The Harker School

Financial Operating Procedures for
Clubs, Student Government, and similar Organizations
The Harker School has a bank account that supports the many clubs at the Upper School.   Each club is responsible for their own transactions, while the Dean’s office is responsible for the overall management of club bank account. 

When a club is processing income and expenses through the School Club bank account, a Harker Upper School Club Income and Expense Form (C-Form) must be used for each transaction.  
For example:  If $300 has been collected from students for club sweatshirts and the sweatshirt vendor needs to be paid, then two transactions need to occur.  The deposit is processed on one C-Form, and the payment on another C-Form.  

The Club Income & Expense Form (C-Form) must be sent with the following income transactions:
Cash/check deposits 

Student Charges 

Transfers between school accounts

The Club Income & Expense Form (C-Form) must be sent with the following expense transactions:
Purchase Orders

Catering Requests (ask the Dean’s Office to submit these so the correct account is billed) 
Requests for Reimbursement

Transfers between school accounts

C-Forms are available in Dean’s Office in Dobbins Hall.

General Operating Procedures:
Once a deposit has been collected, or an invoice received, the club treasurer or advisor needs to complete the appropriate section of the C-Form, collecting signatures from the club treasurer and/or the club advisor, and the Dean of Students. 

If Items have been purchased for the students in the club (like sweatshirts) please note on the C-Form if these items were given to the students free of charge, or their student accounts were charged.  This is important information for tax purposes.   Candy and other wrapped food items are exempt from taxes.

The three part C-Form is divided as follows once all the signatures are collected:


The Club Advisor/treasurer retains the white copy 

The Dean’s Office retains the pink copy 

The blue copy is sent by the Dean’s office to the finance office with:


Expense: Supporting paperwork (PO, Catering Request, Invoice, Receipts, etc)



Income: Red Bag Deposit (cash/checks) or a Student Charges database 

Reimbursements for online purchases require two forms of payment proof.  The packing slip from the shipment and a copy of the credit card statement (some personal info blacked out) 

Club Ledger Sheet:

The club treasurer is required to keep records of club’s financial transactions, retaining the white copy for proof of transactions. . Both the advisor and a club officer should sign-off on all transactions recorded in a ledger.  

The treasurers of the clubs and/or the advisors or encouraged to check periodically with the Dean’s Office to insure that the club ledger matches the school’s records. A final ledger balance will be reconciled with the Dean’s Office at the end of the academic year. 

Clubs should attempt to expense all items occurring in June prior to the close of the school year on May 31st so that all items for the current academic year occur within one fiscal year.

Request for School Subsidies:

Most clubs are self funded through fundraisers, club dues, etc.  However, Clubs can request financial support from the school.  Clubs will submit their request for school subsidies to the Dean of Students before the end of November for the following school year.

Budget sheets should include:

The total dollar amount requested for the club and organization for the year
The specific activity, equipment, etc. for which the funds are requested
Fundraising projections: what you hope to earn with fundraising and what those activities are.
Your club’s current balance
The signature of the organization president and/or advisor
Once a club budget is approved, funds will be transferred to the club bank account in early September and posted as a ‘subsidy’ on the club spreadsheet.

Monies funded by the school for a specific purpose are restricted funds, and can only be used for the pre-approved purpose, or an alternate purpose approved by the administration. Funds raised through student fundraisers and other club activities are unrestricted, and may be used at the club’s discretion.

Restricted funds (school subsidized funds) not used during the current school year are forfeited, and will not carryover to the following year. Restricted funds not used during the academic year will be returned to the general fund. Clubs wishing to conduct other activities or events not covered by the budgeted funds will raise their own funds to cover the expense of these activities through approved fundraising activities. These funds will carryover from year to year.

Fundraising

The Club Committee (Head of Upper School, Dean of Students, Activities Director, ASB Vice President) must approve all club fundraising activities in advance to avoid scheduling conflicts, etc.  Club fundraising can only be done by providing goods and services in return for money.  Requests for money only for a particular charity, etc. is not allowed. 
Cashbox procedures:

A cashbox can be requested from the Dean’s Office whenever a club or organization will be collecting cash. The cashbox needs to be requested one week in advance.
If a monetary advance is needed in order to provide small change for the fundraising event, a C-form must be submitted to request the cash advance.  Please allow a 5 day turnaround for this request.
A cash box should never be in the possession of a single student.  At least two students must be present at all times when a cash box is in the presence of students.

