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RECAP OF COLLECTIONS FORM 
(For Non-Fundraisers: Fieldtrips, Fees, Dues, etc). 

This form must be completely filled out.  The Recap form must be submitted every time 
money is turned in for deposit.  This form can be obtained from the treasurer. 

The name of the account the 
money is being deposited to. 

Your organization  
account # 

Date of the deposit 

Make sure you specify 
cash & checks 

DEPOSIT MONEY DAILY 

4493 079 

Joe Spartan 

LESS THAN $15.00 
 

Have students sign. 
 

Write what the collection 
is for and the amount 

collected. 

Rose Bush  #301170 (Art Fee) 10  00 

Lily White  #122377 (Zoo trip) 14  00 

Receipt # 501401  -  501409 180  00 
$15.00 AND UP 

 

Use a receipt book. 
 

List the range of receipt 
numbers used. 

(Jungle Island Trip) 

Write in the total 
amount collected. 

LESS THAN $15.00 

$15.00 AND UP 
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RECAP OF COLLECTIONS FORM 
(For Fundraising: candy, t-shirts, shows, etc.) 

This form must be completely filled out.  The Recap form must be submitted every time 
money is turned in for deposit.  This form can be obtained from the treasurer. 
Students are not to deliver money to the treasurer. 

5001 = Athletics 
5003 = Clubs 

The name of the account the  
money is being deposited to. 

Your organization  
account # 

Date of the deposit 

EXAMPLE #1 
Give a brief description 
of the deposit. 
 
State the number of items 
sold @ what price. 

EXAMPLE #2 
If collecting money from 
students, list the range of 
receipt numbers used. 

Make sure you specify 
cash & checks 

This number is is-
sued by the treasur-
er and should be 
recorded on the Dis-
tribution Sheets. 

DEPOSIT MONEY DAILY 

4  shirts @ $5.00 20  00 

Receipt # 501401  -  501409 90  00 

4493 079 

 110  00 

90.00 
20.00 Joe Spartan 
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RECEIPT BOOK 

Receipt books must be checked out from the treasurer and must be returned DAILY.  Receipt books are 
used in the following circumstances: 
• When collecting $15.00 or more. 
• When receiving money from students, but they are not getting a tangible object in return.   
• When receiving money from students for candy and other sales. 

Name of student 
collecting the money 
from. 

Students keep the white 
(top) copy.  The remaining 
copies (green & yellow) 
MUST stay in the book. 

RECEIPT NUMBER 
Record this number on the 
Recap of Collections form 
when making a deposit. 

Only staff members 
may sign. 

If an ERROR is made, 
mark VOID on the 
white copy and keep it 
in the receipt book. 

RECEIPT BOOKS MUST BE TURNED IN DAILY 



 5 

 

PURCHASE ORDER 

A purchase order number must be obtained from the treasurer prior to ordering any items.  
Complete the Internal Funds Purchase Order Form, give it to the treasurer and she will   
assign a number to it.  If using for a fundraiser, attach it to your Application for Fundrais-
ing Activity form.  The number must also be placed on the check requisition when you pay 
your bill.   

This is the Purchase Order #         
assigned by the treasurer.  Write this 
number on your check requisition 
when you pay your bill. 

Make sure you 
sign it. 

List items and their prices.  If 
you are selling candy, list the 
approximate amount of candy 
you are purchasing. 

This amount  is      
assigned by the     
treasurer.  Your order 
cannot exceed this 
amount. 

Make sure you complete the  
Vendor information. 

Purchase Orders over $1000 require three (3) written bids.  One of 
the bids must be from a minority vendor. 
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CHECK REQUISITION 

This form MUST be used when requesting a check or a transfer of funds.  If paying a bill, 
the ORIGINAL, SIGNED, invoice must be attached.  You must turn a check requisition 
in AS SOON AS YOU RECEIVE YOUR BILL.  The treasurer will hold the request until 
sufficient funds are available to pay the bill. 

Your account name. 

The Object, Program and 
Function numbers must be 
filled in correctly. 

Exact name of 
vendor 

A description of items and the invoice number goes here. 
 
