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AGENDA FOR DLT

▸ Business Procedure Manual
▸ Fundraising and Sponsor Responsibilities 
▸ Budget Process for FY 24
▸ Questions?



Business Procedure Manual

Currently Located on Finance Page

CLICK HERE



Business Procedure Manual

CLICK HERE



Highlights

Future Update 



Cash Management



Employee/Student Travel

A Complete Update 

Coming Soon



Fundraising and Sponsor 
Responsibilities

▸ Required Sponsor Forms at the 
beginning of the year
▹ SAF - 109 - Conflict of Interest
▹ SAF - 110 - Responsibilities of Faculty 

Sponsors of Student Groups
▹ SAF - 111 - Club Authorization



Fundraising and Sponsor 
Responsibilities

▸ No fundraising or disbursement of 
funds can begin until these forms are 
completed, signed, and turned into 
accounting



Fundraising and Sponsor 
Responsibilities

▸ Official Receipt Books issued to each 
sponsor
▹ All $$$ collected must be receipted
▹ Funds must be turned in Daily to 

secretary/bookkeeper



Fundraising and Sponsor 
Responsibilities

▸ Purchases with non-deposited cash are 
strictly prohibited.
▹ Recent examples of $14K and $2500 

of undeposited funds



Fundraising and Sponsor 
Responsibilities

▸ Before any fundraiser can being the 
SAF-106 “Fundraiser Permission 
Request” should be completed, 
approved by principal, sent to Kim 
Mannke for final approval



Fundraising and Sponsor 
Responsibilities

▸ To close fundraiser, SAF-107 
“Fundraising financial recap” within 10 
days of fundraiser close.



Fundraising and Sponsor 
Responsibilities

▸ Other Recent Issues:
▹ 865 Student Activity - T-Shirts from 

unapproved vendor and without 
prior student organization approval.



FY24 Budget Process

▸ Plan early and work your plan
▸ Use your federal funds to extend local 

dollars
▸ Follow the same process at FY23
▸ Beginning after spring break 
▸ Jennifer Hinds and CFO will guide
▸ We need to evaluate every dollar spent
▸ Questions?



Thank You for Being a 
Part of the Financial 

Health of AISD!