Cash boxes should be balanced at the end of each day.  The club treasurer and advisor should sign off on a record of the daily balance each day. Advisors are responsible for the cash box during the day. The cashbox should be turned into the Dean’s office for safe-keeping overnight.

Red bag procedures:
All deposits MUST be secured in a Red Bag.  The Dean’s Office keeps a few Red Bags on hand for club use.  Once the deposit is verified by the Dean’s Office, the blue copy of the C-Form is included in the Red Bag with the deposit.  All Red Bags are sent by Harker courier to the Finance Dept. and are tracked by the support staff for the Head of School.  A staff member (not a student) must take the Red Bag to one of the administrative assistants and sign the tracking log kept in that office.  
Club Travel
Clubs do go on trips periodically to attend conferences, competitions and to take advantage of trips that the club has won during their activities.  If your club members have an opportunity to travel together, it is important that you plan thoroughly.  All Club travel falls under the same chaperone and procedure rules as academic field trips.   

Club travel must go through the field trip process managed by the Office of Student Affairs.  Trips need to be requested using VersaTrans Trip Tracker on the Harker Faculty & Staff Portal. An approval process will begin by the administration once trip is submitted.  This step is required and must be done before any other steps are taken so that the administration is aware of the trip and the financing for the trip is supported by the school rather than club advisor. 

If flights, hotel, or rental vehicles are needed, the following should be provided to Tyeshia Brown at least 30 days before the trip date. This time frame is needed to get the best quoted prices available. If information is provided less than 30 days prior to the trip date, a manager’s approval is needed before any travel will be booked.

The information needed is:

· Full name of attendants (names on DL/ passports)

· Birthdays (month, day, and year)

· Dates of travel

· Times they need to be at the location & times they need to leave the location

· Desired departing airport (default airport is San Jose airport) & arriving airport

· If hotel is needed, provide the number of rooms needed, name of hotel if available

If the address of the event is given, the closest hotel will be booked

· Car rental if needed, the driver’s name, and the number of passengers.
· A ‘yes’ or ‘no’ answer as to whether the travel should be charged to the student’s account. 
Student charges will be processed by the Club Advisor and the Dean’s Office, not through the Office of Student Affairs
The Office of Student Affairs creates a PO for the travel arrangements so that the cost of the trip is transferred to the club account.  The PO is sent to the club advisor and the Dean’s office for approval signatures.  A C-form for the PO is created by the club advisor for the PO so that the trip is billed to the club account. 
Permission Slips – same process as a regular field trip
Permission Slips are created by the club advisor, with the help of the Dean’s Office, using the template provided on the Harker Faculty & Staff portal.   Permission slips can be sent as a PDF attachment to the parents, however, a paper copy with signatures must be collected by the club advisor.  Once all the permission slips are collected the full set of permission slips must be delivered to the Dean’s Office before you leave on the trip.

Medical Forms – same process as a regular field trip
Permission to Treat forms are on file with the nurse’s office.

Overnight Medical Forms and a medical bag from nurse go with you on the trip.

Managing Trip Expenses:

Do not pay for the entire trip using club funds.  It is best to determine a per-student cost and bill the students using the ChargeRoster system managed by Randall Dukes/Finance.  It is appropriate to use club funds to offer a financial scholarship to a student. 

The club officers must draft a letter with all the trip details that is sent to the parents requesting permission to charge the student’s account for the cost incurred.  Be sure you have a signed letter on file for each student being charged.  The letters should be copied, and the original letters sent to Finance with the student ChargeRoster.  
Hold on to all receipts, including ground transportation, food and any extra expenses the chaperones incur in support of the students and complete a C-Form for each chaperone’s expenses. 
Be sure to request an itemized receipt from the hotel and conference vendor for costs incurred on the trip.
