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School Activity Funds

Ownership, Authority and Responsibility

e School Activity Funds belong to the student body
enrolled in the school

e The purpose is to promote the general welfare,

education, and morale of students

e Funds may be used to finance recognized
extracurricular activities

e All funds a school has in its bank accounts and on
hand awaiting deposit are School Activity Funds
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School Activity Funds

Ownership, Authority and Responsibility

PRINCIPAL BOOKEEPER/FINANCIAL SECRETARY
Familiarize oneself and staff with the Accounting Procedures Read and understand the Manuals for SAF Accounting
Manual for School Activity Fund Procedures and SchoolFunds Online (SFO

during, the school year manner
Supervise Bookkeeper; provide uninterrupted time to perform
their accounting duties fashion

Know authorized signatories of school bank accounts and Prepare Transaction Activity Reports covering all restricted
ensure timely updates when signers change activities for review of Program Managers. Use of SFO
Sponsor Portal is encouraged (see page 24).
Maintain a record of receipt of Transaction Activity Reports
documented disbursements and expenditures provided to Program Managers

Review invoices and statements for past due amounts and Maintain a list of student clubs and organizations, including
ensure payments are made within 30 days of the invoice names of faculty sponsors and student officers

date, or by the due date on the invoice.

Monitor revenue and expenditures to ensure that the SAF Follow prescribed policies and procedures governing
remains solvent at all times. Insolvency results when total collection of funds, preparation of deposits and

restricted funds exceed available cash balances disbursement of funds and preparation of checks

accounts do not have negative balances student clubs and organizations

Receive monthly bank statements unopened. Review Prepare monthly bank reconciliations within 7 days of
completed reconciliations and required monthly report by the receipt and required financial reports by the 15 of the
15" of each month month for the Principal and program managers

Respond to audit findings & recommendations with corrective | Monitor taxable sales, compute school's tax liability, report
action plan that is implemented and monitored and remit appropriate sales tax to State when due

Monitor outside groups to ensure that their bank accounts do | Do not accept year-end MTF envelopes from staff. Instead,
not use the school's name, EIN, tax exemption number, and direct them to the designated administrator
that they have their own liability insurance

Designate an administrator to collect signed, sealed MTF Prepare and submit reports to the Accounting and Financial

envelopes from staff collecting money during year Reporting Office three times a year. The third submission,
the annual report, is due by mid-Jul

Submit reimbursable expenses to Instructional Director for

approval (i.e., mileage, non-local travel) in timely manner.
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FACULTY/PROGRAM MANAGER
Create a master student list to help account for

money received

Obtain preprinted form (MTF) from Bookkeeper;
used to account for cash received

Safeguard all funds until reported to the
Bookkeeper, which should occur dail

Submit Fundraiser Authorization Forms for
approval of events in advance of occurrence
Prepare a Fundraiser Completion Report once
the fundraiser is over

Retain pink copy of MTF after submitting money
and other copies to the Bookkeeper

Ensure that verified copy (yellow) is received
from the Bookkeeper within a week

Maintain an envelope of MTF's generated during
the year; sign and seal it at the end of the school
ear
Submit at year's end signed, sealed MTF
e to designated administrator




School Activity Funds

Five Control Objective Principles

Authorization of and Responsibility for Transactions
and/or Activities

eClearly defined lines of authority and responsibility are necessary

Authoriz?tiqn/ eIndividuals must have a clear understanding of what they are
Responsibility responsible for, authorized to do and what they will be held
accountable for

eChecks and balances are needed to mitigate the opportunity for
mismanagement of funds

eDifferent individuals should be assigned the responsibilities of
1) authorizing transactions;
#2) recording transactions; and
*3) maintaining the custody of the related assets

Adequate Documents and Records

Adequate
Documents and *Adequate documents and records provide reasonable assurance
Records that all valid transactions and events have been recorded.

eTransactions should be documented as they occur.

e\Whenever possible, documents should be pre-numbered to
prevent a transaction from being recorded more than once, or
conversely, from being omitted from the records.




School Activity Funds

Five Control Objective Principles

¢ Only authorized personnel should have access to
Authorization/ assets
Responsibility

e Physical, mechanical, and electronic controls are all
used to accomplish this

e Periodically, the information recorded in the
organization’s records should be compared with the
physical assets and to supporting documentation to
verify the accuracy of records

¢ To obtain maximum benefit from independent
verification:

e 1) verifications should be performed regularly,
preferably on a surprise basis;

Adequate » 2) verifications should be performed by an
Documents and independent employee; and

Records e 3) any discrepancies or exceptions that are found
should be reported to someone at a higher level who
has authority over the work performed to ensure
that corrective action will be initiated




School Activity Funds

Monetary Transmittal Form (MTF)

No.
Monetary Transmittal Form * 000083

The bookkeeper will not accept this form if: a pencil or white-out is used, changes are not initialed, funds are not exactly as

U\ = Y
indicated In Section 1; or Section 2 Is not completed or an appropriate ist is not attached. The pink copy should be retained
by the originator and the remaining two copies should be remitted to the bookkeaper with the funds collacted The bookkeeper |
will verity and sign at the bottom that the funds collected are as indicated. The canary copy will be returned to the originator and

is to be retained in an envelope provided by the school. At the end of the school year, the anvelope must be sealed and turned
In1o the assigned adm/nistrator (not the bookkeeper).

