Activity Fees Collection Process in Infinite Campus

To maximize efficiency, parents at all schools, except for Title 1 schools, will be required to utilize Infinite
Campus for online payment of extracurricular activity fees via debit, credit card or e-check.

1. Once the fees have been entered into the system, you can begin to mass assign.

a. Pathway: Index > Fees > Fees Wizard

¥ Fees
Fees
Fes Maximums
Fees Wizard

Course Fee Wizard

b. Create Fees Assignments > Next

Select Wizard Mode -

@) Create Fee #ﬂgnnﬂ!

() Exempt/Unexampt Fes Assignments

() Adjust Fee Assignments
() vnid Fee Assignments
) Mark Fee Assignmenis

Create New Fees

Do T3

Select Andersen Elementary School Fee:
AMDE ‘st Grade Fee $50.00

COA Summer School Course Fes $120.00%

Choose grade level fee

LTR i—l:"l:k and SHIFT-click for multipte

Exempt |:|

- 5 AM DAY M-F

5 PM DAY M-F ~
- AM KINDERGARTEN

- REGULAR

- TRI Tam,Wpm, THa

- REGULAR

€ - REGULAR

= - REGULAR i

Make sure itis on 2016
Calendar

®) Grade A Stusents / Choose appropriate

02 W
03

grade level

o

Optional, but can add Field

- Trips.._parents can see this

C

| = Back | | Preview | RunWizard

d. PDF will list all the students in that specific grade level that the fee was applied to for

that school year. You can do daily mass assigns for new students as it will not reassign
fees to students who are previously enrolled.
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2. For Junior High or Club activity Fees
a. Create the AdHoc for the students that will need this fee
b. Pathway: Index > Fees > Fees Wizard
c. Create Fees Assignments > Next

Select Wizard Mode /
®) Create Fes .ﬁ.ssignmerr{

C‘ Exempt/Unexempt Fee Assignments.
() Adjust Fee Assignments

() \gid Fea Assignments

) Mark Fee Assignmenis bl=

Create New Fees | Choose specific fee

L
Select Andersen Elementary School F

AMDE 1st Grade Fes 550.00

ANDE Student Council $10.00
COA Swmmer School Course Fes 3120.00°

CTRL-click and SHIFT-dick for multiple
Exempt I:l

Select Calendars

2012 - ANDE - § AM DAY M-F
2HZ - ANDE - 5 PM DAY M-F
2012 - ANDE - AM KINDERGARTEN

2012 - ANDE - REGULAR Choose the correct
2012 - ANDE - TRI Tam,Wem, THz

2012 - ANDE - REGULAR calendar

2014 - ANDE - REGULAR

2015 - ANDE - REGULAR W

Parents will see your

comments Choose your

AdHoc

Ad Hoc Filter

Caomments:

vext = | Preview | Run wiza

d.
e. PDF will list all the students in that specific grade level or club that the fee was applied

to for that school year.
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3.

Individual Assignment

a.
b.
c.

Search for the student
Click on Fees Tab
Click on New Fee Assignment

Summary Enrollments Schedule Attendance Flags Grades Transcript Credit Summary Assessment Behavior
IEP 504 ICS ICS Community Service COA Aftendance CUSD Gifted CoghATs School Boundaries COA Summer School Reg
Transportation Fees Lockers Graduation Afhlefice AdHoc Lefters Waiver SAIS TX Records Transfer Report Comments
e — Make Deposit Font Fiter By: [14-15 v | Hide oids
.Fees Editor \
O ‘escripﬁun Due Date Type: Date Exempt Debit Credit Ealance
| \ Subtotals 0.00| 0.00] 0.00

\ Total Due (All Years): $0.00

Choose the fee you would like to assign to the individual student and click SAVE

New Fee Assignment ﬁ x | |

AMDE 1st Grade Fee 50.00

*Foa ANDE Student Council 10.00
CiIDA Summer School Course Fee 180.00*
*Amount OO0
Due Date |nsi0s/2015 |
Exempt Il
*Calendar [2016 - ANDE - REGUNAR “

Comments {255 characters remaining) \

\

Defaults to the day you

assign it to a student

Canced Save

4. Making Adjustments
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5A. Exempting a Fee

Usually performed when a student has a fee waived in full by the Principal. Request for Financial
Assistance (Appendix 1) Form must be submitted and approved by the Principal before
completing this step. This is not to be used if a partial fee waiver needs to be done (see section
on Adjusting a Fee).