Treasurer CANNOT pay from statements. 
 
Treasurer must have the ORIGINAL invoice or receipt.   
 
Attach an addressed envelope to this request. 

Write your purchase order 
number here. 

Don’t forget 
to sign. 
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APPLICATION FOR FUND RAISING ACTIVITY 

If several items are to 
be sold, please specify. 

This number is assigned 
by the treasurer.  It must 
be included on the Oper-
ating Report and Recap of 
Collections Form. 

Specific PLACE, DATES AND 
TIMES must be given.  Re-
member, food items cannot be 
sold  before, during or one 
hour after school. 

List what the money will 
be used for. 
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REGION OFFICE APPROVAL FOR FUND-RAISING ACTIVITY  
(COMMUNITY SALES) 

This form MUST be completed and returned to the Activities Office along with your     
Application for Fund Raising.  This form must be sent to the Region Office at least six 
weeks prior to the start of the sale.  Late forms will not be accepted.  The Activities 
Director will get the appropriate signatures and forward to the Region Office. 

This form must be typed 

ALL information 
must be complete for 
the Region Office to 
approve. 

Don’t forget to sign 
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OPERATING REPORT 

The Operating Report MUST be completed by the sponsor at the close of each fundraising 
project.  This is due to the treasurer within 20 days after each event.  All collections and 
reports must be completed prior to starting another fundraising activity.  New fundraising 
activities will not be approved with outstanding reports due, no exceptions. 

Final Balance on Hand 
# of items physically 
left over in your pos-
session. 

Items to Account For 
Items that you do not 
physically have, but 
have not collected 
money for. 

Sales Reported 
# of items sold & 
$ = dollar amount 

Difference (Explain) 
Not sold / unaccounted 
for items. 
 
List student names & 
amount owed or 
amount of candy lost. 
 
Obligation cards and 
Certificate of Loss 
must be attached if 
this is filled out. 

Disbursements 
This information is 
found on the Check Req-
uisitions: 

• Check # 

• Who it was written 
to 

• Amount 

If only one type of item 
was sold, use only one 
Merchandise Sold box.  
If more than one type 
of item was sold, or 
items were sold at dif-
ferent prices, use a new 
box for each item. 

Total amount of mon-
ey collected and depos-
ited with the treasurer. 

Total amount paid for 
all bills. 

Total Receipts - Total 
Paid = Net Profit/Loss 
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CERTIFICATE OF LOSS REPORT 

A Certificate of Loss must be completed when items are unaccounted for.  This includes 
money that students owe from candy and other sales. 

List the name of the 
student owing mon-
ey.  Include their 
ID# and the amount 
owed. 
 
If items were stolen, 
they must also be 
listed here.  A police 
report must be com-
pleted when items 
have been stolen. 

This number can be found on 
your Application for Fund 
Raising. 

Be sure to com-
plete all sections 
of the form. 

Activities Director 
will get these signa-
tures 

Your signature 

Student signature 
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C0MPLIMENTARY RECEIPT FORM 

This form must be used when giving items away for free (shirts, hats, etc.) 

This is the number 
assigned to your 
fundraiser by the 
treasurer. 

Each person receiv-
ing a complimentary 
item must complete 
this form. 

Teacher Joe Spartan 1 Jersey 8/14/06 
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PRINT 
Name, ID # and grade must be completed. 

Complete this section if the student is 
issued something other than a textbook. 

 
FINANCIAL OBLIGATION CARDS 

 

Financial Obligation cards are completed for school issued items such as textbooks,      
musical instruments, uniforms, equipment, candy, t-shirts, etc. 
 

• The teacher issuing the item is responsible for completing the appropriate section of the 
card.  It is imperative that the information is legible and that ALL information is completely 
filled in. 

• These cards should be kept by the teacher until the end of the school year or fundraiser. 
• As students return school issued items, their financial obligation card should be destroyed  

and disposed of. 
• If a student fails to return a school issued item, the card should be given to the school   

treasurer. 
• PLEASE NOTE:  Cards given to the treasurer are to be sorted alphabetically by last 

name (not by period).   
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