* Form to track incoming funds, including:
* 1) Who collected money;
L S B e 2) When it was collected;
* 3) From whom it was collected;

Section2 " ¢ 4) Amount and form of the collection;

Remittance Data
MONE TARY d
DESCHIPTION AMOUNT a n

¢ 5) The reason for collecting

e Staff members collecting money are
required to complete a MTF and submit it
L o et S v o e e to the bookkeeper along with money
- ; collected

Aclass list may be used for completing Soction 2. The grand total must be slated on this line anc equal Saction 1

o — - e A MTF log is required and maintained by
the bookkeeper
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School Activity Funds

Monetary Transmittal Form (MTF)

e The Bookkeeper should NEVER
collect funds (including checks and

Best money orders) without a MTF
Practices e The Bookkeeper MUST have
adequate time to perform financial
duties

e The Bookkeeper should NEVER
Segregation initiate (fill out) an MTF.

of Duty e The Bookkeeper should NEVER
sponsor or “run” a fundraiser.
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School Activity Funds

Bank Deposit Guidelines

l Deposit Timing and Thresholds l l Safe Requirements l ' Other Considerations l

¢ Bookkeepers must deposit all funds ¢ Depository (drop) safes required for ¢ Schools should establish internal
at least every other day every school (bolted to the ground) controls to ensure frequent

¢ However, no more than $250 may ¢ Funds awaiting deposit must be deposits

be kept in the building overnight kept in a secure location (locked ¢ Funds collected must be deposited
¢ Staff members should never hold fireproof safe with access limited to in the same form and

funds over night principal and bookkeeper) denominations as received

eCollects Funds *Bookkeeper stores

eSubmits MTF and funds in safe until
Funds to *Receives/verifies ready to be
Bookkeeper (Same totals deposited

Day) eReconciles funds *Employee drops in

- least every two
N safe if Bookkeeper
*Maintains log and unavailable P days

documentation eKeeps < $250
overnight

eFunds deposited at
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School Activity Funds

Expenditures/Disbursement Requirements

* Must use Approved/Active vendor in
SchoolFunds Online for all purchases

e May not use “REIMBURSEMENT” OR “REFUND”
to pay unapproved vendors in SFO

¢ School Funds Expenditure Form must be
completed and signed by the Principal prior to
ordering or purchasing SAF goods/services

* Employees can be held personally liable for
failure to complete the form or obtain Principal
signature prior to purchase

e Each school should have three check signers:
Principal, Bookkeeper and one other designee

e Check signer should not sign their own
reimbursement check

e Payment of all bills, invoices and
reimbursements to staff members that are
funded from school activity funds must be made
with a school check drawn on the school’s

checking account. No expenditures are to be
paid using cash collected for the SAF

e All checks must have itemized documentation
attached to the School Funds Expenditure Form
that supports the amount of the check

PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS ¢ FINANCIAL PROFESSIONAL DEVELOPMENT
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School Activity Funds

Expenditures/Disbursement Process
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School Activity Funds

SAF Chart Of Accounts Structure

Restricted Accounts

Net (Unrestricted) Accounts

Restricted = Funds raised by a specific
group and/or for a specific purpose and
used exclusively for that group/purpose

Net (Unrestricted) = funds raised to
benefit the entire student body and/or
meet the general needs of the school

Restricted Account Categories:
e 200: Athletics — Middle and High School

*  300: Clubs/Organizations — Senior Class
Accounts, Employee Sunshine, SGA, other
various school clubs

e 400: General Restricted-Fieldtrips, PSA,
Restricted Donations, Sales Tax, Grants,
Before and After Care (Grants/Donation-AP
3120)

* 500: Instructional Restricted — Science, Math,
Materials of Instruction, Agenda Books,
Credit Recovery

Net (Unrestricted) Account Categories:

600: Administration — Admin Allotment,
Office Supplies, Postage, Registration, Dues
and Memberships

700: General — Unrestricted donations,
fundraisers, Special Events, Student Welfare,
student lunch loan, maintenance of school,
prior year carryover

800: Instructional — Classroom materials,
Testing, agenda books
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School Activity Funds
Prior-Year Carryover (PYC)

-<
Prince George’s County Public School

Accounting and Financial Reporting (AFR) Office
Prior Year Carryover Request Form

Principals may request the use of PrionYear [PY Carryover) to purchase instructional materials,
sintenance needs, allotment, or other items for the well-Deing of the student body and

Year Carryover Request Form must be sent to the Assistant Cont lerfor approval
quest will be reviewed and calculated, based on the total cash balance and solvency of

t and donated funds may be suggested for use,

end —June 15%
Approval recpen for new fiscal yesr- August 20

Date Requester Name & Title E-mail
Phone School Name

Purpose /Justification:,

Amount Requested S

> Attach quote, invoice, or other supporting documentation

Request Approved [ ] Request Denled [ ]

Amount Requested S, Approved Amount S,

Additional Notes (if applicable)

Reviewed by initials: Approved Dy e ASsi stant Controlier
Date Approved

I . Pamels Hay, Assistant Controllier -p hay@pgcps.org
Katrina Greene, SAF Support Specialist- katrina greene @pgcps.org

* In some cases the principal may request the
use PYC to purchase instructional materials,
computers, maintenance needs, or other
items for the school

e 1. Principal submits PYC Request Form to
Assistant Controller (detailing items to be
purchased, purpose, amount, and supporting
documentation such as a quote or invoice)

e 2. FAR Office reviews and calculates based on
factors including total cash balance and
solvency of the school’s SAF accounts

e 3. Assistant Control issues written approval to
transfer funds from the PYC account

¢ 4. Funds may be transferred

PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS ¢ FINANCIAL PROFESSIONAL DEVELOPMENT
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School Activity Funds

