser/sales Application (Laserfiche)
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. original Receipts (For collections over $5 each payment) T
currency/Coins [vettow carbontess copy
Original Receipts (For collections over $5 each payment) H(ompleted Receipt Tally Template
Yellow Carbonless Copy Business Checks (When applicable)
[completed Receipt Tally Template [Check Copies I HEREBY ACKNOWLEDGE DELIVERY OF FUNDS INTACT: | HEREBY ACKNOWLEDGE RECEIPT OF FUNDS INTACT
[Business Checks (When applicable)
Check Copies
Signed Donation Form Sponsor Signature Verification: Date
|Copy of Signed Donation Form
OPTIONAL DOCUMENTION SIGNATURE OF SPONSOR/COLLECTOR SIGNATURE OF BOOKKEEPER/SECRETARY
Letter, etc (Additional Back up if applicable) ‘Bookkeeper/Secretary Verification: Date

Laserfiche Fundraiser/Sales Application Laserfiche Fundraiser/Sales Application (Approval Signatures)
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Bracelet Sales Template
Bracelet Sales

PAGE 1 BRACELET SALES TOTAL 3 - EVENT NAME
ENTER CASH TOTAL COLLECTED | 1
DIFFERENCE 5
BALANCE

BRACELET COLOR BRACELET COLOR
(FOR USE WITH MULTI-COLOR BRACELETS OMNLY) (FOR USE WITH MULTI-COLOR BRACELETS ONLY)

EVENT DATE EVENT DATE

BRACELET SELLING PRICE BRACELET SELLING PRICE
[

ENTER QUANTITY OF STARTING INVENTORY ENTER QUANTITY OF STARTING INVENTORY
(BEFORE FUNDRAISER) | [ {BEFORE FUNDRAISER) | [
[ [ [
ENTER QUANTITY OF REMAINING INVENTORY ENTER QUANTITY OF REMAINING INVENTORY
(AFTER FUNDRAISER) (AETER FUNDRAISER)

TOTAL BRACELETS 501D TOTAL BRACELETS SOLD|

BRACELET SALES BRACELET SALES

Ticket Sales Template & Stub

Ticket Sales Ticket Stubs (DO NOT DETACH STUBS)
PAGEL TICKET SALES TOTAL S 10.00 EVENT NAME
ENTER CASH TOTAL COLLECTED | 3 5.00 | | |
DIFFERENCE 5 (5.00) EXPLAIN WHY DOES NOT BALANCE y

DOES NOT BALANCE

TICKET COLOR s 10.00 EETICKET COLOR ] = B s
(FOR USE WITH MULTI-COLOR TICKETS ONLY) (FOR USE WITH MULTI-COLOR TICKETS ONLY) £

EVENT DATE EVENT DATE X :

SELLING TICKET PRICE 1.00 SELLING TICKET PRICE S I H I S

ENTER THE 15T TICKET # SOLD ENTER THE 15T TICKET # SOLD i
[STARTING TICKET #) | 1 [STARTING TICKET #) |
ENTER THE LAST TICKET # SOLD

I

ENTER THE LAST TICKET # SOLD

(ENDING TICKET #) 10 (ENDING TICKET #)

TOTAL TICKETS SOLD 10 TOTAL TICKETS SOLD 1 © 0 m s co n ®
TOTAL TICKET SALES | § 10.00 TOTAL TICKET SALES | § =

(RETURN)




=  BOOKFAIR (RETURN)
> Cash (NO PERSONAL CHECKS ACCEPTED)
» Signed Sponsor Deposit Checklist
» Sponsor Deposit Tabulation Sheet
» Copy of Approved Fundraiser/Sales Application
> Daily Cash Register Report

+* Sponsor Deposit Checklist Sponsor Tabulation Sheet

SPONSOR DEPOSIT CHECKLIST SHARYLAND INDEPENDENT SCHOOL DISTRICT
- Ll SPONSOR TABULATION OF MONIES FOR DEPOSIT
(] Account No.
REQUIRED DOCUMENTATION FOR EVERY DEPOSIT (THIS IS NOT OPTIONAL) DATE:
[ L1 Dépoik fibiiation Diiiibuiiza Shedt tEORBRVORAOSI ORGANIZATION:
LOCATE THE TYPE OF DEPOSIT YOU ARE MAKING AND SELECT DEPOSIT TYPE "
REQUIRED DOCUMENTATION PER DEPOSIT TYPE (THIS IS NOT OPTIONAL) ACCOUNT NUMBER:
WHEN YOU RECEIVE MONEY FOR NON-FUNDRAISER
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. BUSINESS CHECKS/MONEY ORDER/CASHIER CHECK
SELECT ONE CURRENCY / COINS NO PERSONAL CHECKS ALLOWED
FESTIVALS
DENOMINATION CHECK
cunics QUANTITY X = TOTAL NAME OF BUSINESS CHECK AMOUNT
TALENT sSHOWS OF CURRENCY NUMBER
[GATE ENTRY FEES
IDANCE/PROM $100
JOTHER $50
Currency/Coins. s20
Completed Ticket/Bracelet Sales Template
[Ticket Stubs (if Tickets used) s10
Yellow Carbonless Copy
completed Receipt Tally Template 35
Daily Collections Report (ONLY $5 or less per payment)
|Approved Fundraiser/Sale pplication (Laserfiche) WHEN YOU RECEIVE MONEY FOR FUNDRAISER (SALE ITEMS) $2
Daily Cash Register Report ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC.
UNSUSED TRAVEL MONEY SELECT ONE $1
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. [BROCHURE SALES [FAN SHIRTS
DISCOUNT CARDS canDLES $1.00
[CHOCOLATE BARS [GOURMET POPCORN
o 50.50
completed Original Student Meal Advance Template currency/Coins $0.25
Copy of the Student Meal Advance Template {8 fiche)
FOR FOOD SALES Original Receipts (For collections over $5 each payment) 50,10
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ET( Yellow Carbonless Copy
SELECT ONE completed Receipt Tally Template 50,05
Jconcessions Daily Collections Report (ONLY $5 or less per payment)
EXEMPT DAYS Completed Inventory Sales Template $0.01
[OTHER WHEN BUSINESS PAY WITH CASH AND CHECKS
NO PERSONAL CHECKS (NO EXCEPTIONS!) TOTAL CURRENCY : ADDITONAL CHECKS MAY BE ADDED ON THE CHECK TAB
Currency/Coins. SELECT ONE
jcation (Laserfiche) c cHecks TOTAL COINS : ”TDTAL CHECKS (ATTACH COPIES): ” H
[Completed Concessions Sales Template [ATHLETIC/UIL/CHESS TOURNAMENTS
CHANGE BOX FUNDS RETURN (1109) [RENTALS
ONLY CASII/NG CIIECKS/NO MONEY ORDERS/ETC. ornen TOTAL CURRENCY & COINS || ” ” TOTAL CURRENCY + COINS + CHECKS = ” H
Currency/Coins.
|Approved Fundraiser/sales Appiication (Laserfiche) uisrency/Colne: RECEIPTS COLLECTED FOR WHAT PURPOSE:
DONATIONS |Approved Fundraiser/sales Application (Laserfiche)
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. Original Receipts (For collections over $5 each payment)
orency/cotrs Jvetiow corbontess copy I
Original Receipts (For collections over $5 each payment) Ec-:mplned Receipt Tally Template
vellow carbonless Copy Business Checks (When applicable)
completed Receipt Tally Template [Check Copies I HEREBY ACKNOWLEDGE DELIVERY OF FUNDS INTACT: | HEREBY ACKNOWLEDGE RECEIPT OF FUNDS INTACT
Business Checks (When applicable)
Check Copies
Signed Donation Form Sponsor Signature Verification: Date
Copy of signed Donation Form
OPTIONAL DOCUMENTION SIGNATURE OF SPONSOR/COLLECTOR SIGNATURE OF BOOKKEEPER/SECRETARY
[_Jtetter, etc(additional Back up if applicable) Bookkeeper/Secretary Verification: Date

+* Laserfiche Fundraiser/Sales Application Laserfiche Fundraiser/Sales Application (Approval Signatures)

gml’leaﬂon for Activity Fundraiser / *E!!?E“ ANR

SUNMIT APPLICATION FOR APPROVAL TWO WEEKS REFORE SALES START DATE
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Daily Cash Register Report (Bookfair Only)