Fees Editor Click on the fee
|:| Description DuE Oats YpE Date Exempt Debit Credit Balance
D CARL CHOIR Tax Credit \/ 0.00 0.00
[[] | @ CARL DRAMA 05/12/2015 Tax Credit 15.00 0.00
Edit Fee Assignment ®

Fee CARL CHOIR

Amount $15.00

Due Date

Exempt

Assessed Only Once _

Comments (255 characters remaining}) 5

Calendar: 2015 - CARL - REGULAR

Created By: Nelson, Ryan 05122015 01.00 PM
Modified By: Melson, Ryan 05/12/2015 01:03 PN
Marked Exempt On: 05/12/2015

Cancel Save

NOTE: Any comments entered can be seen by staff and parents. Please use discretion but be
specific with your description.

Example for Comments:
e Per Principal waiver signed mm/dd/yy
e Club Discontinued
e Wrong club fee charged
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5B. Adjusting a Fee

Usually done when a student’s fee needs to be reduced. Partial fee waivers or club fees that are
prorated for partial year participation must be approved by the Principal. Fees may be reduced
by any amount but may not be increased.

Tranzportation Fees Lockers Graduation SAIS TX Recards Transfer Rem
Make Payment Make Adjustmemd Step 2: Click on Make Adjustment |
Fees Editor
Description Due Date Type Drate Exempt Drebit Credit Balance
7 COA Summer Schoaol Course Fee Community Ed 180,00 180,00

Subtotals 180.00 0.00 180.00

Total Due (All Years): $180.00

Step 1: Click the checkbox next to the fee that needs to be adjusted.

Make Adjustment »®

Fee Azsignment COL Summer School Course Fee (§180.00)
*Adjustment Date 031972015
*Subtract Amount

Enter the amount
that needs to be
adjusted by here.

* Fixed Amount 50.00

Percentage
Type v
Comments : (232 characters remaining)
Enter comments here.... Enter Comments.
Click Save
Calendar: 2015 - CO& - REGULAR

Cancel Save
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5C. Voiding a Fee

Usually done when the fee should not have been assigned. You should never void a fee if there is
any type of payment already attached to the fee. If there is a payment, then see refund process.

NOTE: If a student/parent needs a refund, see Refund Process.

Transpartation Fees Lockers Graduation Athletics
Make Payment Make Adjustment i
Fees Editor
Description Due Date Type Date

intil

00|

7 CO& Summer Schoaol Course Fee Community Ed

Step 2: Click on Void.

SAIS TH Records Transfer

Void Fee Assignment x
Dehit
Fee CO& Summer Schoaol Course Fee* 180.00
Amount $150.00 = 180,00
Due Date Trs,
Fee Assignment Comments Total Due {#

I

All payments and adjustments to this fee will als

Select a Void Reason.

*Void Date 031 9/2013

Enter in comments.

*Woid Reason Cancellation Relsted

Comments : (235 characters remaining)

Click on Save.

Erter comments here.

Save

Cancel

Step 1: Click on the checkbox next to the fee that you want to void.

Exempt Dehit Credit Balance
180.00 180.00
Subtotals 180.00 0.00 180.00
tal Due (All Years): $180.00
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5D. Refund Process

The Administrative Assistant should fill out the ECA Fee Refund form (Appendix 3) and submit
with the student’s payment history from Infinite Campus.

Refunds for cash, check or money order payments will be processed through Accounts Payable.

Refunds for credit, debit card or e-check payments will be made back to the original credit, debit
or checking account.

a. Inthe Infinite Campus search bar type in the student’s name and select “Go” to find the
student’s record.
Index Search Help
Student j
Advanced Search
b. Once you are in the student’s record go to the Fees tab and verify that you are in the correct
school year.
Demographics |dentities Households Relationships Fees
Mew Fee Assignment Make Deposit P"i”tIFiIter By I 1415 g [~ Hide Voids
c. Under the Fees tab you will see the student’s payment history. Select the “Print” button to

print the statement showing that a payment for the fee being refunded has been made.