Administrative Allotment vs. Principal-Sponsored Activity Accounts

Administrative Allotment

e Support the well-being of the entire student body

» Board of Education Policy No. 3420 requires an administrative allotment for the “operational expenses of each school...be
budgeted annually and the amount allocated to each school shall be dependent on the pupil enrollment of the school.”

e Issued primarily through Student-Based Budgeting (SBB)

» Discretionary expenditures incurred by the principal on behalf of school staff
* Must be of a professional nature that enhances staff members’ job performance
e Restricted to funds available from the sources named below:

* 100% of staff lounge vending commission

¢ 25% of student-accessed vending commissions up to the first $50,000 and then 10% of amount exceeding $50,000 (these
percentages do not apply to sponsorships or signing bonuses that vending companies may offer)

* 15% of school-wide fundraiser profits, including picture commissions;
e Up to 25% of senior class residual funds.
If the PSA account has a deficit, faculty spending must cease until the existing PSA deficit is resolved

Donations can be made to support PSA. In such cases the donor MUST provide written documentation specifically stating, the
use of the funds are for staff-related activities.




School Activity Funds

Trimester Report and Review

TO:
SCHOOL:

REVIEW PERIOD:

DATE:

During the trimester review of the School Activity Fund, the Accounting and Fimancial Reporting Office observed certain
deficiencies that require review and possible comrective action. This memo is to make you aware of these problems. There
is no needto respond unless you disagree, have questions or need assistance. If we work together, many ofthese items can

be comected before the next reconciiation penod

____Repontsnot balanced (SFO Reconciliation Repor, Available Funds Report, and YTD Summary Report are not the
same amount)

o Delays in reconciling bank statements
Insolvent

_Principal Sponsored Activity over spent, please advise principal to curtail spending

PSA did not receive 15% from school wide fundraiser, 25% student vending or 100% staff vending
___JE stransfers have not been entered to cover the negative balance in unrestricted accounts

PY Camyoverhasreceipts and or disbursements. Please complete a JE —Edits (Check’ Receipts to wrong account)
to classify fundsto the comect account

- Admin, Allotment hasreceipts and or disbursements. Please complete a JE Edit (Check’ Receipts to wrong
account)to classify fundsto the comrect account

—___Fundraiserhas ts and or disbursements not directly relatedto the fundraiser. Please complete a JE Edit
(Check’ Receipts to wre count)to classify fundsto the comect account

. Missing Items Reports=
Sales tax account- either hasno receipts of the amount appears 1o be low considering items being sold
Sales tax collected on fundraiser items
Stale dated checks if over 6 months old. then research andtake appropriate action, possibly writing offthe check
Athletic Allotment hasnot been disbursed to mdividual sports (HS'MS)

__ Athletic Allotment hasreceipts and or disbursements. Please complete a JE Edit (Check’ Receipts to wrong
account)to classify funds to the cormrect account

PY Camyoverwas used without prior approvalby AFRO
Reports not signed by bookkeeper
___Reportsnot signed by Principal or Designee

Outstanding Deposit m Transt

Tyouhave any question, need assistance or training, please feel free to contact at katrina greene@pgeprorg. (301) 952
6110 or Deborah Smalls ~deborah smalls@pgeps.org, (301) 952-6122

e During the trimester review of the School Activity
Fund, the Accounting and Financial Reporting Office
may observe certain deficiencies that require review
and possible corrective action

* This memo is to make you aware of these problems

* There is no need to respond unless you disagree,
have questions or need assistance

e Working together, many of these items can be
corrected before the next reconciliation period.

e July, August ,September, October:
¢ Due Mid- November

* November, December, January, February:
¢ Due Mid- March

e March, April, May, June:
¢ Due Mid-July

PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS ¢ FINANCIAL PROFESSIONAL DEVELOPMENT
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Grants Reporting and Management
Reporting Grants to Central Office

Prince George's County Public Schools
Grants Financial Management Office
School Grants Reporting Form

School
Grartor
Grart Name
Grart Amourt

Grant Pupose _ -
We acknowledpe recapt of the above grant, conl hat ths funding does not meet any of the antena noted
below and_ a3 8 resuft, wil be fscally managed o school level in the Schodl Actwly Fund (SAF

Funding sources require resticted funds program financial reports

Grant generates program income 1o 0ffset Program implementation expenses

Grant requires cash. in-kind matching funds, of a commitment of PGCPS resources

Grant funds are used for salares, subsbiute teachers. workshop wages. or any form of compensation

Funding is equal 1o or exceeds $50.000

ove crtera. ol curent Board Poloes, Adminesyaly
n N eflect - whach requires rant unds 1 be ranss
s Fnancial Managernent Ofice (GFMO

By signing Mis School Grants Reporting Form_ [ certify that the above informadon has been reviewed besed on
@rant criteria above which aliows the school to Ascally manage the funds in a SAF account

Please return (s form to the Grants Financial Management Office Room 201.J Sasscer Admunistration Buiding

14201 School Lane, Upper Mariboro, MO 20772 within five (5) days of receipt of the grant sward  Plesse aftach &
Ccopy of the Grant Award Letter andor check recevved for the grant

Sgn

e All grants and donations made directly to schools,
irrespective of amount, should be reported to the
Grants Financial Management Office (GFMO) on a
School Grant Reporting Form

e Completed form and attachments should be
electronically transmitted (within five days of grant

award) to the GFMO email: schoolgrants@pgcps.org

e Grants will be managed at the school level unless
they meet the following criteria requiring central
management:
¢ 1. Grant requires restricted funds program financial
reports

e 2. Grant generates program income to offset
program costs

¢ 3. Grant requires cash, in-kind, match or a
commitment of PGCPS resources

¢ 4. Grant funds are used for salaries, substitute
teachers, workshop wages or other compensation

e 5. Funding is greater than or equal to $50,000
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Fundraiser Guidelines