Tender Yotals

REGISTER TOTALS 02/06/23

Tender Qcy AR
Cash and Checks 22 262 .25
Credit Cards 3 7.6
(Includes eWallet & &Gifr JardsCampaign
Purchase Orders o 0.20
Total 25 334.14
{Includes Unredecmed Toisln
Gross Sales
Tax Exempt Sales 0.900
Taxable Sales 349 .14
Gross Sales Total 349. 14
(Excludes Unredeemed Totall
Tax Total (8.2%%) 2% 59
Taxable Sales (Less Salss Tawmy 233,55
Net Sales
Scholastic Dollars Q.00
Discounts 0.00
Gift Certificates Purchazed 0. 06
Gift Certificates Redeerer] 15.00
(Included in Grozs)
Gift Certificates Unredesned (15,00
All For Books Callected .00
All For Books Redeemesd T, 0
{Included in Gross)
All For Buchs Linrededmesr] 2,00

Unredeemed Total

€15.00) (REW




=  PRESALE/INVENTORY (RETURN)
Cash (NO PERSONAL CHECKS ACCEPTED)

Signed Sponsor Deposit Checklist

Sponsor Deposit Tabulation Sheet

Copy of Approved Fundraiser/Sales Application

Original receipts to payee or Daily Cash Report

Receipt Tally Template (When Receipts are used for payments over $5.00)

Inventory Sales Template

+* Sponsor Deposit Checklist Sponsor Tabulation Sheet

YVVVVYYVYYVYYVY

SEONSORIDEPOSIT CHECKLIST SHARYLAND INDEPENDENT SCHOOL DISTRICT
J0 SOOKKEEPER/SECRETARY SPONSOR TABULATION OF MONIES FOR DEPOSIT
Organization: Account No.
REQUIRED DOCUMENTATION FOR EVERY DEPOSIT IS IS NOT OPTIONAL) DATE:
Deposit Tabulation Distribution Sheet (FOR EVERY DEPOSIT) ORGANIZATION:
LOCATE THE TYPE OF DEPOSIT YOU ARE MAKING AND SELECT DEPOSIT TYPE :
REQUIRED DOCUMENTATION PER DEPOSIT TYPE (THIS IS NOT OPTIONAL) ACCOUNT NUMBER:
WHEN YOU RECEIVE MONEY FOR NON-FUNDRAISER
CASH/NO CHECKS/NO MONEY ORDERS/ETC. BUSINESS CHECKS/MONEY ORDER/CASHIER CHECK
ONE CURRENCY / COINS NO PERSONAL CHECKS ALLOWED
[PARKING FEES [CAMP FEES (NON-PROFIT)
TESTING FeES [DUAL ENROLLMENT FEES quanmry x| DENOMINATION = TOTAL NAME OF BUSINESS ELEES CHECK AMOUNT
1D FEES [LOST TEXTBOOK FEES OF CURRENCY NUMBER
[CLUB DUES [LOST LIBRARY BOOK FEES
[AFTER SCHOOL CARE [LIBRARY LATE FEES sim
[CELL PHONE FEES [CLUB REGISTRATION FEES
OTHER $50
currency/Coins $20
Approved Fundraiser/Sales Application (Laserfiche)
Original Receipts (For collections over $5 each payment) 510
Yellow Carbonless Copy
ONLY completed Receipt Tally Template 45
currency/coins Daily Collections Report (ONLY $5 or less per payment)
|Approved Fundraiser/sales Application (Laserfiche) 52
Daily Cash Register Report
UNSUSED TRAVEL MONEY 51
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC.
currency/cCoins canoLes $1.00
Copy of Approved Purchase Order [CHOCOLATE BARS |GOURMET POPCORN
Original Receipts omHer so0.50
Copy of Original Receipts
completed Original Student Meal Advance Template currency/Coins $0.25
Copy of the Student Meal Advance Template Approved Fundraiser/sales Application (Laserfiche)
FOR FOOD SALES Original Receipts (For collections over $5 each payment) $0.10
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. [Jvetiow carboniess copy
SELECT ONE completed Receipt Tally Template $0.05
concessions Daily Collections Report (ONLY $5 or less per payment)
EXEMPT DAYS Completed inventory Sales Template s0.01
[OTHER WHEN BUSINESS PAY WITH CASH AND CHECKS
[N PERSONAL CHECKS (NG EXCEPTIONSY | TOTAL CURRENCY : ADDITONAL CHECKS MAY BE ADDED ON THE CHECK TAB
Currency/Coins. SELECT ONE
(Laserfiche) c checks TOTAL COINS : ”TDTAL CHECKS (ATTACH COPIES): H H
[Completed Concessions Sales Template [ATHLETIC/UIL/CHESS TOURNAMENTS
CHANGE BOX FUNDS RETURN (1109) [RENTALS
'ONLY CASHZNG CHECKS/NO MONEY GRDERSJETC. g TOTAL CURRENCY & COINS || ” ” TOTAL CURRENCY + COINS + CHECKS = ”
currency/Coins
[Approved Fundraiser/sales Application (Laserfiche) currency/Coins RECEIPTS COLLECTED FOR WHAT PURPOSE:
DONATIONS |Approved Fundraiser/sales Application (Laserfiche)
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. Original Receipts (For collections over $5 each payment)
currency/Coins [vetiow corbontess copy I
Original Receipts (For collections over $5 each payment) Ecommma Receipt Tally Template
vellow Carbonless Copy Business Checks (When applicable)
[Completed Receipt Tally Template Check Copies I HEREBY ACKNOWLEDGE DELIVERY OF FUNDS INTACT: | HEREBY ACKNOWLEDGE RECEIPT OF FUNDS INTACT
Business Checks (When applicable)
Check Copies
Signed Donation Form Sponsor Signature Verification: Date
Copy of signed Donation Form
'OPTIONAL DOCUMENTION SIGNATURE OF SPONSOR/COLLECTOR SIGNATURE OF BOOKKEEPER/SECRETARY
[_Jtetter, etc (Additional Back up if applicable) Bookkeeper/Secretary Verification: Date

+* Laserfiche Fundraiser/Sales Application Laserfiche Fundraiser/Sales Application (Approval Signatures)

Appllotion lication for Activity Fundraiser / *!v!mmm

SUBMIT APPLICATION FOR APPROVAL TWO WEEKS BEFORE SALES START DATE
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= Sponsor Receipts to Payee (Voided should NOT be included)

(Yellow Copies)
Sponsor Issued Receipts to Payee
(KEEP RECEIPT BOOK IN SAFE PLACE WHEN FINISHED)

Receipt RECEIPT Date of Payee Payment No. 1 23452
BERGSIT ARKOORT
Sample MName of Payee 75 pexs . 2
Deposit Amount Extended Format
Reason for Payment
Amount owed '
Amount paid
Balance due . Sponsor Signature
t Payment Type
Receipt | RECEIPT ... Dccffavecramen N, 123453
N. P. BEROSIY ARAOUNT
Sample S e o S munasessc romnar
Deposit Amount Extended Format
Reason for Payment
Amount owed |
Amount paid
Balance due . Sponsor Signature
' Payment Type
RECEIPT No. 123454
. S
NOTE:
( When voidng a receipt, Make sure
o keep all of the 3 copies together
S e | original, yellow, pink
Receipt RECEIPTY Date of Payee Payment No. 1 23455
DEPOSIT AWOORT
Sample Name of Payee S nunBtRIC FoRNAT

Deposit Amount Extended Format

Reason for Payment

Amount owed '
Amount paid
Balance due | Sponsor Signature

Daily Collection Reprot (for payments of $5 or less)

SHARYLAND ISD
DAILY COLLECTIONS REFPORT

PAYMENTS FROM STUDENTS FOR FEES, FIELD TRIFS, FUNDRAISERS ETC. LESS THAN $5.00 PER PAYMENT.
CAMPUS: |CLUBITEACHER:
FUNDRAISER/IPURPOSE:

| DATE RECEIVED | STUDENT NAME COLLECTED COMMENTS

.@-w ..\'\'I.U’.m."‘.myN =

38|
30|
40|
a1
42|
43|
44; | 1
45|

TotaLls - ]