Demaographics Identities Households Relationships Fee

5
Mew Fee Assignment Make Deposit anter By: I 1415 'l [T Hide Voids

Fees Editor
r Description Due Date Type Date Exenmpt Dehit Credit Balance
I~ | @ COA Summer School Course Fee Community Ed 180.00 0.00
= Payment Online 06/01/2015 180.00
[~ | @ COA Summer School Course Fee Community Ed 180.00 0.00
= Payment Online 06/01/2015 180.00
Subtotals 360.00 360,00 0.00

Total Due (All Years): $0.00

d. The Fee Billing Statement will appear in a separate window in PDF format. Print the
statement and attach to the ECA Refund Form.

e. Send the completed ECA Refund Form and Fee Billing Statement to the following:

e Accounts Payable — cash, check or money order refunds
e Lisa Knox — credit, debit card or e-check refunds
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5. Payments by money order, cash or checks (Title 1 ONLY)
Payments MUST be accompanied by a Tax Credit Contribution Form (Appendix 2) and
Cash Collection Report (Appendix 4).
a. Search for Student
b. Click on Fees Tab
c. Click box next to the fee that is being paid and click Make Payment

Sumimary Enrcliments Schedule Attendance Flags Grades Transcript Credit Summary

Azsezsment Behavio
IEF 204 ICS ICS Community Service COA Aftendance CUSD Gifted CogATs School Boundaries COA Summer St
Transportation Fees Lockers Graduation Afhletics AdHec Letters Waiver SAISTX Records Transfer Report
Make Payment Make Adjustnent oid | |Print Filter By: D Hide Yoids
Fees Editor
O Description Due Date Type Date Exempt Debit Credit Balance

ANDE 1st Grade Fes Tax Cradit 50.00 50.00
\ Subtotals 50.00 0.00 50.00

Total Due (All Years): $50.00

d. Select payment method (Cash or check). Please follow the appropriate money handling
guidelines when cash or checks are received.

*Payment Method

Comments - {255 characterd ===

omments - (255 charactery -1 cckieCheck
CreditDebit Card —‘

e. Enter payment date, amount, and (if applicable) check or money order number.
NOTE: The parent’s legal name MUST be entered in the comments field.
i. Putthe check # in the appropriate box
ii. Money orders should be entered like checks with “MO” followed by the last 4
digits of the money order # (ex: M01234)

Mske Payment Mske Adjustment Void Print Fiter By: [14-15 V|1 Hide Voids
Make Payment x

Descnpt Deba

Srade Fe{  *Payment Date |04202015 50.00
*Amount (50,00 Ciaar All s 50.00
*Payment Method f}mm’e«lrecx ]

Total Due (All

*Check #

c - (255 ch

Fee Das - [

ay
ANDE 185t $50.00 $50.00
Orade Fee et b

Intal SAan

MO=Money Order
Last 4 digits of the money order
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f.  When complete you will see the payment as a credit on the student’s record and “In
Office” as the type.

Fees Editor

O Description Due Date Type Date Exempt Dehit Credit Balance
D B ANDE 1st Grade Fee Tax Credit 50,00 0.00
O & Payment In Cffice 04/2902015 50.00

\ Subtotals 50.00 50,00 0.00

Total Due (All Years): SD.UK

g. Send the completed Tax Credit Contribution Form and Cash Collection Report to
Evelyn Valle at the Business Office.
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6. How to Run Reports in IC

a.

Assignments

Index Search Help
Fee Audit Report
Janeen Scaringelli

Fee Audit Report

The Fee Audit report is a collection of wizards that can [

ADE Connect
School Dude (CSR)
Test Page

Select Wizard M.

» Student Information
* Instruction
» Census

» Behavior

» Health
» Attendance
» Scheduling
¥ Fees
Fees
Fee Maximums
Fees Wizard
Course Fee Wizard
 Reports
Fee Audit
Fee Billing Batch

Fee Receivable Summary

Select Carlson Elementary School Fees

Run Report

CARL BATTLE OF BOOKS $10.00
CARL CHOIR $15.00

CARL DRAMA 515.00

CARL EQUINE 510.00

CARL GENERAL DOMNATION $200.00*
CARL GRADE 1 $25.00
CARL GRADE 1 OPTIONAL DONATION 5200.00°

L ATy

Choose a specific fee

or multiple fees

CARL GRADE 2 525.00 e

sn mnane s AETIALAL A
CTRL-click and SHIFT-click for multiple:

Select Calendars

;2016 - CARL - REGULAR

2015 - CARL - REGULAR
2014 - CARL - REGULAR
2014 - CARL - 5 DAY ALL DAY
2014 - CARL - 3 DAY AM MW F
2014 - CARL - 3 DAY PM M. TTH
2014 - CARL - TRI Ta Wp,THa
2014 - CARL - 3 DAY PM M WF
2014 - CARL - 5 DAY PM

-~

Select Students 1

Current year needs to

be selected

Run by grade or AdHOc

@ Grade

() Ad Hoe Fiter

Select the transactions to report on.

Current Unbalanced Fee Assign mentg‘//

Current Balanced Fee Assignments
Current Overdue Fee Assignments

Voided Fee Assignments

) =
Exempted Fee Assignments

) =

Fee Assignment Due Date

! Fee
) Student

Titer

Keep all checked

Normally sorted by feg,
but can be run by due
date or student
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b. Adjustments

Select Wizard Mode

i# Assignments
@ pdjustments
”) Payments
8 Surplus

) Refunds

8 Deposits

= Back Run Report

Select Carlson Elementary School Fees
CARL BATTLE OF BOOKS $10.00

CARL CHOIR $15.00

CARL DRAMA §15.00

CARL EQUINE 510.00

CARL GENERAL DONATION 5200.00%

Choose your fee or fees

CARL GRADE 1 §25.00
CARL GRADE 1 OPTIONAL DONATION $200.00°
CARL GRADE 2 §25.00 .

CTRL-click and SHIFT-click for multiple

Select Calendars

2016 - CARL - REGI

2015 - CARL - REGULAR

2014 - CARL - REGULAR

2014 - CARL - SDAY ALL DAY
2014 - CARL - 3 DAY AM M WF
2014 - CARL - 3 DAY PM M, TTH
2014 - CARL - TRITa,Wp,THa
2014 - CARL - 3 DAY PM M, W,F
2014 - CARL - SDAY PM -

Select Students

() Ad Hoc Fitter

Select the tran sacﬁonw
@ AllFee Adjustments:

(2 voided Fee Adjustments

2) Uncollectible Fee Adjustments

Select fee adjustment date range.

Hto &

<Back | Mexi> | RunReport
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C.

Payments

Select Wizard Mode

7)) A=signments
i# Adjustmen;
@ Payments
(8 Surplus

) Refunds

") Deposits

Report to run
for deposits

= Back ” Mext = ” Run Report

CARL BATTLE OF BOOKS $10.00
CARL CHOIR $15.00

CARL DRAMA $15.00

CARL EQUINE 310.00

CARL GENERAL DONATION 5200.00*
CARL GRADE 1 $25.00

Select Carlson Elementary School Fees

SELECT ALL

CARL GRADE 1 OPTIONAL DONATION $207.00

CARL GRADE 2 $25.00

Select Calendars

2016 - CARL - REGULAR

2015 - CARL - REGULAR
2014 - CARL - REGULAR
2014 - CARL - 5 D&Y ALL DAY
2014 - CARL - 3 DAY AM MWF
2014 - CARL - 3 DAY PM M.TTH
2014 - CARL - TRITa,Wp,THa
2014 - CARL - 3 D&Y PM MWF
2014 - CARL - 5 DAY PM -

Select Students

CTRL-click and SHIFT-click for muttplc

o T
@ Grade All Students e

© AdHoc Fiter |

Select the transactions to report on.

@ an Payments (Excluding voids)
) Voided Fee Payments

Select fee pay e range
05142015 E| to 05/20/2015

Sort By
(Z) Payment Date

(") payment Amount

Always a Thursday

Always the following
Wednesday

ONLY

[ < Back " Mext > | Run Report
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7. How to Run Business Plus Reports

1. Tax Credit Contributions Report- to see all tax credit contributions made

A. OpenIFAS
B. Reports > Admin Assistant > Budget >Tax Credit Report
C. Enter the Start and End Date for donations
D. Fund =526
Budget Control = 3 Digit School Number
Course = % for ALL or 4 digit course code for specific activity or grade level
= = Tax Credit Report
.+,_ “ No Criteria; Select All
= % Date and Budget Control Selection