Allowable and Prohibited Fundraising Activities

e Dances and related social events e Gambling, money machines and
e Booster clubs games of chance
e Yearbooks, book fairs, spirit items * Raffles, lotteries, pools, bingo

e Pamphlet sale items from approved * Charging for “dress-down” days
fundraising companies: Mid Atlantic, e Events to raise funds for political
Claire’s Gourmet, Market Day activities

Prohibited Fundraising Activities

e Target, Giant, Safeway, Amazon e Activities that pose a significant
Smiles, restaurant spirit fundraising safety risk
events, clothing recycling

e Student pictures
e School store
e Entertainment coupon books

PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS ¢ FINANCIAL PROFESSIONAL DEVELOPMENT
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Fundraiser Guidelines

General Fundraising Guidelines

General Fundraising Guidelines

e AP 5135.1 (Fund Raising) and AP 5135.2 (Principal’s Contracting Authority) provide
specific guidance

e Fundraiser Authorization Form and Fundraiser Completion Report must be completed
and approved by Principal for each event and an annual fundraiser report is required (see
next slide)

e Must designate and communicate purpose of each fundraiser (all expenditures must be
restricted to that specified purpose)

e Contracts must adhere to Principals' limited authority to execute such agreements
involving the use of School Activity Funds

e Funds derived from the student body should be used to benefit the entire student body

e Funds must be deposited in the SAF checking account and accurate detailed account of
receipts and disbursements must be kept in accordance with prescribed procedures

e All fundraising sales are exempt from Maryland sales tax
e Prices should be set at levels which encourage student participation

PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS ¢ FINANCIAL PROFESSIONAL DEVELOPMENT
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Fundraiser Guidelines

Fundraiser Reporting Requirements

-
- — FUND RAISER AUTHORIZATION FORM FUND RAISER COMPLETION REPORT ATTACHMENT #3 fo AP 5135.4
PGCPS 10:  Principal Tha ferm o to be completnd bs e fandrancy \poter sficr completua of faadr ance

Pl VIA: BeckhecperFinancial Secretary

ANNUAL FUND RAISING SUMMARY REPORT

FROM: . Speaser oATE:

Fund Raarn Actvites Haid From
Reguest sutbonzatam for e conduct of 3 fandrasing sty ity #s doscrbed hekow
2 Dexcrgtion of proposed fundramc. mchuding merchandine % be wid. vendor. aume and
adkdrens (attach brochure. f o+ aslabic )

Actvity Acc .’ it
T Recets kom Satws
Feadraiiag Activity

Purtases

(List MTF"s smber (s) and amount of funds.
Loss Returss 10 Veresor(s) (f Ay

it annd imtcnaded wa of peuf
— MTF# Posting busch #  Amouss
s

s
s
FROM
Totad s
Basges 2) L stmaterd Recespts mxome s A Woeed)
b) Extumated Conts cxpemac s
©) Estumatod Profie (s - ) s
2 Cowk

6 Will merchandine e parchased prce 4 fumdranag sctn €y VES Parchases (Amtach copics or mvoice of reccpts) §(

7. Will the fundraisng company be respomsible for cash collecied” YES
Projocied Gross Proft (Line § minus Line 7).

3 Total: (Soberact seceipes from Profit
$i

) Lows

£ Wil the fund raiser be commaicn based” YES NO
Less Actual Gross Prolt fer Loss) fLine 3

9 Comments
Gross Preft Shortfll (Line 8 mius Line 9]
Purchaed sad Resobd Merchandoe
Complete the porswon if merchandine o parchased snd rewbd, such a1, but act hiswtod % yearbooks,
concowmn, sperd derm, €t

Commeety (Provide comments on he resuts of The yesr's Lnd raeing activiies, includng @ compaseon
of actual 10 pranned cutcomes, wses of Ands rased. end avy protlers of Gificulles encountered hat
mary serve 35 “essons learned” for future fund FaiSnG acvises |

Indicate any unvold or damaged merchandine

Revemmmendation by Finamal

Approne Dispprine

Action Taken by Prncipal
Remamang Mcrchandine xS
(%ol e x salls price)
Segmansre

b e P ! e b emserseg s oy for
20 the pprovl i ontie - or Due

e hmdine amd out iormmstion (e approned ths form mast B rermed o

Fandr g wms ore mot sbyect w0 Maryiomd ssier tex Dz

Fundraiser Fundraiser
Authorization Form Completion Report
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Cards, Payments, Accounts and Taxes
Appropriate Card Usage

Credit Cards IL- Use of credit cards is prohibited J
Club Membership
Cards
e Receipt of gift cards as donations to your school’s School
Activity Fund (SAF) and School Operating Resource
Funds (SOR) is prohibited by the Board of Education
e |[f you receive any such contributions, please
. communicate with the donor and request a replacement
Gift Cards

by check made out to the school

e Similarly, you are prohibited from using gift cards as a
form of payment, expenditure or award This is akin to
having a petty cash fund within the SAF, which is not
authorized (see section 4.1 of the Manual)

PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS ¢ FINANCIAL PROFESSIONAL DEVELOPMENT
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Cards, Payments, Accounts and Taxes
Payment/Account Restrictions and Sales Tax

