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Student Activity Funds

Procedures for Deposits and Reimbursements

 Deposits

· Fill out a Cash Voucher:  Complete blocks A & B

· Make a copy of the Cash Voucher for your records

· Fill out a WT Sampson SAF Deposit Form

· Coins must be rolled in coin wrappers

· Checks and Bills must be organized according to denomination and ready for deposit

· Put money in large envelope with Cash Voucher and Deposit Form

· Turn money into the Acting Fund Custodian  (Kelly Garland), at the High School 

· Money must be counted in front of the Fund Custodian to verify deposit; they will then sign the deposit slip to verify deposit.
Note: 

· Funds can only be collected by student organizations that have been approved by the principal. Do not create slush funds or petty cash for your organization. All funds collected must be deposited into the SAF account.

Funds must be deposited as soon as possible after the event.
Do not store Funds in your room!
· Use the reimbursement procedure to pay for expenses.  If you’re activity requires a trip off-island be prepared to pay for all expenses (i.e. car rentals, hotels, etc..) on your own and be reimbursed (up to the amount in your activities account) upon your return.  Funds cannot be released without a proper invoice from the vendor, no exceptions.  All sponsors taking students off-island should contact Ken Miller, well in advance of any trips, to answer any questions you may have.    
Reimbursements

· Fill out a Cash Voucher:  Complete blocks A & C

· Make a copy of the Cash Voucher for your records

· Make a copy of receipts:  You must turn in the original receipt and 1 copy of the receipt

· Submit request to the bookkeeper (Kenneth Miller, HS Campus)

Note: 

· Checks will not be written unless you have provided a bill or a receipt with a copy of the receipt.

· The Fund Council must approve items or services with a value of $100 or more.  Plan ahead and take into consideration that the Fund Council must have time approve expenditures.
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