? Fund: 526

? Budget Control- 116

? Course: 6000

? Start Date 07/01/2015
? End Date 06/30/2016

E. Submit
F. Click on the PDF icon to make a printable report.
G. Click on the Printer icon to Print

To Export the Tax Credit Contributions Report to Excel:

F. Follow steps A-E above
G. Click on the second to last icon on the blue toolbar.

{Z Tax Credit Report - Windows Internet Explorer

M BX B4 TaxCreditReport

Frint
Fritit

= Chandler Unified School District #80
= o Export to Excel Tax Credit Rﬁpﬂl't

Bud Cntrl 133 CH| s ¥ e e 12mme 0o
H. Select Export from the drop down menu
I.  Click Excel
J.  The file will automatically generate in excel format.

2. Tax Credit Donation Lookup Report — to search for a specific donor

A. OpenIFAS

B. Reports > Admin Assistant > Budget>Tax Credit Donation Lookup

C. Enter the Start and End Date for donations

D. PE Name = donor’s last name in the following format %LASTNAME%
E. PEID=%

F. Submit
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G.

w

oo ® >

F.

=| = Tax Credit Donation Lookup
+ 2 No Criteria; Select All
=/ “ PE Name Selection
? Enter the Start Date:
? Enter the End Date:
? PE Name:
? PE ID:
| Submit

Click on the PDF icon to make a printable report.
Click on the Printer icon to Print

. Cash Fund Summary Report- to find Tax Credit balances

Open IFAS
Reports > Admin Assistant > Budget > School Cash Fund Summary Report
Enter the Start and End Date
Fund =526
Budget Control = 3 Digit School Number
Course = % for ALL or 4 digit course code for specific activity or grade level
Submit
=| = School Cash Fund Summary Report
+| 2 No Criteria; Select All
=| 2 Default School Cash Criteria
? Enter the Start Date:
? Enter the Last Months End Date:
? Enter the Default Ledger:
? Enter the value for FUND:
? Enter the value for Course:
? Enter the value for Budget Control Number

Submit

Click on the PDF icon to make a printable report.

G. Click on the Printer icon to Print

07,/01,/2015
06/30/2016
HLASTNAMER

o
o

o7/01/z2015 |
06/30/2016 |
GL n
526

6000

116
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Appendix 1: Request for Financial Assistance Form

REQUEST FOR FINANCIAL ASSISTANCE
FOR EXTRACURRRICULAR ACTIVITES

STUDENT MNAME: SCHOOL:

HOME ADDEESS:

FPHOME # ATUDENT IDHE
FPARENT/GUARDIAN MNANME: OCCUPATION
ENMPLOYEE: WORK PHOMNE:

REQUEST INFORMATION

Extracurricular activity(s) you are requesting assistance for:

Please explain why the fee should be waived or reduced:

Parent/Guardian Sighature: Date:

TO BE COMPLETED BY SITE/DISTRICT ADMINISTRATIO
FEE SCHEDULE:

Amount of fees) to be waived:

Arnount paid:

Balance due
TOTAL ALIOUNT TO BE PAID:

Site/Disirict Approval: Date:
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Appendix 2: ECA Fee/Tax Credit Contribution Form
Chandler Unified School District

Extracurricular Activity Fee / Tax Credit Contribiution Faorm
Com glete this form and melum the completed fom with your contibution do:
Chandler Unified School District
Cr0 Tax Credits
1525 W Frye Road
Chandler, AZ 835225

Cortributor Infor mation

First Name LastHame

hailing Address

City State ZIF Fhone

methiod of Payment

If you would like to make a tax credit contribution O Cash O Check O Money Order
using & credit card, debit card or e-check, please Payable to-

make your contribution on the Infinite Campus Parent Chandler U.nified School District

Fartal.

Total Contribution Amount: 5

To contribute anline navigate to:
hitps-campus. cnzd 80, com/campus, portal chandler jzp

Contribti on Designation

O Please dire et my contribution as needed.