SPONSOR/TEACHER SIGNATURE:
DATE SUBMITTED TO CAMPUS SECRETARY/BOOKKEEPER:

Receipt Tally Template

AMOUNT PER
TOTAL RECEIPTS RECEIPT # RECEIPT
Total Receipts $ - 1
Total Deposit 2
Difference § - 3
1
5
6
7
8
9
10
il
i)
3
14
15
16
7
18
19
20
pil
P
B
yl}
5
2%
SINGLE RECEIPT BOOK | MULTIPLE RECEIPT BOOKS
Bracelet & PreSalesinventory Sales Template
PreSalesinventory
PAGE1 INVENTORY ITEM SALES TOTAL 5 FUNDRAISER DATE (START)
ENTER CASH TOTAL COLLECTED FUNDRAISER DATE (END)
DIFFERENCE & - EXPLAIN IF NOT IN BALAMNCE:
BALANCE
ITEM NAME $ - ITEM NAME s
ITEM 51ZE/0Z/COLOR/ETC ITEM SIZE/OZ/COLOR/ETC
ITEM SELLING PRICE ITEM SELLING PRICE

ENTER QUANTITY OF STARTING INVENTORY

ENTER QUANTITY OF STARTING INVENTORY

(START OF FUNDRAISER)| |

(START OF FUNDRAISER)| |
[ [

ENTER QUANTITY OF REMAINING INVENTORY

ENTER QUANTITY OF REMAINING INVENTORY

(END OF FUNDRAISER)

(END OF FUNDRAISER)

TOTAL ITEM 50LD 0

TOTAL ITEM 50LD 0

TOTAL SALES

TOTAL SALES S =

(RETURN)




=  NONFUNDRAISER

Cash (NO PERSONAL CHECKS ACCEPTED)
Signed Sponsor Deposit Checklist
Sponsor Deposit Tabulation Sheet

YVVVYYVYY

+* Sponsor Deposit Checklist

(RETURN)

Copy of Approved Fundraiser/Sales Application
Original receipts to payee or Daily Cash Report
Receipt Tally Template (When Receipts are used for payments over $5.00)

Sponsor Tabulation Sheet

+* Laserfiche Fundraiser/Sales Application

SPONSORDEROSIT CHECKLIST SHARYLAND INDEPENDENT SCHOOL DISTRICT
© [ARY SPONSOR TABULATION OF MONIES FOR DEPOSIT
Organization: Account No.
REQUIRED DOCUMENTATION FOR EVERY DEPOSIT (THIS IS NOT OPTIONAL) DATE:
[1 Deposit Tabulation Distribution Sheet (FOR EVERY DEPOSIT) ORGANIZATION:
LOCATE THE TYPE OF DEPOSIT YOU ARE MAKING AND SELECT DEPOSIT TYPE
REQUIRED DOCUMENTATION PER DEPOSIT TYPE (THIS IS NOT OPTIONAL) ACCOUNT NUMBER:
FOR EVENTS WHERE TICKETS/BRACELETS WILL BE SOLD WHEN YOU RECEIVE MONEY FOR NON-FUNDRAISER
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. CURRENC‘{I COINS BUSINESS CHECKS/MONEY ORDER/CASHIER CHECK
SELECT ONE SELECT ONE NO PERSONAL CHECKS ALLOWED
FESTIVALS [PARKING FEES [CAMP FEES (NON-PROFIT)
DENOMINATION CHECK
cunics TESTING FeEs [DUAL ENROLLMENT FeES QUANTITY X - TOTAL NAME OF BUSINESS CHECK AMOUNT
ALENT SHOWS iD FEES [LOST TEXTBOOK FEES OF CURRENCY NUMBER
|GATE ENTRY FEES [CLUB DUSS [LOST LIBRARY BOOK FEES
[DANCE/PROM JOOL CARE [LIBRARY LATE FEES 5100
oTHER e ONE Fees cLUB REGISTRATION FeES
0] 850
urrency/Coins
[~ JApproved Fundraiser/sales Application (Laserfiche) [ 4 ncy/Coins $20
[ Jcompleted Ticket/Bracelet Sales Template 4 roved Fundraiser/sales Application (Laserfiche)
| Jricket Stubs (if Tickets used) liginal Receipts (For collections over $5 each payment) 510
BOOKFAIR [Jvettow carboniess copy
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. [Completed Receipt Tally Template 55
urrency/Coins ¥oaily Coliections Report (ONLY $5 or less per payment)
|Approved Fundraiser/Sales Application (Laserfiche) WHEN YOU RECEIVE MONEY FOR FUNDRAISER (SALE ITEMS) 52
| loaity cash Register Report LY CASH/NO CHECKS/NO MONEY ORDERS/ETC.
UNSUSED TRAVEL MONEY FeLECT ONE $1
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. | __|sRocHuRE saLes [FAN SHIRTS
Currency/Coins i ' DISCOUNT CARDS canpLEs $1.00
Copy SEQR OCOLATE BARS |GOURMET POPCORN
Origil ER $0.50
Copy]
com, rrency/Coins $0.25
Copy] bproved Fundraiser/Sales Application (Laserfiche)
iginal Receipts (For collections over $5 each payment) $0.10
ONLY CA [Jvetiow carboniess copy
SELECT O pmpleted Receipt Tally Template $0.05
ily Collections Report (ONLY $5 or less per payment)
bmpleted Inventory Sales Template $0.01
WHEN BUSINESS PAY WITH CASH AND CHECKS
ISONAL CHECKS (NO EXCEPTIONS!) TOTAL CURRENCY : ADDITONAL CHECKS MAY BE ADDED ON THE CHECK TAB
JONE
bavmission checks TOTAL COINS : ”mmL CHECKS (ATTACH COPIES): ” H
LETIC/UIL/CHESS TOURNAMENTS
NTALS
[ Jomen TOTAL CURRENCY & COINS | | [ ToTaL currency + coins + chEcks = | |
iereiicyjooing: RECEIPTS COLLECTED FOR WHAT PURPOSE:
i (Laserfiche)
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. Original Receipts (For collections over $5 each payment) I
currency/Coins [Ivetiow carbontess copy
Original Receipts (For collections over $5 each payment) completed Receipt Tally Template
vellow carbonless Copy Business Checks (When applicable)
Completed Receipt Tally Template Check Copies I HEREBY ACKNOWLEDGE DELIVERY OF FUNDS INTACT: | HEREBY ACKNOWLEDGE RECEIPT OF FUNDS INTACT
Business Checks (When applicable)
Check Copies
signed Donation Form Sponsor Signature Verification: Date
Copy of Signed Donation Form
'OPTIONAL DOCUMENTION SIGNATURE OF SPONSOR/COLLECTOR SIGNATURE OF BOOKKEEPER/SECRETARY
[_Jtetter, etc(Additional Back up if applicable) Bookkeeper/Secretary Verification: Date

:maﬂonformny Fundraiser / *w I

SUNMIT APPLNCATION FOR APPRONVAL TWO WEEXS REFORE SALES START DATE
Fundraiser Type ™
Fvant Number s thin event JHEMS Athletion related? "

Fundeaser @1 | Fundeaiser 92 Nos Fundmser Yes © No

Arw you uming Wy School Bucks? ™
Yes No

Reqw
Chub Prosident ™
oy X Gonzaez o Letserge
Beginwing Sales Dute Endieg Sales Date *
Desergmson of ActryProsuens)
B2 Crampo g Karens cootes. \anely of Cooties. Dou of 33 DOSwS

Benett and Purpose
e 200 CTTO 008 o pase Bangue’

Verndes Moaeee

i1 Coamps i Kanums

Cost Per Rewn B apphcative)

2200

Sabes Price Fec Bawn (8 apghicable)

sz

Comumessscn % (f appiecabie)
81000 e
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Laserfiche Fundraiser/Sales Application (Approval Signatures)
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= Sponsor Receipts to Payee (Voided should NOT be included) Receipt Tally Template

(Yellow Copies)

Sponsor Issued Receipts to Payee
(KEEP RECEIPT BOOK IN SAFE PLACE WHEN FINISHED)

