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MISSION STATEMENT 

 
Jackson Public Schools, an innovative, urban district committed to excellence, will 

provide every student with a quality education in partnership with parents and the 

community. 

 

 

 

 

 

District Goals 

 
1. Increase 
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Definition 

GENERAL INFORMATION 

 

School activity funds are all school employees receive as part of their official duties. 
 

Certain activity funds are considered public funds. Disbursement of these funds is subject to bid 
requirements, and other public purchasing guidelines as established by law are: 

 

Formal Bids: 

 
Purchase transactions costing over $50,000.00, as prescribed by law, may be made only after 



D. Repairs to Equipment – Repairs to equipment are exempt from bid requirements, provided that 
invoices identifying the equipment, specific repairs made, parts identified by number and 
name, and supplies used in such repairs and the number of hours of labor and costs therefore 
shall be required for the payment for such repairs. 

E. Single Source Items – There exists some items which are termed “Noncompetitive” items, 
which are peculiar to a particular function and which are available from only one source of 
supply (Example: some published materials used in the instructional program). The law 
provides that such items may be purchased from the single source vendor, provided that the 
price paid does not exceed the vendor’s published price. All single source items must be 
presented to the Board for approval prior to purchase. All single source items must be presented 
to the Board for approval prior to the purchase of such items. This section of the law should 
not be abused for expediency. A detailed record of all
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Source of Funds 

1. Concessions 

2. Exhibitions (stage productions, etc.) 

3. Publications 

4. School Supply Store 

5. General Student Body Projects 

6. Fund raising projects by groups within the student body which have 
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Prohibited Expenditures 

 Equipment, furniture, draperies, supplies, printed forms, and postage for instructional or school 

business 

 Repair or maintenance of school-owned equipment other than equipment purchased with 

activity funds 

 Professional books and magazines and memberships in professional organizations other than 

those relating to approved pupil activities 

 Custodial supplies and equipment 

 Salaries or salary supplements for services 

 Plant improvements from general school activity funds 

 Flowers and plants from general school activity funds – other than for student body activities 

 Articles for the personal use of school employees or other persons 

 Merchandising accommodations, loans, and credit to school employees and other persons 

 Contributions to fund-raising drives from general school activity funds 

 Any expenditure not in accordance with board rules 

 Any expenditure by any fund that is in excess of that fund’s account balance 

 Christmas Cards 

 Cash Awards to students 

 PTSA reimbursements are not allowed 

 Gift Cards to students 

 Payment to District Employees 
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RECORDS AND ACCOUNTS INFORMATION 

 

BANK ACCOUNT 

 
1. The district shall maintain one interest bearing checking account for each school in a 

local bank titled, “(Name of School) Activities Fund,” into which all receipts are 
deposited. 

2. All accounts shall be active and serving an immediate purpose. When the purpose of the 
account no longer exists, the account shall be terminated. 

3. Investments (C.D.’s or savings accounts) shall only be made in Federally Insured 
Institutions. The Office of Finance and Operations shall handle all purchases and 
sales of investments. 

4. No loans are to be made. 

5. The Office of Finance and Operations shall reconcile the bank accounts monthly. 

 

 
PETTY CASH 

 
1. A petty cash fund may be set up in each school annually by cashing a check 

drawn on the activity bank account: 
 

 
Senior High Schools $500.00 

Middle Schools $500.00 

Elementary Schools $300.00 

JROTC $250.00 
 

2. Disbursements from petty cash must necessarily be small except in rare 
cases when checks are practicable. 

3. Receipted invoices or other evidence of payment must be retained for all 
purchases made from this fund, documenting that the expenditures have 
been approved by the principal or other authorized person. 

4. When the unexpended portion of this fund becomes low, the fund should 
be reimbursed by submitting a petty cash voucher to the Office of 
Finance and Operations for the total amount necessary to restore it to the 
original level. Original invoices must be attached to the voucher along 
with the petty cash receipt voucher. (See Exhibit 12) 

5 The reimbursement check will be charged to the appropriate accounts for 
which expenditures from petty cash were made. 
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PROCEDURES FOR HANDLING PETTY CASH 

A. 
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1. Principals and school office managers can access their school’s account balances on- 
line by using school computer terminals. 

2. Sponsors must have access to the balance in their activity’s account. 

 

 

 

 

 
Filing 

1. When possible, keep in one place all books and records pertaining to school activity 
transactions. 

2. The following records should be adequately identified and kept available for ready reference 
for at least three years. 

a. Teacher receipt books, school office manager’s receipt book, deposit vouchers, and 
duplicate deposit slips. 

b. Check request and petty cash vouchers. 

c. Authorizations and other documents. 

d. Check request and petty cash vouchers, invoices, deposit vouchers, duplicate deposit slips, 
bank statements, and canceled checks shall be kept on file in the Office of Finance and 
Operations. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MISCELLANEOUS INFORMATION 
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Inactive Account 

Any activity fund that becomes dormant and inactive may have its surplus if any transferred to 
another activity fund upon approval of the Executive Director of Busines Services. 

