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START-UP FUNDS

Secretary must cut a check for startup
funds for any activity.

Startup funds must be given to the
sponsor in cash and accurately
accounted for.

Signatures on the check request
form indicates that all parties agree with
amount received.
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START-UP FUNDS

Start Up Funds must be deposited
separately from the gate or concession
money and timely, within 2 business days
of the activity.

Secretary should code the funds
according to where they were originally
deducted.

Note each activity using petty cash should
have two separate deposits.
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Stale Dated Checks

G | year holding period***
DO NOT VOID CHECKS JUST TO REMOVE THEM FROM THE OUTSTANDING CHECK LIST!
Checks will be voided and re-issued to Unclaimed Property for any checks where a payee does not
process within a year.
e  Stale dated letters must be sent out to the payee once the check has been on the outstanding list for 6
months from the issue date of the check.
*  Outstanding check list needs to indicate when stale dated letters are sent out and on year end
outstanding check listing.
*  Proper procedures for re-issuing a stale dated check to the payee.
* Payee must read and sign a Stale Date Check letter and return to the secretary/bookkeeper
*  Write void on the original check (if available)
* Make a copy of the check request form and receipts/invoices attached
* Void the check in EPES
e Process a new check and write the new check number, date, an amount of check on the check
request form.
* A charge of $35.00 will be assessed by Capital One for all stop payments.
* The $35.00 charge can be deducted before issuing a new check if the recipient lost the check.
* The $35.00 charge can impact the amount that is issued to individuals for lost checks.



Voided Checks

e Voided Checks

e Isthe check defaced with the word
"VOID"?

e I[sthe signature blank removed?

e Isthe check properly voided in the
system?

You may not use a check if it has been voided
in the system. Even if your check appears
unused you must VOID that check and issue a
new check number to the vendor. Once a
check number has been uploaded to the bank
it becomes a used check.
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Donor Form

All monetary donations must be supported in
writing using SAF13.

This support must be attached to the school
deposit receipt. The account sponsor should
also maintain a copy of the donation letter.

Donations with a specified purpose can only be
used for the stated purpose.

The Principal must be notified of all donations
received, monetary and nonmonetary.

All property donated or purchased with
school funds is the property of the East Baton
Rouge Parish School System.

This includes Donors Choose. Property

will remain at the site of donation.

EAST BATON ROUGE PARISH SCHOOL SYSTEM m

Donor Receipt Letter (SAF 13)

School Name

Address

Phone

Date

Donor Name

Donor Address

RE: Donation
Dear Donor,

On behalf of

(School Name)
of the East Baton Rouge Parish School District, | would like to thank you for your generous donation of

T T Description of Property)
No goods or services ere provided in exchange for this contribution.
Charitable contributions to governmental units are tax deductible under section 170(c)(1) of the Intemal
Revenue Code if made for a public purpose. Please consult with your tax advisor for more information.

Sincerely,

Principal’'s Signature




SCHOOL ACCOUNTING STAFF

Rhondalyn Williams, Internal Auditor
225-922-5601

rwilliams36 @ebrschools.org

Mirza Nunez, School Accounts Auditor
225-922-5539

mnunez2@ebrschools.org

Lenesius Kinnon, School Accounts Auditor
225-922-5549

lkinnon@ebrschools.org

Emily Bognar, School Accounts Specialist
225-922-5562

earceneaux@ebrschools.org
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