Receipt | RECEIPT ... DuecotfaecPayment  No 123452
Sample e s Name of Payee snau"
Deposit Amount Extended Format DOLLARS
: .: Reason for Payment
: 25 RO b
- l Sponsor Signature
' Payment Type
Receipt | RECEIPT ... Puccffavecbayment No 123453
Sample | e mon tasediain e $
Deposit Amount Extended Format DOULANS
Fon nawt Reason for Payment
»~+ Amount owed ot '
.- Amount paid oray | TTOM
Balance due | o | SHuRE Sh——
t ayment Type
RECEIPT ... No. 123454
DOLLARS
FOn NOTE:
haeee i L When voidng a receipt, Make sure
! o= ' L «‘° keep all of the 3 copies together
o | = | ., original, yellow, pink
Receipt | RECEIP T ... DxecoffayecPayment  No, 123455
Sample | S - [ssbmmicsn ]
Deposit Amount Extended Format SOULAR:
e oo Reason for Payment
~* Amount owed i '
e Amount paid e | TTOM o
| Balance due :;1‘;‘*‘ l o Sponsor Signature

Payment Type

Daily Collection Reprot (for payments of $5 or less)

SHARYLAND ISD

DAILY COLLECTIONS REPORT

PAYMENTS FROM STUDENTS FOR FEES, FIELD TRIPS, FUNDRAISERS ETC. LESS THAN $5.00 PER PAYMENT,
[cLUBITEACHER:

CAMPUS:

TOTAL RECEIPTS RECEIPT #

AMOUNT PER
RECEIPT

Total Receipts $ -

Total Deposit

Difference ) -

WO [0 |~N o | [ o [k | —

=
=

—
—

—
~

—
w

—
=
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o

=
(=2}

—
~

=
co

=
=

[
(=]

[l
—

It
[

[l
wo

ro
=

[l
L35

[
[=al

| SINGLE RECEIPT BOOK | MULTIPLE RECEIPT BOOKS | ®

FUNDRAISER/PURPOSE.:

DATE RECEIVED | STUDENT NAME _

COLLECTED |

COMMENTS

= |00 o~ e

.
e

g'wgwfummmmw.nmM:NNNNA'-4_-‘.-_-A
R = A A I S e - A A T )

3t

28

39

40

41

42

43

44

TOTAL| § -

SPONSOR/TEACHER SIGNATURE:
DATE SUEMITTED TO CAMPUS SECRETARY/BOOKKEEPER:

(RETURN)




FUNDRAISER/SALES PAID WITH BUSINESS CHECKS (RETURN)
Cash/Checks/MO (NO PERSONAL CHECKS ACCEPTED)

Signed Sponsor Deposit Checklist

Sponsor Deposit Tabulation Sheet

Copy of Approved Fundraiser/Sales Application

Original receipts to payee or Daily Cash Report

Receipt Tally Template (When Receipts are used for payments over $5.00)

Check Copies

Sponsor Deposit Checklist Sponsor Tabulation Sheet

YVVVYYVYYY

SPONSOR DEPOSIT CHECKLIST SHARYLAND INDEPENDENT SCHOOL DISTRICT
— — ’°°""“""f‘°“":‘" SPONSOR TABULATION OF MONIES FOR DEPOSIT
rganization: .ccount No.

REQUIRED DOCUMENTATION FOR EVERY DEPOSIT (THIS IS NOT OPTIONAL) DATE:
[ | Deposit Tabulation Distribution Sheet (FOR EVERY DEPOSIT)

LOCATE THE TYPE OF DEPOSIT YOU ARE MAKING AND SELECT DEPOSIT TYPE ORGANIZATION:
REQUIRED DOCUMENTATION PER DEPOSIT TYPE (THIS IS NOT OFI'IONAH ACCOUNT NUMBER:
WHEN YOU RECEIVE MONEY FOR NON-FUNDRAISER
| onLY casH/NO cHECKS/NO MONEY ORDERS/ETC. ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. BUSINESS CHECKS/MONEY ORDER/CASHIER CHECK
SEIECE — CURRENC‘{I COINS NO PERSONAL CHECKS ALLOWED
[CAMP FEES ( m
[OUAL ENROLLMENT FEES QUANTITY X DENOMINATION = TOTAL NAME OF BUSINESS CHECK CHECK AMOUNT
[LOST TEXTBOOK FEES DF CURRENCY NUMBER
LOST LIBRARY BOOK FEES
LIBRARY LATE FEES 5100
[CLUB REGISTRATION FEES
850
[ Jeurrency/coins s20
(Laserfiche)
[ |original Receipts (For collections over $5 each payment) $10
[vetiow carboniess copy
| Jcompleted receipt Tally Template 55
[~ Ioaily Collections Report (ONLY $5 or less per payment)
s2
[ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC.
" oo 'SELECT ONE 31
CASH/NO CHECKS/NO MONEY ORDERS, [BROCHURE SALES [FAN SHIRTS
currency/Coins. DISCOUNT CARDS [canDLES $1.00
[Copy of Approved Purchase Order [CHOCOLATE BARS |GOURMET POPCORN
Original Receipts omHer s0.50
Copy of Original Receipts
[completed Original Student Meal Advance Templat [ Jcurrency/coins 50.25
[Copy of the Student Meal Advance Template (Laserfiche)
L |original Receipts (For collections over $5 each payment) s0.10
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. | Yellow Carbonless Copy
SELECT ONE fcompicicd Receipt Tally Template 50,05
[CONCESSIONS lDaily Collections Report (ONLY $5 or less per payment)
[EXEMPT DAYS lompleted Inventory Sales Template $0.01
[OTHER WHEN BUSINESS PAY WITH CASH AND CHECKS
TOTAL CURRENCY : ADDITONAL CHECKS MAY BE ADDED ON THE CHECK TAB
currency/Coins.
(Laserfiche) TOTAL COINS - ”mmL CHECKS (ATTACH COPIES): ” H
[Completed Concessions Sales Template
CHANGE BOX FUNDS RETURN (11091
SR CASH7RO CHECKGING WONGS OROER/EE TOTAL CURRENCY & COINS | | |[_vorat cunnency - coims « checks - | |
| currency/Coins
Approved Fundraiser/Sales Application (Laserfiche) currency/Coins RECEIPTS COLLECTED FOR WHAT PURPOSE:
DONATIONS (Laserfiche)
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. Original Receipts (For collections over $5 each payment)
currency/Coins vellow Carbonless Copy I
Original Receipts (For collections over $5 each payment) [Completed Receipt Tally Template
Yellow Carbonless Copy Business Checks (When applicable)
[Completed Receipt Tally Template [Check Copies. I HEREBY ACKNOWLEDGE DELIVERY OF FUNDS INTACT: | HEREBY ACKNOWLEDGE RECEIPT OF FUNDS INTACT
[Business Checks (When applicable)
[Check Copies.
Signed Donation Form Sponsor Signature Verification: Date
oy of signed Donation Form
OPTIONAL DOCUMENTION SIGNATURE OF SPONSOR/COLLECTOR SIGNATURE OF BOOKKEEPER/SECRETARY
Letter, etc (Additional Back up if applicable) Bookkeeper/Secretary Verification: Date

+* Laserfiche Fundraiser/Sales Application Laserfiche Fundraiser/Sales Application (Approval Signatures)

wuonforwlty Fundraiser / *w I

SUNMIT APPLICATION FOR APPROVAL TWO WEEKS REFORE SALES START DATE
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@ STyw T Repssnon Syeme

€ A% D08 3N Nerarige e T

Yos = No 5 Wt et e USOA NI pUOWneS
B Can be 60ur 30 MIruies 3% The 900 Of D SINON €y (AL B UTE IRENGRt
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nanyans =3 % 2% €1eTPl Sry Dut LanAOl Be Sew Twe Berving Mes BUWg De Pwa servioe
Aativay Acst Mo B P S LIS SOcturt X M B
Sponser® | understand Bt | wil be hekd sponsibio for sey studert sctvity funds ertrusted 1c me 30d Tust | el rerriure Be wudert
~ym3 > Conzamr N p— Croanc aton by my Ty (7 freEeRTy ST e @ VL0t 344t MOrey w1 0N e ' vy Car egigerce TR Cr
. - taut
Begrming Ssles Dute Ending Sales Date
sasazmn . =3
Desergmion of Aty Promuens) - . . - N
B2 Cmampo-g arena cootes. \asely of Seoties. Bow of 35 Doses B e B T -
Benett and Purpose
FUNGISner Tor AINOUIVIDE. SIS, SME W S0 CTTO 608 OF pasr Bangue Spomor Sagrahae
Voo Mame = Oute
s Caamps g Kamums e g catvan)
Comt Per Rewm §F apphcatie)
2200