~

Payment
Method <
Restrictions

Account
Restrictions

\/_Mf

State Sales Tax <




MySchoolBucks

General Usage Information

MySchoolBucks (MSB) Information

e Bookkeepers may set up products, such as fieldtrips, senior dues, agenda
books, yearbooks, etc., in MSB to allow customers to make online payments
with a Visa, MasterCard, Discover credit or debit cards

e Payment made through MSB is credited to the school’s bank account within 24-
48 hours

e An e-mail is sent notifying the Bookkeeper that a payment was made in MSB
e MySchoolBucks, directly interfaces with SchoolFunds Online, transferring funds

for posting to the appropriate fund account
e MySchoolBucks charges a 3.2% transaction fee that should be added to the
product price

e If a student activity is made available online, the online price (including the
3.2% surcharge and sales tax if applicable), should be the same price charged to
everyone, irrespective of payment method (i.e. cash, or check)

PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS e FINANCIAL PROFESSIONAL DEVELOPMENT
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School Funds Online by TRA (SFO)

Background and Login information

Background

* School Funds Online (SFO) is
accounting software used to
provide a standardized, efficient
and effective way to record and
report on the financial activities
of each school’s SAF

e SFO is a web-based solution for
SAF accounting

* SFO also integrates with
MySchoolBucks (MSB), which
allows parents and students to
make online (Web) payments for
student activities

Login Information

Website:
https://sfo3.com/PGCPSMD/

User ID:
Password:

SchoolFunds
Online by TRA

User ID ig eeeee

—_—
Password  |eeeeeees
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School Funds Online by TRA (SFO)

Sample Forms and Reports

SUNTRIST B Page | of 3 Bank Reconciliation

Monthly Financial Report Checkiist/Cowarshet PO BOX W51 ";
WSMLE ™ 172308183 |
037312019
ronctsoes_ W s : o 3113
il A . ] Today's Date : sf21/2019 1:12:54 PM
For the Monthof _____[{ipwth ol — ccount
. . SunTRusT Statement

| have prepared, reviewed and printed the reports checked off below [attach copies of the fallowing $25,426.08
and submit them tagether with this farm to the Principal for riview). i
PRNCE GECRGE'S COUNTY BORRD OF EDUC Quostions? Please cal 4000

o/ Bank Statement {originals}-One for each bank sccount 18007868787

" Bank Reconcliation Reports m
L Mtain Recon Riepson !
| Depits in Tramsit
M Outitanding Checks Aot Typs ccomnt Nurmber Statemst Perkd y $0.00
gul""z Chacks LS PUMDS ANALYEED CHECHNG 10098 017019 0XILENS
Cleared Deposits

Bocust  Dascripbion Arrowt
52066043 nage Rabarcn Sa4,147.94
0 Ayeragy Dobocted Haarce: SM.061.75
SX000  Mavisr of Duys i Stalerment Period L1}
o

v i i -- srent o . 5
Chexk Register [Subrsequent or fodlowing month of current recancliation) -, S ANE08

' Year to Date Repart

v Unpaid Bills Determination Workibeet Protected By
v . e
Available Fund Report /Insclvency Report Fow more dormaton sboul SunTewst s Cverdral Servees, visd warm surinnt com et Gt

Seriad # Description | Dute

— / Journal Entry Register Date MBemcust
[ITH] A DELES DEPCET

Acnonsl Motes: [ Total herms Depond: 2

- o 1 ~ aof Chack Amaust Date
» The principal should recehve the “Report Package™ from the bockkeeper by the 15* of each Paid - 1 certify the above information is commect

onth. ( . »0 0000 0YIE Inl :
Uneestricted negatives (in the total columa] must be 0. Checks: 1 —1 1/
Stale [cutitanding check 6 manths/180 days 3nd older] Checks must be written off and cleared ' -~ | / .'/\ 12115
) " ) ! Dats e Cobectid Dats Ealarce Crected { “f\, L / _ﬂ J/-'t] s
Balmcy ! 4 i

Balanes
FLEGOAY 156043 a1y 25,TH08 2570 it
gﬂ! BIN%ES el e AN AR

T kg Eudy Etancees providi o nod efect o Fansachom o hokds Bt raay have beem outstanding whes youp o poitod
ey, pour ffcand hen Wrarraactiore (dod, Sows may e been assested

T int Name

Vhave reviewsd and initialed each of the reports: chacked-off above, paving specal attention to the
k staterments, bank reconcillations and cancebed checks.

Print Kame

Revised for SFO02/15/19
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School Funds Online by TRA (SFO)

Sample Forms and Reports

Buank Reconciliation Bank Recongiliation Bank Reconciliation

Statement Date : 3312019
Today's Data | S212009 L1254 PN

Stabemant Date | ki it : SnTn Statemant Date ! Y3018
Today's Date : S212009 : Today's Date : §21/2009 LL2: PM

Cleared Deposits

Date Date
' 312019

1 cartify the above information is comect

1 cartify the abowve information ks oomect

Al
| . [ certiy the sbove information & gormect
\

| 7
Tomopeh i | i
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School Funds Online by TRA (SFO)

Sample Forms and Reports

Account

Year to Date Report

Ending Date: 3/3172019
Beg. Yr. Bal Receipts Disbursemnts

Tranafars

Saries 2

201.00 Athion Spd Spec Alloimant
201,20 Athi-bom Spt Spec Gen
Fundrsng

201,30 Athi-Non Spt Spec

Concassions

201,32 Ahi-Non Spt Spec Donai
201 sub secount totals

211,00 Boys Baseball Allctment
211,05 Boys Baseball Awards/Bang
211,10 Bays Basaball Clinics