O Plzase direct my contributionto sup port the folleving = p ecific extracarricular adirities at v our School Hame:

5 General Education ¥ String= 5 5% Grade Space Center
5 Fres chool b Art Club 5 5" Grade Science Camp
F Kindergarten i LramaClub F 5" Grade Renaiss ance Festval
b 17 Grade b Feading Club b 5" Grade Biosphere Trip
F 2 Grade b Robotics Club F Other:

b 3™ Frade b 5 afety P atrol b Other:

F 4 Grade b Seanrice Club F Other:

F 5" Grade i Stude nt Council F Other:

b 5" Grade b Technology Club b Other:
F Spedal Education b “earbook Club
b} General busic b 3™ Grade Kartchner Cawverns
F Band b G Grade Grand Canyon
F Choir F 5" Grade Space Center
b Orchestra b 5" Grade Sonoranbesert Trip

If applizable, pleas e s pedfy which student(s)the contributiors abowe will beneft:

Activity/ Grade Lewdd Student First Hame Student Last Hame

For Chandler Unifie

Receaiwed By: Total Received: § Date:

Thizs corbibution iz eligible forthe Arizon 3 Stabe imcom etar cred? 25 ahowed by ARS § 3102004, Upto F200p0erimdividual amd woto F5008r s 2med
couales fingioiriy can he alain ed or person S incom e tanes. Anofciz! eoeidt il he & Filed to the addresspmvided by Jdar 3. Comabutions 3m
ror-efunda e by the Chandler United Schoo! Distict. Please consult with yourta: advisorto detem ine the application ofthe credit.
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Appendix 3: ECA Fee Refund Form
EXTRACURRICULAR ACTIVITY FEE REFUND FORM

mtudent’ s Marme;

Parents” Mamef s):

Address

Telephotie:

Feason for Eefund:

Total Charge

Amount Paid

Form of Original Payment:

5
5

O Cash, checlz or money order (Refundwill heissued through AccountsPayable)
O Credit, debit card ot e-checls (Refundwill be issued electronically)

Tatal Refund $

Account Code

Achool
Employee Signature Diate
Principal’ s Signature Diate

Forward the conpleted form with student’s Payment History from Infinite Campus to:
o Accounts Payahle for cash, check or money order refunds.

o Lisa Knox

for credit, debit card or e-check refunds.
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Appendix 4: Cash Collection Form

CASH COLLECTION REPORT

STUDENT ACTIVITY AUXILIARY DISTRICT SERVICES
SCHOOL DATE
ACCOUNT NAME ACCOUNT CODE
EVENT/SOURCE OF FUNDS
CLUB SPONSOR
INVENTORY SALES
BEGNNNG |  ENDING SALES AMOUNT
DESCRIPTIONOF TEMSOLD | INVENTORY | INVENTORy | QUANTITY | SELLING | %7y soipx
5 i PRICE)

QUANTITY QUANTITY

Total Sales

DATE

INVENTORY VERIFIED BY:
SPONSOR SIGNATURE

OTHER REVENUE

DESCRIPTION AMOUNT
Tax Credit
All-Day Kindergarien
Preschool
Kids Express
Summer School
Lost Textbooks | Lost Library Books (circle one)
Instrument Rental
Cther:
Total Other Revenue
CHANGE FUND CASHICHECKS Reconciliation
DENOMINATION ISSUED RETURNED | Total Deposit (A} ;
Checks
100.00 Total Sales ! Other Revenue (B) &
50.00 . )
70,00 Cash Overage | (Shortage) (A)-(B) 5
15D.E|:I§ Reaszon for Overage | (Shortage):
200
100
k)]
%g Sponzar | Other Depositor Date
5 Club Officer Date
M Mote: Two counts [ two signatures required whan making
TC'TALBI Student Activities deposis.
LESS CHANGE FUND ISSUED i ]
TOTAL DEPOSIT (&)
CHANGE FUND [SSUED TO: DEPOSIT RECENED BY:
DATE BOOKSTORE MANAGER ! DESIGNEE DATE

CLUB OFFICER | SPONSOR SIGNATURE
CHANGE FUND AND CASH COLLECTION VERIFIED BY:

BODKSTORE MANAGER / DESIGNEE SIGNATURE DATE

COPY 1-ACCOUNTING COPY 2-BO0KSTORE | FRONT OFFICE  COPY 3-CLUB/ DEPOSITOR COPY 4-BOOKSTORE CHANGE RECEIFT
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