Principal | Athletc Coornator Signature
Sakes Price e Bumn (f spphic.abie)

EPts e ¢ T 00

Cormumassacer W (F 2pgies sbie)
t-10000 coo
SHARYLAND INDEPENDENT SCHOOL DISTRICT Finad Apprower Segnatare
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= Sponsor Receipts to Payee (Voided should NOT be included) Receipt Tally Template

(Yellow Copies)
Sponsor Issued Receipts to Payee AMOUNT PER
(KEEP RECEIPT BOOK IN SAFE PLACE WHEN FINISHED) TOTAL RECEIPTS RECEIPT # RECEIPT
Receipt [ RIECEIPT ... 0wcofoecramen  No 123452 TotalRecelpts : - .
sample | et of Py 5 DUPOKITARORT Total Deposit 2
Deposit Amount_Extended Format oouLaAns Difference $ - 3
: i Reason for Payment 4
.+ Amount paid orary | FROM . 5
. ;Balance_dueJ ; | — Sponsor Signature [}
' Payment Type 7
Receipt [ RECEIPT ... 0ncofoecramen N, 123453 8
Sample |, oo mon P o fiyse [s avmemcromn: | 3
Deposit Amount Extended Format DOULANS 10
: :: Reason for Payment 1
~+ Amount owed — '
.- Amount paid vy | TTOM o 12
Balance due e ',‘, Sponsor Signature 13
' Payment Type 14
RECEIPT ... No. 123454 b
DOULARS 17
FOR NOTE:
Sasian VO l D When voidng a receipt, Make sure 18
“ ! «0x ' +nenl0 keep all of the 3 copies together 19
s o | ‘ | «v _original, yellow, pink 20
21
Receipt [ RIECEIP T ... Owcotfaccrayment  No. 123455 2
Sample | _ S Name of Payee Eww S T] 23
Deposit Amount  Extended Format Ot A 24
o Reason for Payment 2%
~ AAmoum paid worgy 4 M 2
Balance due| i | Sponsor Signature |
oL SINGLE RECEIPT BOOK ‘ MULTIPLE RECEIPT BOOKS | ®

Checks (Original & Copy)

John Smith CHECK N2 0007

765 Dolor sit Amet APT B5 DATE: ng?:, /1, 2019

Brooklyn, NY, 12345
s 753

DOLLARS

Daily Collection Reprot (for payments of $5 or less)

SHARYLAND ISD
DAILY COLLECTIONS REPORT

PAYMENTS FROM STUDENTS FOR FEES, FIELD TRIPS, FUNDRAISERS ETC. LESS THAN $5.00 PER PAYMENT.
CAMPUS: |CLUBITEACHER:
FUNDRAISER/PURPOSE:
_DATE RECEIVED |

_STUDENT NAME COLLECTED | COMMENTS

PAY TO THE ORDER OF: Mary Yohraon
Leven

ALL LOREM BANK BRANCHES IN USA
ACCOUNT N2 001234567

] : I | Memo Morthly nent

1

2

3 Rundred vamd 2
5 PAYABLE AT U

6

T

8

L dR

AUTHORIZED SIGNATURE

12 ! _ 11"4567890121" 126543210981:890987654321091

SR
a2

43

44
5

TOTAL| § -
SPONSOR/TEACHER SIGNATURE:
DATE SUBMITTED TO CAMPUS SECRETARY/BOOKKEEPER:

(RETURN)




= FOOD SALES (RETURN)
» Cash (NO PERSONAL CHECKS ACCEPTED)
» Signed Sponsor Deposit Checklist
» Sponsor Deposit Tabulation Sheet
» Copy of Approved Fundraiser/Sales Application
Sponsor Deposit Checklist Sponsor Tabulation Sheet

SPONSORDEROSIT.CHECKLIST SHARYLAND INDEPENDENT SCHOOL DISTRICT
- aliad SPONSOR TABULATION OF MONIES FOR DEPOSIT
o Account No.
REQUIRED DOCUMENTATION FOR EVERY DEPOSIT (THIS IS NOT OPTIONAL) DATE:
[ 1 Deposit Tabulation Distribution Sheet (FOR EVERY DEPOSIT) ORGANIZATION:
LOCATE THE TYPE OF DEPOSIT YOU ARE MAKING AND SELECT DEPOSIT TYPE "
REQUIRED DOCUMENTATION PER DEPOSIT TYPE (THIS IS NOT OPTIONAL) ACCOUNT NUMBER:
BRACELETS WILL BE SOLD. | WHEN YOU RECEIVE MONEY FOR NON-FUNDRAISER
'ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. BUSINESS CHECKS/MONEY ORDER/CASHIER CHECK
SELECT ONE SELECT ONE CURRENCY / COINS NO PERSONAL CHECKS ALLOWED
Fesnvats
DENOMINATION CHECK
cunics QUANTITY X = TOTAL NAME OF BUSINESS CHECK AMOUNT
ALENT SHOWS DF CURRENCY NUMBER
[GATE ENTRY FEES
DANCE/PROM $100
oTHER
$50
Currency/Coins.
[Approved Fundraiser/sales Application (Laserfiche) $20
|___Jcompleted Ticket/Bracelet sales Template
[ Iricket Stubs (if Tickets used) $10
BOOKFAIR
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. $5
2
/NO MONEY ORDERS/ETC.
$1
FAN sHiRTS
canoLEs $1.00
| GOURMET POPCORN $0.50
[ completed original student Meal Advance Template P Jcurrency/coins $0.25
[ Icosy of the student Meal Advance Template (Laserfiche)
[~ Joriginal Receipts (For collections over $5 each payment) $0.10
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. vellow Carbonless Copy
SELECT ONE completed Receipt Tally Template 50.05
Jconcessions Daily Collections Report (ONLY $5 or less per payment)
EXEMPT DAYS Completed Inventory Sales Template $0.01
oTHER WHEN BUSINESS PAY WITH CASH AND CHECKS
NO PERSONAL CHECKS (NO EXCEPTIONS!) TOTAL CURRENCY : ADDITONAL CHECKS MAY BE ADDED ON THE CHECK TAB
Currency/Coins SELECT ONE
cation (Laserfiche) cHecks TOTAL COINS : [ToraL checks (aTiacH cories): | |
completed Concessions sales Template ATHLETIC/UIL/CHESS TOURNAMENTS
CHANGE BOX FUNDS RETURN (1109) RENTALS
DR ¥ AT 10 CHREIATTS0> SRS, ORDERAPEIC: i TOTAL CURRENCY & COINS || H ” TOTAL CURRENCY + COINS + CHECKS = ” H
| |l:un=ﬂ¢v/€oins
|Approved Fundraiser/sales Application (Laserfiche) currency/cCoins RECEIPTS COLLECTED FOR WHAT PURPOSE:
DONATIONS Approved Fundraiser/Sales Application (Laserfiche)
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. Original Receipts (For collections over $5 each payment) i
currency/Coins [Ivettow carbontess copy '
Original Receipts (For collections over $5 each payment) completed Receipt Tally Template
vellow carbonless Copy Business Checks (When applicable)
completed Receipt Tally Template [Check Copies I HEREBY ACKNOWLEDGE DELIVERY OF FUNDS INTACT: | HEREBY ACKNOWLEDGE RECEIPT OF FUNDS INTACT
Business Checks (When applicable)
Check Copies
Signed Donation Form Sponsor Signature Verification: Date
Copy of signed Donation Form
'OPTIONAL DOCUMENTION SIGNATURE OF SPONSOR/COLLECTOR SIGNATURE OF BOOKKEEPER/SECRETARY
[__Jtetter, etc(additional Back up if applicable) Bookkeeper/Secretary Verification: Date

+* Laserfiche Fundraiser/Sales Application Laserfiche Fundraiser/Sales Application (Approval Signatures)

> 3 > e Tt S

I e acheten s ot Bes v B poniec BT e LU0 FUChe T e
SUBMIT APPLICATION FOR APPROVAL TWO WEEKS REFORE SALES START DATE
PR e e e R e e T

Fundraiser Type ™

e L L L T R e R T T R ]

Evant Number * s Shin event JHEMS Athiotion related?
Fundeaner »! Fundraiser o2 Non Fundesser Ves No
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el Pasl i e el Pl | el pviln b Pl sl
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(RETURN)




= DONATIONS

Signed Sponsor Deposit Checklist
Sponsor Deposit Tabulation Sheet

Check Copies

Signed Donation Form

Copy of Signed Donation Form
Sponsor Deposit Checklist

VVVVYVYVYVYVYYVYY

Copy of Approved Fundraiser/Sales Application
Original receipts to payee or Daily Cash Report
Receipt Tally Template (When Receipts are used for payments over $5.00)

(RETURN)

Cash/ Business Checks (NO PERSONAL CHECKS ACCEPTED)

Sponsor Tabulation Sheet

SPONSOR DEPOSIT CHECKLIST
TO BOOKKEEPER/SECRETARY

o Account No.