211,15 Boys Basaball Coach Uniform
211,20 Boys Baseball Concossions
211.25 Boys Baseball Cust Overtime
211,30 Boys Bassball Donations
11,35 Boys Baseball Fundraising
211,40 Boys Basaball Games Workens
211,45 Bays Basoball Gals Rec
211,50 Boys Basebull Hosting Feas
211,55 Bays Basoball Officials
211,60 Boys Basoball Security
211,85 Boys Basaball Sports Equipt
211.70 Baoys Baseball Stnt

PurfResale

211.75 Baoys Basaball Toum Feo
211,80 Bays Baseball Trarsport
11,65 Boys Baseball Unikems

211 sub account totals

212,00 Baoys Baskatball Afictmant
212,05 Boys Baskotball Awards/Bang
21210 Boys Basketball Clinks
212,15 Boys Baskotball Coach Unil
212.1) Boys Baskethall Concess
212.25 Boys Baskathall Cust

Qrvartime

212,30 Boys Baskehall Donations
212,35 Boys Basketall Fundralsing
212,40 Boys Baskatall Game

Workirs

212.45 Boys Basketball Gate Rec
212,50 Boys Basketball Hostng Fees
21255 Boys Basketball Officials
212,60 Boys Basketball Securty
212,65 Boys Basketball Sperts Eguipt
212,70 Boys Basketball Purch/Resale

2172010 1:26:00 PM
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$0.00
$0.00

$0.00

$2.500.00
$0.00

$0.00
$0.00

$0.00
$0.00

$0.00

$0.00 $0.00

(82.500.00)
$0.00

$0.00
$0.00

fEE T

3000
$0.00
$0.00
$0.00
§426.88
$0.00
$0.00
$0.00
$0.00
.00
$0.00
0
$0.00
$0.00
000
000

000
.00
§115.15

$0.00
£350.00
$85.12
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
2472
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00
$0.00
$0.00

$0.00
$0.00
$0.00

$0.00
£0.00
$0.00
£0.00
$0.00

$0.00
.00
£0.00
£0.00
£0.00

$0.00
$0.00
0.0

[iF T
(£81.01)
$0.00
$0.00
842586
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00
$0.00
$155.15

[EN)
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00
000
$0.00

000
$0.00
$0.00
$0.00
$0.00
$0.00

T
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$601.32

§0.00
$0.00
§0.00

584,76
$0.00
$0.00
$0.00
$0.00

$0.00 $0.00

amsmmww

500,00

1025
$0.00
$0.00
$0.00
$0.00
$0.00

000
0w

$1,017.35
$0.00
$0.00
3000
$0.00
$0.00

Page 1of 7

Accounl

Adtoui

Series 3

301,00 Band/Orchostra

303,00 Art Club

305,00 Tih grade account
306,00 Gth Grade Aocount
307,00 Drama Chib

308,00 Emplryess Sunshina Fund
308,00 French Chub

310,00 Dancy

311,00 Sieiets

312.00 8% Grad Account
312,00 Gontieman Assccation
314,00 Mecia Conter

315,00 GEMS

316,00 Hatonal Honor Society
31700 Newspapars

J20,00 School Slon ,
322,00 80A $344 88
Sarien 3 total 14
Accourd Beg. ¥r. Bal

F:

£l

Rocopls Disbursamants

$0.00
$0.00
%000
.00
0,00
000
000
000
$0m0
$0.00
$0.00
000
000
000
$0.00
.00
$0.00
w0
Transders

.00
S84
$17.00
$0.00
$84.72
$661.83
$0.00
$0.00
$483
[524051)
$0.68
$0.00
sz
S447 45
$0.00
g7
S344 28
T3,
Ending Bal.

Series 4

402100 Bockisir-Rostricind 1058
405,10 Costral Ofica 54 Taschars $0.00
405 20 Costrnl O Tuon $0.00
405 sub account totals

410,00 Charity [cutgoing]) 8065
41035 Murricans Felied

410 sub account totals

415,00 Dernsons

420,00 Figid Trips

42510 Corn Tartbook Fines

42520 Library Books

42530 Honw-Cone Textbooks

SZ120091: 2600 PM

Acooat

586051
$0.00
$0.00

$0.00

%860.31
000
$0.00

s0.00
8000

$0.00
$1.54800
80.00
8000
00

"

Racepts Disburssments

0.0
$0.00
$0.00

.00
.00

$10.79
0.00
£0.00

085
§0.00

Filv] | X

$0.00
$0.00
.00
$0.00
00

$246.00
{h26208]
§0.00
$350.46
$89.05

Page 4of T

Traraters

Endieg Bal

Series 4

425,40 Propacty Damage $0.00

$0.00

$0.00

oo

f 2]
$0.00

425 sub aceounl talals
430,00 Grants
430,10 Chesapeaius Bay Trust Grant $71.18
43015 Kaiser Thehv Geanl 30.00
430 sub account totals T
#2200 Disk Jo4
435,00 | D Badges/Socurity 3000
440,00 PRIS [$17.67)
445,00 Parent Engagement srn
450,10 PSA-Flowers 3000
450.20 PEA-Food 2078
450,50 PEA-Salf Appreciation [§1,409.41)
450,40 PSAGlothing
450 50 PSA-Translors In
450 sub account totals
480,00 Sales Tax
470,00 Schelarships
480,00 Yoarbook

= e—r—

g
000
$0.00
$2,500.00
2,500 00
$0.00
$0.00
5000
£0.00
$0.00
$0.00
$0.00
000
$0.00

