PARENT COUNCIL TOOL KIT – RESOURCE LIBRARY

[bookmark: _GoBack]Cheque Request/Disbursement Procedures

All disbursements are made by check; never in cash. All disbursements must correspond with a line item in the approved budget.  Additionally, receipts must support all disbursements.  Only original receipts should be used.  (Credit Card receipts are not sufficient; an itemized receipt is necessary for purchase to be reimbursed). There must be a paper trail to support all transactions so that the yearly financial review can be done properly AND to support any potential review by the school board.  
All requests for disbursement must be made using the council Cheque Requisition Form which can be obtained at the school’s Main Office.  Please use the guidelines below when completing the form and leave completed forms in the council mailbox for pick up by the parent council treasurer.
· Date:  The date the request is submitted
· Payable to:  The name of the person or company to whom the check is made payable.
· Address:  The address of the person or company whom the check is made payable.
· Amount $:  Dollar amount of the check
· Explanation:  Give detailed descriptions of expenditures (i.e. “Decorations, drinks & prizes for International Night”).  Also, if there are more items than will fit in the space provided simply write “See Attached Detail” and itemize all expenses. 
· Expense and Department:  Name of the approved budget line item account that the disbursement is to be charged to (i.e. Programs/Events, Fundraising, etc.)
· Invoice Amount:  Amount to be charged for each budget line item.  You can consolidate receipts from multiple events into one check request as long as everything is totalled by budget line.
· Check requested by:  Name of person requesting cheque
· Special Instructions/Disposition of check:  Indicate what should happen to check after it is written.  If it is to be sent to an outside vendor, please include mailing address & 2 copies of contract or invoice with check request so that one copy can be forwarded to vendor w/ the check and one copy can stay with our records.  Internal requests from parents & staff will be delivered via school mailbox or through a coordinated delivery effort.
· Authorized by:  signature of council members approving the disbursement usually chair, co-chair or treasurer.  Staff requests will be approved by council prior to disbursement and can be submitted to the Council mailbox with these fields left blank.
· Issued by:  School office administrator and parent council treasurer. 

Regular disbursements are made but depend mostly on parent council activity. Although not always possible, please do your best to avoid any RUSH requests.  Any requests needing approval and payment within 2 weeks, should be followed up with an email to the treasurer.