SHARYLAND INDEPENDENT SCHOOL DISTRICT
SPONSOR TABULATION OF MONIES FOR DEPOSIT

CHANGE BOX FUNDS RETURN (1105) RENTALS

REQUIRED DOCUMENTATION FOR EVERY DEPOSIT IS IS NOT OPTIONAL] DATE:
| I Deposit Tabulation Distribution Sheet (FOR EVERY DEPOSIT) ORGANIZATION:
LOCATE THE TYPE OF DEPOSIT YOU ARE MAKING AND SELECT DEPOSIT TYPE
REQUIRED DOCUMENTATION PER DEPOSIT TYPE (THIS IS NOT OPTIONAL) ACCOUNT NUMBER:
FOR EVENTS WHERE TICKETS/BRACELETS WILL BE SOLD WHEN YOU RECEIVE MONEY FOR NON-FUNDRAISER
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. BUSINESS CHECKS/MONEY ORDER/CASHIER CHECK
SELECT ONE SELECT ONE CURRENCY / COINS NO PERSONAL CHECKS ALLOWED
FESTIVALS [PARKING FEES [CAMP FEES N
cLracs TESTING FEES, JOUAL ENROCLIENT. (EES QUANTITY X DENOMINATION = TOTAL NAME OF BUSINESS CCK CHECK AMOUNT
FALENT SHOWS D FEES LOST TEXTBOOK FEES OF CURRENCY NUMBER
[GATE ENTRY FEES [CLUB DUES LOST LIBRARY BOOK FEES
[DANCE/PROM JAFTER SCHOOL CARE [LIBRARY LATE FEES $100
[OTHER [CELL PHONE FEES [CLUB REGISTRATION FEES
oTHER $50
[ Jcurrency/coins
Approved Fundraiser/Sales Application (Laserfiche) [ Jcurrency/coins $20
completed Ticket/Bracelet sales Template -~
[ Iricket Stubs (i Tickets used) $10
BOOKFAIR
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. $5
[ Jcurrency/coins
i (Laserfiche) 52
I Josity cash Register Report
UNSUSED TRAVEL MONEY 51
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC.
currency/coins $1.00
Copy of Approved Purchase Order
Original Receipts so.50
Copy of Original Receipts
[completed Original Student Meal Advance Template $0.25
[Copy of the Student Meal Advance Template h
FOR FOOD SALES PEpreTrOreS ey S PIPment) s0.10
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. P | vellow carbonless Copy
SELECT ONE leted Receipt Tally Template 50.05
[CONCESSIONS Collections Report (ONLY $5 or less per payment)
ExemeT DAYS ompleted Inventory Sales Template $0.01
[OTHER WHEN BUSINESS PAY WITH CASH AND CHECKS
G PERSONAL CHECKS (NO EXCEPTIONS!) TOTAL CURRENCY : ADDITONAL CHECKS MAY BE ADDED ON THE CHECK TAB
| Jcurrency/coins SELECT ONE
: (Wasertich checks LOTAL COINS : (ToTAL checks (ATTACH copiEs): | |
| |completed Concessions sales Template ATHLETIC/UIL/CHESS TOURNAMENTS

TOTAL CURRENCY & COINS ||

| [ ToaL currency + cois « crEcks = || |

ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. oTHER
crrence/caos z |
[ —_|approved Fundraiser/sales Application (L currency/coins
DONATIONS y | |Approved Fundraiser/Sales Application (Laserfiche)
ONLY CASH/NO CHECKS/NO MONEY ORDEIPIC. Original Receipts (For collections over $5 each payment)

Currency/Coins
Original Receipts (For collections o
| Yellow Carbonless Cod
|completed Receipt Tally Template
Business Checks (When applicable)
Check Copies.

vellow Carbonless Copy
completed Receipt Tally Template

Business Checks (When applicable)
check Copies

v $5 each payment)

signed Donation Form Sponsor Signature Verification: Date
[Copy of Signed Donation Form

'OPTIONAL DOCUMENTION
Letter, etc (Additional Back up if applicable) Bookkeeper/Secretary Verification: Date

aserfiche Fundraiser/Sales Application

RECEIPTS COLLECTED FOR WHAT PURPOSE:

I HEREBY ACKNOWLEDGE DELIVERY OF FUNDS INTACT:

| HEREBY ACKNOWLEDGE RECEIPT OF FUNDS INTACT

SIGNATURE OF SPONSOR/COLLECTOR

Ap&eatlo ion for Activity Fundraiser / *!!mmm

SUIMIT APPLICATION FOR APPROVAL TWO WEEKS REFORE SALES START DATE

Fumaraiser Type "

Ewnnt Nusmber = Sun event SEMS Athletios related >

Fundraner w! Fundraiser w2 e Funadrsser Ves o
Arw you using Wy School Bucks?
ves - No

Desergmtion of ActrtyProtucns)

#2 Cmampe 55 <arens coctes. \asely of cootie. Boe of 33 DosEwe

Benett o Purpose

FUGisner T STCWNDL ST Ca W s CTIO 008 O pas Sane
Verdor Masme

D

Cont Per Bewm $f 2pphicatie)
sooe 3200
Baters Price Per Bumn (8 applicabie)
s 130000 sz00
Commissscn % (f appicabie)
.00 coo
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= Sponsor Receipts to Payee (Voided should NOT be included) Receipt Tally Template
(Yellow Copies)

Sponsor Issued Receipts to Payee AMOUNT PER
(KEEP RECEIPT BOOK IN SAFE PLACE WHEN FINISHED) TOTAL RECEIPTS RECEIPT # RECEIPT
B Total Receipts S - 1
Receipt | RIEBCEIPT ... 0ot Payee Payment No. 123452 :
s Total Deposit 2
ample T MName of Payee s
Deposit Amount _ Extended Format PR Difference 5 3
:‘ :: RENT Reason for Payment il
Amount owed ' 5
Amount paid 2 ROM T
‘x| Balance due ' = Sponsor Signature 6
' Payment Type 7
Receipt [ RIECEIPT ... w=ofveramer o 123453 8
Sample | s Name of Payee s )
Deposit Amount Extended Format O AR 10
FOR RENT Reason for Payment [
ron 11
~ 'Amounumted ‘_ ' 12
«+ Amount paid sy § THOM
| due f.'”:'." ‘ t Sponsor Signature 13
' ayment Type 14
15
RECEIPT .. No. 123454 1
RECENWTD FAacsm s
DOLLARS 17
= l D NOTE: e 18
Sapias L When voidng a receipt, Make sure
= —1 o ' +nenlo keep all of the 3 copies together 19
s oo | A I «v _original, yellow, pink 20
21
< 22
Receipt | RECEIPT ... Daeoffayecrayment No, 123455
Sample |, .o mon St Payen Iimr- &
Deposit Amount  Extended Format e 24
PO Ao Reason for Payment 25
aveer AAmoumPaid scw « ROM = Lo 1
Balance due| i |, M — SINGLE RECEIPT BOOK | MULTIPLE RECEIPT BOOKS | @
Payment Type
Daily Collection Reprot (for payments of $5 or less) Checks (Original & Copy)
SHARYLAND 15D
DAILY COLLECTIONS REPORT
PAYMENTS FROM STUDENTS FOR FEES, FIELD TRIPS, FUNDRAISERS ETC. LESS THAN $5.00 PER PAYMENT. J°hn Smith CHECK Ne 0007
CAMPUS: e = T = 2 =8 .[CLU CHER: - - s £ il . 765 Dolor Slt Amet APT BS DATE: 3 7/ 20/9
FUNDRAISERIPURPOSE: . - . Brooklyn, NY, 12345 7
DATE RECEIVED STUDENT NAME coLLecTED | COMMENTS |
> I PAY TO THE ORDER OF: Py Johraon $_ 79,39
s ; deven fundned Jfleer’and % DOLLARS
5 | -I PAYABLE AT U
B | ALL LOREM BANK BRANCHES IN USA
i T [ | ACCOUNT N2 001234567
3 [ i | MEMO Monlhly nenl _JdmdR
[ | v AUTHORIZED SIGNATURE
11 |
12 ! 11"4567890121" 126543210981:890987654321091"
i ' ' |
15
16!
17
18]
19|
20|
21)
22|
24
25
26
27
28|
29
30|
31
32
33
34
35
38/
a7
38
39
40
41
42
43|
44
45| ]
TOTAL| 5 -