 
Pre-numbered Tickets 

Pre-numbered tickets shall be used at a local school event where a fee charged for admission. All 
tickets are to be accounted for in a manner prescribed by the State Auditor’s Office. (See Exhibit 
8 – School Event Receipt Form on Page 37). 

 
Company Contracts 

Any arrangement between a local school and a company supplying merchandise, such as school 
pictures or cap and gowns shall be by written contract and signed by the principal and company 
representative (approved by the local school board) and on file available for public review in the 
principal’s office. The contract shall include all provisions of the arrangement, including any 
rebate or commission to the school. Any rebate or commission provision in a contract shall be 
fully disclosed in the school board minutes and to any prospective purchasers of the merchandise. 
Persons who purchase merchandise shall pay the company directly. 
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Section I: Activity Funds Defined 
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The Office of Finance and Operations shall prepare activity fund bank reconciliation. 

Section VII: Board Review 

Activity funds are included in the budget process and the financial records of the school district 
and thus are subject to the same level of management oversight and audit review as all other school 
district funds. The school district activity fund report shall be reviewed and approved monthly by 
the Board of Trustees and shall be acknowledged in the board’s official minutes. 

 
Section VIII: Miscellaneous 
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No money except Petty Cash shall be left in the school overnight, whether in classrooms or in the 
principal’s office. A daily deposit is necessary. A bank night depository shall be utilized on all 
occasions where the deposit cannot be made during regular banking hours. 

 
Section II: Night Depository Procedures 

Principals will establish bank night depositories as follows: 

1. Principals must fill out a signature card at the branch bank normally used for school business. 
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All monies collected at the individual schools shall be handled in accordance with proper 
accounting procedures established by the Jackson Public School District Board of Trustees. (DJ) 
All money transactions shall be recorded on the proper receipts. 

 
Source: Jackson Public School District, Jackson, Mississippi 

 
Date: December 18, 1978 

 
Amended: October 27, 1986 

October 16, 1989 

      April 18, 2023 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

GACF 
JDF 

COLLECTIONS AND SOLICITATIONS 
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No individual or group of individuals shall be permitted to solicit from employees or students 
during working hours unless the superintendent makes an exception.
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ADOPT A SCHOOL 1162 610 

ANNUAL YEARBOOK 1163 610/660 

APPLIED ECONOMICS CLOSE UP 1164 610 

ART 1165 610 

ATHLETICS 1166 610/810 

ACADEMICS/SECONDARY 1167 610 

BASEBALL 1168 510/610/730 

BASKETBALL BOYS 1169 510/610/730 

BASKETBALL GIRLS 1170 510/610/730 

BOOKSTORE SUPPLIES 1171 610 

ATHLETIC BANQUETS 1174 610 

CLASS DAY/HONORS/AWARDS 1180 610 

DANCE 1182 610 

DONATIONS/SPECIAL PROGRAMS 1183 610 

DRAMA 
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TRANSCRIPTS 1261 610 

TEXTBOOK FINES 1262 610 

TRACK 1264 510/610/730 

TRANSPORTATION FIELD TRIPS 1265 510 

TRAVEL FUND 1266 610 

SOFTBALL 1267 610 

GIRLS TRACK TEAM 1268 610 

VISUAL ARTS 1270 610 

WEIGHTLIFTING 1272 510/610/730 

WORKBOOKS PERIODICALS 1275 650/651 

CDC GENERAL 1276 510/610 

SPECIAL ACTIVITY AGENCY 7320 N/A 

BAND 7321 510/610 

CHEERLEADERS 7323 610/810 

CHESS CLUB 7324 610/810 

CHORAL MUSIC 7325 510/610 

DECA 7328 610/810 

DRILL TEAM 7329 610/810 

EIGHTH GRADE 7330 610 

EXPLORERS CLUB 7331 610 

FASHION CLUB 7332 610 

FBLA 7333 610/810 

FHA/HOME ECONOMICS 7334 610/810 

FLAG GIRLS 7335 610 

FOREIGN LANGUAGE 7336 610 
SEVENTH GRADE 7337 510/610/810 

FRENCH CLUB 7338 610 

FUTURE TEACHERS OF AMERICA 7339 610 

JETS 7340 610/810 

JROTC 7341 610 

INTERACT 7342 610 

JUNIOR CLASS 7343 510/610 

JCL 7344 610/810 

JUNIOR HISTORICAL SOCIETY 7345 610/810 

PROM 7346 610/612 

LIBRARY CLUB 7347 610 

KEY CLUB 7348 610 

MATH CLUB 7349 610 

MU ALPHA THETA 7350 610/810 

NATIONAL HELPERS 
CLUB 

7351 610/810 

NATIONAL HONOR SOCIETY 7352 610/810 

NINTH GRADE 7353 610 

PEP SQUAD 7354 610/810 

SADD 7355 610 

SAFETY PROGRAMS 7356 610 

SCHOLARSHIP 7357 610 
SENIOR CLASS 7358 610 
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323 Online Subscription 