8000
00
$000
200
5000

52788
5000

0,00
.00
30.00

.00
$0.00
000
$0.00
$0.00
$1TATT
£524.00
$0.00
$808.57

$0.00

T ol

000
M98
§3.500.00
198
5064
$0.00
S17.87)
rn
$0.00
Bi14AT)
(3BA5AT)
$0.00
$315.81

T 5004 TBEAT)

Saries §

505,00 Agenda Books

516,00 AVID

B17.00 Cormumer Schnce
518.00 Englsh

519,00 Music

520.00 Dance

550,10 Gusdance:

£55.00 Hasth E2

560,00 Library

565.00 Materials of Instruction
S70.00 Matn

57500 PE Uniforers and Equip
SH0.00 ROTC

58030 ROTC JROTC

580 sub account totals
55,00 Saance and Technology
588,10 Scence Lab Fees
0520 STEM Fak

585 sub account fotals
5805 00 Social Studes

Series 5§ total

. Jormes Gholson Middie Schood

Account Bog. Y. Bal

Rocegps Dsbursemints

Tramsfors

Ending Bl

Series 6

605,00 Alictment

610,00 Milsage

615,00 Ofice/Copior Supplios
820,00 Postage

625,00 Professional Developmant
B335 DusaMdemborship
635,00 Rogsiration

840,00 Mesks/ TravelLod
645,00 Ecuc Malorials

BA0 50 Pubile Relstions
E55.00 Staff Mig Sunples

50,00
80.00
§0.00

$1.906.40
8000
§0.00
$0.00

$0.00
$0.00
000
$0.00
$0.00
S0.00
$0.00
S0.00
B0.00
S0.00
£0.00

3306.50)
.00
000
3000
3000
20,00
30,00
000
000
000
F0.00

162990
$0.00

Serles & total
Actount

FLTRAT

000

Recepts Distunsamont

[l R
Transters

ST78a.a0
Encireg Bal.

Series 7
0100 A

701,05 PBIS $0.00

30.00
$4,714.00

$0.00
$3,442.13

30,00

T8 sub accownt tobali F000
05,00 Bank Intsveat and Charges
710,00 Bank EnfCorections

T15.00 Donstions

720,00 FRiGaneral Fundraiser
70,01 FRMGiart

72002 FRISalewny Escript

TI0.03 FRITaeget

720,04 FRIStdent Pictares

720,08 FRMookinir

720,06 FRICandy Grams

7007 FRAESucationsl Products, ing
T0.08 FRSit's

T20.08 FR¥izra

720,90 PRl vs Students BB

Game
72011 FRIYankes Candie

[ IRAT Y]
$0.00

[SFTERE]
50.00

720,12 FRAClaies"s Gourmal

/0 mut

$0.00




School Funds Online by TRA (SFO)

Sample Forms and Reports

Insolvency Report Journal Entry Register

172018 through 3/312019

Bafore
Date JEF  JEType Amosat Vold Amt posted Account OfMsot Account  Void Reference  Repay?

Total Assets Lew Restricted WA BN OK Wy At e 20200 Boys Bkl VLES GG Badhathell  y  wiong accourt and
Notmert tqpmert etk rurte

$25426.08 - SIT00055 ! NS N Ok veeng Amoen ™ 145 Gek Redral |00 00 SenTrus N weng xouet
et ek st

Asvet Funds SN BN Ok ong Ameset :.‘wa!\nmrm 100.00 ST weorg scczet and

A De: dheck rmter
0200 Soys Sedkethal 211,15 Boys Bl ) acoent ind
100.00 SunTrust Metmert

Coach Untorm ek remder
110.00 Savings Accounts WXNI0US N2 CkWonAnont I F05.00 7 gace 10000 St
te— xeore

Y30 8Nt Ok Wy At w5

o actourt ed
Ok St
W08 ) CrkWong Aot $1,000.00 A0 P grade §28.00 Profeasons
oot Dy chex S L
WX20I8 8715 Bank Oharge 115,05 21385 Boys Beskettsl 300 0 S
Restricted Funds Undorms.
7200 FRGanet 72012 FRCare's
Account Description Gournet
WM AR fnd Trawde 72012 PRIk 7000 FRGanrd
20100 ATENon Sp Spec Alotment 30,00 W8 N sand Gosnet fanduier
Fi ] N8 T £ o et 7090 PR ferecst 7012 FQsee's Acxoent
20120 Ai-Non Spt Spec Gen Fundrsng $0.00 -l gt Worg ; iy Whong Axow
2010 Ah-Non Spt Spec Concessions $0.00 WA NS Fund Transder 720,00 FRjGmed 72812 FRClae's wong aconrt
0% Athi-Non Spt Spec Donat $0.00 coraczy -
7200 PRiGenerst 7012 PR
Garmet