SPONSOR/TEACHER SIGNATURE:
DATE SUBMITTED TO CAMPUS SECRETARY/BOOKKEEPER:




Donation Form (Original & Copy)
SHARYLAND ISD

DONATION ACCEPTANCE FORM

School Year: Campus/Dept:
A potential donor wishing to donate to the District money, Zervices. or =hall seek prior
approval of the gift by thiz form for by the District

Any donation that is given to a tchool or program of the District chall become the property of the District

Any donation given without a specific use or may be at the of the
or designes, for uze by any school or program
SECTION 1 To Be Completed by Donor

Will the donation require

ool Y s [

Donor Individual. Donor Organization:

Donor Email Address: Phone Number:

Donor Address, City, State, Zip:

o 2 "

—_ /Teache: —_—
Value of Donation: S cosh ] chex []  wewina [ ]

For donations of cash. please give @ description of the purpose of the requested use of the donated moncy. (Event, scholarships,
description of equipment. etc.)

For ions of i 7 picase give o iption of the items donated.
(Moder number, serial number, brand, etc.)

Conditional Donation [ Unconditional Donation [_]
Donor Conditional imposed Restrictions, if any:

= A conditional donation is one in which the donor nas PIGCed restrictions on the Use Of the Gons

Name of Donor/Representative Signature: Date:
SECTION Il To Be Completed Only if Department Clearance is Required
Any donation that relates to the Department of = O . T . and/or Other. requires
from the Dar prior to
Department Name APPROVED DENIED Dept. Director Signature Date
Rationale:
SECTION I To Be Completed by District Official Prior to Accepting Donation
Final Approval (Required) APPROVED DENIED
Signature of SISD /Campus pal Date

o 0O
[ I I |

triction, and the value is equal to or over 55,000 or real property

Sig

ate
* Superintandent or De: required if donation value is equal to or over 51,000

Sig: of Board
* Board President/Member signatur.

s required if donation has

SECTION IV To Be Completed on Date of Acceptance of Donation
Date of Receipt Check/ Check # Cash Amount Received (if cash):
*All donations made to Sharyland ISD are tax deductable/ Tax ID #74-6001743
- pp form to Busi Office

(RETURN)




= UNUSED TRAVEL

Original Receipts
Copy of Receipts

VVVVYVYVVYYYV

Sponsor Deposit Checklist

Cash (NO PERSONAL CHECKS ACCEPTED)
Signed Sponsor Deposit Checklist
Sponsor Deposit Tabulation Sheet

Copy of Approved Purchase Order
Original Student Meal Advance Template
Copy of Student Meal Advance Template Check Copies

Sponsor Tabulation Sheet

(RETURN)

SPONSOR DEPOSIT CHECKLIST

TO BOOKKEEPER/SECRETARY

Organization:

Account No.

REQUIRED DOCUMENTATION FOR EVERY DEPOSIT (THIS IS NOT OPTIONAL)

1 Deposit Tabulation Distribution Sheet (FOR EVERY DEPOSIT)

LOCATE THE TYPE OF DEPOSIT YOU ARE MAKING AND SELECT

DEPOSIT TYPE
REQUIRED DOCUMENTATION PER DEPOSIT TYPE (THIS IS NOT OPTIONAL)

SELECT ONE
Festivats
cunics

OTHER

FOR EVENTS WHERE TICKETS/BRACELETS WILL BE SOLD
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC.

[TALENT SHOWS
GATE ENTRY FEES
pANCE/PROM

Currency/Coins

Approved Fundraiser/sales Application (Laserfiche)
[completed Ticket/Bracelet Sales Template
Ticket Stubs (if Tickets used)

BOOKFAIR

ONL
currency/coins

ONL

copy of Original

CASH/NO CHECKS/NO MONEY ORDERS/ETC.

Approved Fundraiser/Sales Application (Laserfiche)
Daily Cash Register Report

[completed Original Student Meal Advance Template
|Copy of the Student Meal Advance Template

UNSUSED TRAVEL MONEY SELECT ONE

CASH/NO CHECKS/NO MONEY ORDERS/ETC. BROCHURE SALES

currency/Coins DISCOUNT CARDS

|copy of Approved Purchase Order CHOCOLATE BARS
Original Receipts OTHER

FAN SHIRTS
canDLES
| GOURMET POPCORN

Receipts
Currency/Coins

Currency/Coins

Currency/Coins
Original Receipt:

Approved Fundraiser/Sales Application (Laserfiche)
|completed Concessions Sales Template
CHANGE BOX FUNDS RETURN (1105)
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC.

Approved Fundraiser/Sales Application (Laserfiche)

ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC.

|vellow carbonless copy

|compieted Receipt Tally Template
Business Checks (When applicable)

FOR FOOD SALES Original Receipts
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. v
SELECT ONE [Completed
concessions Daily Collect
ExemeT DAYS
oTHER
NO PERSONAL CHECKS.
Currency/Coins SELECT ONE

RENTALS
OTHER

s Report (ONLY $5 o
completed Inventory Sales Template
WHEN BUSINESS PAY WITH CASH AND CHECKS

Approved Fundraiser/Sales Application (Laserfiche)

For collections over $5 each payment)
Carbonless Copy

pt Tally Template

s per payment)

(NO EXCEPTIONS!)

CHECKS
| ATHLETIC/UIL/CHESS TOURNAMENTS

DONATIONS

vellow
s (For collections over $5 each payment)

check copies.

currency/coins
|Approved Fundraiser/sales Application (Laserfiche)
Original Receipts (For collections over $5 each payment)

Carbonless Copy

completed Receipt Tally Template
Business Checks (When applicable)

[Check Copies
[Signed Donation Form Sponsor Signature Verification: Date
|Copy of Signed Donation Form
OPTIONAL DOCUMENTION
[T_Jtetter, etc (Aaditional Back up if applicable) Bookkeeper/Secretary Verification: Date
Purchase Order (Original & Copy)
PAGE 1 OF 1

Invoice to:

DATE:

SHARYLAND INDEPENDENT SCHOOL DISTRICT
SPONSOR TABULATION OF MONIES FOR DEPOSIT

ORGANIZATION:

ACCOUNT NUMBER:

CURRENCY / COINS

BUSINESS CHECKS/MONEY ORDER/CASHIER CHECK
NO PERSONAL CHECKS ALLOWED

QUANTITY X DENOMINATION -
OF CURRENCY

TOTAL

CHECK

NAME OF BUSINESS
NUMBER

CHECK AMOUNT

5100

850

520

510

45

82

$1

$1.00

$0.50

$0.25

so.10

$0.05

$0.01

TOTAL CURRENCY :

ADDITONAL CHECKS MAY BE ADDED ON THE CHECK TAB

[TOTAL COINS :

”TGTAL CHECKS [ATTACH COPIES): ”

TOTAL CURRENCY & COINS ||

” ” TOTAL CURRENCY + COINS + CHECKS = ”

