
CAMPO WOMEN’S LACROSSE

TREASURER  JOB  DESCRIPTION
See USB flash drive for copies of all 2008 documents as a reference.

TEAM  ACCOUNT:  See Team Coordinator for information
IMPORTANT SCHOOL DISTRICT RULES

Unfortunately, as of the time of this writing there is no School District reference posted or available that gives parent volunteers all the absolutely mandatory rules of reimbursement for student body accounts.  The following are some guidelines to be aware of.  If you have any questions or problems you should always double check with the School Financial Secretary, Carolyn Madderra.  She is very helpful:

cmadderra@acalanes.k12.ca.us, 280-3950 x5203.  She can send up the most up to date team account spreadsheet via email to keep track of account balances.
· No payments or withdrawals will be approved for any “gifts” or donations.  No exceptions.  It does not matter if you collected money for the team for Coaches gifts, the team donation to the Sports Booster event, etc.  Once a check made out to Campolindo High School is deposited into a Student Body Account, they are bound by the rules of the school district.  It technically becomes “their money” and they have no obligation to pay it back to you unless it meets very specific criteria.

· If the team can anticipate these costs they should be collected separately from Team fees and made out to whichever parent is going to oversee those expenses.

· An alternative option is to temporarily “waive” team fees from certain parents and then ask them for payment later when Coaches gifts are purchased or when Booster donation items are to be purchased.

· A purchase order MUST BE submitted and approved by 5 different school personnel with their signatures for any amounts of $300 or more.

· This means that if you need to buy more than $300 total for equipment in one transaction it has to be approved in advance OR the purchases need to be spread out into two separate transactions.

· One of the signatures required on the purchase order or check request is your own. (Or that of the Coach or Team Coordinator.)
· Most Vendors accept a Purchase Order when placing an order and will not expect payment until after they ship the merchandise.  This is great for large orders of uniforms and equipment.
· Receipts or a Final Due Notice must be provided for all check requests.  No exceptions.

· If the purchase was made by a credit card the school district requires that a copy of the statement be provided with the check request for reimbursement.  
· The use of a partial statement from an online banking service is accepted and more timely than waiting for a monthly statement copy.

· Be sure you use the most current Purchase Order Form, Check Request Form and Check Deposit forms from the district.  They changed a few times during 2008.  Check with Carolyn in the office, she will give you several of each or email you the Purchase Order template.
RECEIVE CHECKS
There are several key times we receive checks from our players/families:

· New Player Jacket and Bag Orders (November-December)

· Spiritwear Orders (November-December)

· Team Registration Fees, Uniform Deposits, Spirit Donations (January)

· Tally and hold on to the Uniform Deposits. 
· Use previous year’s excel sheet to note family name, amount and check number. 

· These should be given to the Uniform Coordinators in May prior to the End of Season dinner so they can be returned when the uniforms are returned.

· Last minute Jacket, Bag and Spiritwear Orders (January-February)
PROCESS DEPOSITS

· Document check number, family name and amount on excel spreadsheet for each deposit and save to file for reference.
· Fill out required School District Deposit Form for the school.  You do not need to itemize each check again on this form but you will need to fill everything else out.
· Forms are available in the school office.
· Deliver checks, excel printout and deposit form to school office for deposit to team account.
PROCESS CHECK REQUESTS

Check requests will come in throughout the school year.  The Treasurer, Team Coordinator and Coach are the only people who can authorize checks be written from the team account.  The basic process to get reimbursements is as follows:
School District Check Request Form:

· Fill out the check request form template (word document) for your records.  It allows you to itemize expenses and keep a copy of the check request in your computer files.  It is helpful to attach a copy of this to the School District Check Request Form.

· You MUST fill out the School District Check Request Form that has a space for 5 authorization signatures.  You sign on the Organization/Club Representative line.

· Most people want their check reimbursement to be mailed to them rather than making a trip to school to pick it up.  Be sure you obtain that mailing address information from volunteers when receipts are submitted for reimbursement.

· Forms are available in the school office.

· Attached to the check request form you must have the receipt for reimbursement or the payment due notice/final invoice from a vendor.

· If a credit card was used you must not only provide a vendor receipt but also a copy of the credit card statement.

Vendor reimbursements:

· Even if a Purchase Order was approved by the school, you must still submit a Check Request Form and it still requires 5 more signatures before a check is sent to the vendor for materials received.
· The school will not pay the Vendor until you authorize the check and provide the final invoice.  Often the final invoice is mailed separately from the shipment of goods and would be found in the Lacrosse mailbox located in the Teacher’s Lounge.

· Please note that the Lacrosse mailbox is shared by the Men’s and Women’s teams.

· Once a shipment is received it is important to start the reimbursement process as soon as possible.  This needs to be communicated to whoever is picking up the goods at the school.  The turnaround for check approval is up to 2 weeks and many vendors require payment is received within 30 days of the shipment, and it probably already took 7 days to get to us.
Parent reimbursements:
· Parents should be reminded that you MUST have a receipt if they want to reimbursed for any expense.

· They should itemize/identify their expenses on the receipt if they are mixed in with personal items.

· The home address for the check to be mailed to should be written on the receipt or attached.

· Parents should be reminded that it could be 3 weeks before payment is received.

Deadline for submission of receipts:

· Be sure parents are notified by general email that all receipts must be received for reimbursement by May 31 or they will carry over into the next school year and cannot be guaranteed.

· End of Year Dinner coordinators should specifically be reminded as their event falls close to the end of the season.
PURCHASE ORDERS

· Purchase Orders require either your signature, the signature of the Coach or the Team Coordinator before they can be processed.  The most likely source of Purchase Orders you will receive would be from the Team Coordinator or the Spiritwear/Team Jacket or Bag Order Coordinator.  There may also be requests directly from the coach that could require your assistance.
· It is a good idea for ALL purchase orders to come through you so you can be sure that only appropriate items are being ordered and that the team account has the money to cover it.

· The supporting documentation should be attached to the Purchase Order.

· When the Purchase Order is approved (all 5 signatures obtained) then a Purchase Order Number is assigned and it is faxed to the Vendor, which authorizes the transaction.

· As with other processes, this can also take 2 weeks for approval so it is essential that you turn these in as soon as possible.
OTHER DUTIES

· Request team account statements 2-3 times during season to check deposits/withdrawals against your records.
· Update the Treasurer Job Description document when important information comes up that would be helpful for future volunteers.
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