IIANISTS  Aund Tamster

NN 007 Trievier ‘

21100 Boys Basobal Altment $268.99 i ol Frcrums ) e
an " TR FRYeses 70,12 ey

2108 Boys Basebal Awards/Bang $85.12 Fund Trarder Aedshe Casmat ety bxowet

211.10 Boys Basebol Clinics $0.00 P Fond Trndder 720.02 PGS 720,00 PlGenent wang st
Goamet ;

2115 Boys Basebal Coach Unform $0.00 ) P

HWAVRU RN Aot g At ot 7000 18 Generd 720,12 RS

m Boys Basebal Concessions $0.00 Fardr e Gormer

ama2 RN Ped T 18208000 TI.00 F)Ganerd 7012 1Ry B>

mas Boys Basebal Cust Overtime $0.00 8 000 o Tt § oot o g X

21130 Boys Basebal Donations $0.00 WRRMANNO  Fond Tonder o T20.00 P8 Caverd 720,13 sy werg sccort
Fuoraraser Goume

11 F

21135 Boys Basebal Fundeaising $000 AIVRSNEN  AedTeade s 0 MGemerd X012 PR werg ot

21140 Boys Basebal Game Workars $0.00 Furcrases Goumet

2 Wt 1 ™ TA012 PRy 7X0.00 FRemeral o

2145 Boys Basebal Gate Rec steLT WZBA 0N Fond T Hus oy Pavetin g Xoort

21150 Boys Basobal Hosting Fees. $0.00 WA Pend Tranwter ons 7012 0N 720.00 FR Kanaral worg seast
Gourmat: Fundraey

1 Bassbal Oficuals 20

< Sove . W2 00 Rept Wong At U] 73,00 P fGeeersl 72012 FRACres Wnorg Acoount
21180 Boys Basebal Securty $0.00 Furds et Gourmet

21188 Boys Basebat Sports Equint RS N0 R Y g Accturt
21170 Boys Basebal Sint PurRessle . $0.00 W W Rptwerg At SUAA 720,00 FGarerd 720.12 FR/Cskre's Weorg Acczunt

Wy Acoourt

WRRA NN Rtwenghd N2
s sl o Furteer Gourrt
147 Boys Bsssbal Teun F. sam b gerpro
2478 gl WaRae  Agtweghd  HOM 7000 PR Gerersd 720.92 POy Wong Acxoue
21180 Boys Basebal Transport $0.00 fundesiser Gourmat
A 00 1.0, 7012 PO 720.00 PR Generd "
21185 wwum $40.00 LN 200 Fand Trvsfer $100.000.00 = " P reversing s 4§

o
21200 Boys Basketball Allctment $70383 WA Fund Tt Wim 72012 /Oy 72000 ARG roverieg travster A5
% 276 Gourmet Furerane
2 oo Aomntutiang i NI Bek ek 25000 LLOONSNSA 100,00 et Aot dctvert
21210 Boys Baskedball Cinics $0.00 Spuc Akinent

21218 Boys Basketball Copch Unil $0.00
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Three-Way Balance Check

Bank Insolvency
Reconciliation

“Bank Balance and
Other Assets”

PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS ¢ FINANCIAL PROFESSIONAL DEVELOPMENT

Year-to-Date
Report

Year to Date Report

[—
Ending Date: 3/31/2019

Acoount Beg YrBal  Recepts Dsbursements  Transfers  Ending Bal

End of Regular Accounts

Aooount Beg VBl Recepts Odbusemens  Tronslrs  Endng ol
Serles 1

10000 SunTrugt SH06AS  S008  SIATHSS 000  §2542808
11000 Savings Acoouns 000 00 800 $000
Seres 1 total
Total Assot Accounts V106858 SZTZB08  $1a75158

Preparer

“Total Asset
Account Ending
Balance”

28



Do...

Keys to Success

Do’s & Don'ts

make sure that all vendors for supplies or services are approved in
Oracle/Purchasing

monitor your financial activities by reviewing and signing monthly and
trimester reports — reports should be completed by the 15th of each
month

ensure the Principal opens the bank statement & reviews prior to the
bookkeeper completing the reconciliation

ensure funds are remitted to bookkeeper daily and kept in a safe place
(secured drop safe until deposit)

have 3 signatories on checking account (Principal, Vice Principal,
Bookkeeper, or Administrator) and ensure all checks issued meet the dual
signature requirement

contact Assistant Treasurer Office when changing a signatory on the bank
account

periodic vault and safe checks to ensure funds are being deposited in
accordance with APM.

remove signature authority immediately from the bank account if one of
the authorized signatories depart from the school.

read your Accounting Procedures Manual (Revised January 2016) on
website

avoid conflicts of interest (see board policy 0400, Ethics Regulations)

Don't...

Don’t use a rubber signature stamp

Don’t sign your own reimbursement
(principal or bookkeeper)

Don’t disburse funds without support

Don’t disburse cash from funds for
deposit

Don’t pay wages directly to employees
(M-7-02-School Employees)

Don’t use credit cards, lines of credit, go
fund me or Paypal accounts

Don’t use restricted funds for items other
than the intended purpose of the donor

Don’t use an unapproved BOE vendor




Keys to Success
Red Flags

* Negative restricted account balances

* Infrequent deposits to the bank

» Sponsors/or teacher not turning in monetary funds on an MTF
 The bookkeeper accepting funds without an MTF

* Untimely completion of the monthly bank reconciliation

* Proper filing and organization

* Fundraiser that hasn’t been approved by the Principal and
Bookkeeper

* Suspected Gofund Me or Paypal Accounts

* Check stock out of sequence

 Missing MTF’s

* Depositin Transits that are outstanding more than 30 days
* Creditor calling for outstanding payments
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Reference Materials and Contact Information

Reference Materials

* SAF Manual, Forms, Bulletins and Accounting Procedures Manual

* School Funds Online

Contacts for Additional Information

Katrina Greene J. Michael Dougherty
Student Activity Fund Support Specialist Director of Financial Services
Katrina.greene@pgcps.org Michael.Dougherty@pgcps.org
Pamela Hay Michael Herbstman
Assistant Controller Chief Financial Officer
Pamela.hay@pgcps.org Michael.Herbstman@pgcps.org

Darrell Haley

Grants and Financial Management
dhaley@pgcps.org
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https://www.pgcps.org/financial-services/cards/Forms-and-Bulletins/
https://sfo3.com/PGCPSMD/

Questions and Answers