RECEIPTS COLLECTED FOR WHAT PURPOSE:

| HEREBY ACKNOWLEDGE DELIVERY OF FUNDS INTACT:

SIGNATURE OF SPONSOR/COLLECTOR

| HEREBY ACKNOWLEDGE RECEIPT OF FUNDS INTACT

SIGNATURE OF BOOKKEEPER/SECRETARY

Check Reconciliation (Student Meal Allowance Template)

SHARYLAND INDEPENDENT SCHOOL DISTRICT

04/09/2023
f:'AR;lE,AND ISD T SARSo=cEoat Student Meal Advances
coun ayd: e SHIP DATE 04/09/2023
PRINTED 0412672023 1200 N Shary Rd e 20222023
Mission, TX 78572-4652 EnEReDEY BARSOROB000
(956) 580-5200 oruemaLREa s late |[Checki Payes
BARBOSA JR. ROBERTO Lo 150
emPLoves 1243 E BUSINESS 83 BLDG C ~ALL RECEIPTS MUST ACCOMPANY
TRANSPORTATION DEFT MISSION. TX 786724082 ‘HIS FORM AND BE TURNED IN TO THE
BUSINESS OFFICE UPON RETURN OF [ oo Deposits framem monies]
ATTN: ROBERTO BARBOSA EVENT™™
Wariance Amount + -
Contract Nbr: TRAVEL TRAVEL fariance Explanation:
AMOUNT ]

Federal. State. and Local Taxes are not applicable to public school purchases
sharylandisd org under Purchasing Dept.

Terms and Conditions - waw.
Fed Id # 74-6001743

PAGE TOTAL
TOTAL

PURCHASE APPROVED BY.

At

Director of Finance

ceipts to the back of the form

Total receipts| #




Luern
baen ps.
<o
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(RETURN)




= CHANGE BOX FUNDS (RETURN)
» Cash (NO PERSONAL CHECKS ACCEPTED)
» Signed Sponsor Deposit Checklist
» Sponsor Deposit Tabulation Sheet
» Copy of Approved Fundraiser/Sales Application
» Copy of Approved Purchase Order

+* Sponsor Deposit Checklist Sponsor Tabulation Sheet

SPONSOR'DEROSIT.CHECKLIST SHARYLAND INDEPENDENT SCHOOL DISTRICT
TO BOOKKEEPER/SECRETARY
R: SPONSOR TABULATION OF MONIES FOR DEPOSIT
Organization: Account No.
REQUIRED DOCUMENTATION FOR EVERY DEPOSIT (THIS IS NOT OPTIONAL] DATE:
Deposit Tabulation Distribution Sheet (FOR EVERY DEPOSIT)
LOCATE THE TYPE OF DEPOSIT YOU ARE MAKING AND SELECT DEPOSIT TYPE ORGANIZATION:
REQUIRED DOCUMENTATION PER DEPOSIT TYPE (THIS IS NOT OPTIONAL) ACCOUNT NUMBER:
FOR EVENTS WHERE TICKETS/BRACELETS WILL BE SOLD WHEN YOU RECEIVE MONEY FOR NON-FUNDRAISER -
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. BUSINESS CHECKS/MONEY ORDER/CASHIER CHECK
seLecT OnE
 rvALs: CAMP FEES (NON-PROFIT) CURRENCY / COINS NO PERSONAL CHECKS ALLOWED
cunics DENOMINATION CHECK
QUANTITY X - TOTAL NAME OF BUSINESS CHECK AMOUNT
ALENT SHOWS OF CURRENCY NUMBER
[GATE ENTRY FEES
pANCE/PROM | Jarrer scHooL care [ Jusrary LATE Fees 5100
[OTHER
550
|___lcurrency/cCoins
[ |Approved Fundraiser/sales Application (Laserfiche) 520
completed Ticket/Bracelet sales Template
Ticket Stubs (if Tickets used) 10
BOOKFAIR 2
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. 55
|__Jcurrency/coins.
i (Laserfiche)
[ loaity cash Register Report $2
UNSUSED TRAVEL MONEY
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. $1
Currency/Coins
[Copy of Approved Purchase Order si'w
Original Receipts —
[Copy of Original Receipts so.s50
[Completed Original Student Meal Advance Template | 4
|Copy of the Student Meal Advance Template v Bndraiser/sales Application (Laserfiche) $0.25
FOR FOOD SALES leceipts (For collections over $5 each payment)
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. [ Jveliow carbonless Copy $0.10
SELECT ONE bGmpleted Receipt Tally Template
[cONCESSIONS P |Daily Collections Report (ONLY $5 or less per payment) $0.05
ExemeT DAYS [ lcompleted inventory sales Template
omHer WHEN BUSINESS PAY WITH CASH AND CHECKS $0.01
NO PERSONAL CHECKS (NO EXCEPTIONS!)
Currency/Coins. N SELECT ONE TOTAL CURRENCY : ADDITONAL CHECKS MAY BE ADDED ON THE CHECK TAB
| |Approved Fundraiser/sales Application (Laser! CHECKS
[Jcompieted concessions sales Template [arHiENC/UNL /CHESS TOURNAMENTS roTAL COINS - ”TDTAL CHECKS (ATTACH COPIES): ” H
CHANGE BOX FUNDSRETURN (1) | RENTALS =
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. [OTHER
o s TOTAL CURRENCY & COINS | | [ ToraL currency + coms = chcks = || |
|Approved Fundraiser/Sales Application (Laserfiche) [Currency/Coins
DoNATIONS approved Fundraiser/sales Application (Laserfiche) RECEIPTS COLLECTED FOR WHAT PURPDSE:
ONLY CASH/NO CHECKS/NO MONEY ORDERS/ETC. Original Receipts (For collections over $5 each payment)
[Currency/Coins | Yellow Carbonless Copy
Original Receipts (For collections over $5 each payment) completed Receipt Tally Template |
| Yellow Carbonless Copy [Business Checks (When applicable)
completed Receipt Tally Template [Check Copies
it hecks licable
s I HEREBY ACKNOWLEDGE DELIVERY OF FUNDS INTACT: | HEREBY ACKNOWLEDGE RECEIPT OF FUNDS INTACT
[Signed Donation Form Sponsor Signature Verification: Date
[Copy of Signed Donation Form
et OPTIONAL DOCUMENTION
Letter, etc (Additional Back up able) Bookkeeper/Secretary Verification: Date
SIGNATURE OF SPONSOR/COLLECTOR SIGNATURE OF BOOKKEEPER/SECRETARY
Laserfiche Fundraiser/Sales Application Laserfiche Fundraiser/Sales Application (Approval Signatures)
{ wﬂon for Activity Fundraiser /
. '~ . I GeT s B 0D Malepeaning s SEG B RO Bt VO SN B pe ¥ S mmeie
AN LI A . P By e SRR AT B S FC et
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PR epep— NIy . D4 AN b (SO S Mt 7 Sy Y N0 AT 20d W ey

AR At iy e Teye
Event Number * b it event JHEMUS Athlotion related
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Arw you using Wy School Bucks?
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Purchase Order (Original)

PAGE ' OF

1

Invoice to: PURCHASE ORDER NUMBER _|
04/09/2023 SHARYLAND ISD [ 00
VENDOR KEY BARBOROBO001
Accounts Payable star DATE ouoor202
PRINTED  04/26:2023 1200 N Shary Rd FISCAL YEAR 2022-2023
3 ENTERED BY BARBOROB000
m' Tx 78572-4652 ORIGINAL REQ # 0000207524
(956) 580-5200
VENDOR: SHIP TO:
BARBOSA JR. ROBERTO SHARYLAND 1.S.D
EMPLOYEE 1243 E BUSINESS 83 BLDG C
TRANSPORTATION DEPT- NASSION. T Tes73 4882
WSSIon. T 78572
ATTN: ROBERTO BARBOSA
Contract Nbr: TRAVEL TRAVEL
TRTPRICE AWOUNT ]
NE 100 00000 1.,000.00
Federal. State, and Local Taxes are not applicable to public school purchases PAGE TOTAL 1,000.00
Terms and Condiions - www _sharylandisd org under Purchasing Dept. TOTAL 1,000.00
Fed 1a # 748001743

PURCHASE APPROVED BY.

Ax

Director of Finance

(RETURN)