430 Repairs and Services 

441 Rental of Building 

442 Rental of Equipment 

443 Other Rental 

450 Playground Equipment/School Signs 

510 Student Transportation 

524 Notary Bond 

531 Postage 

550 Printing and Binding (by Outside Vendors) 

580 Travel Expense (Reimbursements) 

590 Miscellaneous Purchased Services 

610 Supplies & Materials 

612 Refreshments/Food 

653 Library Books 

651 Periodicals 

660 Resale 

730 Additional Furniture & Equipment 

730 Replacement of Furniture & Equipment 

735 Printers/Computers/Camcorders 

740 Items with Unit Price Under $500.00 

810 Dues & Fees 

890 Donation to Vendor 
 

 

 

 

 

 

Exhibit 5 - School Codes (Operating Unit) 

2 APAC/Academic 51 Lester 

3 APAC/Performing Arts 52 Northwest 
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4 Davis Magnet 53 Marshall 

6 Bailey Middle APAC 55 Kirksey 

7 Baker 56 McLeod 

8 Barr 57 McWillie 

10 Blackburn 58 North Jackson 

11 Boyd 60 Murrah 

14 Brinkley 61 Oak Forest 

16 Brown 62 Peeples 

18 Callaway 63 Poindexter 

20 Casey 65 Powell 

23 Chastain 
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JACKSON PUBLIC SCHOOL DISTRICT 

SCHOOL ACTIVITIES FUND 

OFFICE OF THE PRINCIPAL NO 44387 
 

RECEIVED FROM   

RECEIPTED FROM    

 

AMOUNT   

PURPOSE   

$  [ ] CASH $ [ ] CHECK #   

BUDGET ACCOUNT     

DATE  / /  RECEIVED BY   

 

 

 

 
 

 

 

 

Exhibit 7 – Activity Fund Teacher Receipt 
 

 

 

 
 

 

 

JACKSON PUBLIC SCHOOL DISTRICT 

SCHOOL ACTIVITIES FUND 
TEACHER RECEIPT BOOK NO 325797 

 

RECEIVED FROM   

RECEIPTED FROM    

 

AMOUNT   

PURPOSE   

$  [ ] CASH $ [ ] CHECK #   

BUDGET ACCOUNT     

DATE  / /  RECEIVED BY   

 

 
 

 

 

 

 

 

 

 

Exhibit 8 – School Event Receipt Form 

School   

 

 
Date 
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Event 

 
Change Cash 

Amount delivered $ 

 
Ticket Accounting 

 

 

Pre-numbered Tickets 
 

Reserved 
 

General 
Admission 

 

Adults 
 

Students 

 From To From To From To From To 
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Jackson Public School District 

School Activity Funds 

CHECK REQUEST VOUCHER 

 

School Name  Principal’s Approval   
 

School Number   Date Approved   
 

I have reviewed the attached invoices and believe this school activity fund expenditure is in 

accordance with the Activities Fund Manual, and Jackson Public School District Board policy 

DJ/JFA. Therefore, please issue a check in the amount of $  payable to: 

 

Payee’s Name:   
 

Social Security Number of Employee:   
 

Payee’s Remittance Address:   
 

 
 

Check is to be: Mailed Pony Delivered 

 

Activity sponsor’s description of items/services purchased: 
 

 
 

Activity Sponsor’s Signature  Date   
 

Club/Activity   

 
Fund GLC Function PROG Object Operating 

Unit 

Name of Activity Amount 

 900 1920 000    $ 

 900 1920 000     

 900 1920 000     
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Exhibit 11 ñ PETTY CASH VOUCHER Voucher 

0010 

Jackson Public School District 

School Activity Funds 

PETTY CASH VOUCHER 

 

School Name  Principal’s Approval   
 

I have reviewed the attached invoices and believe this school activity fund expenditure is in 

accordance with the Activities Fund manual, and Jackson Public School District Board policy 

DJ/JFA. Therefore, please issue a check in the amount of $  payable to my school 

activity fund, for the purpose of replenishing the petty cash fund. 

 

Summary of attached invoices: 
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Exhibit 12 – PETTY CASH REQUEST AND RECEIPT VOUCHERS 

 

 

REQUEST 
 

 

 

 

 

RECEIPT 
 

REQUEST FOR PETTY CASH 
 

NAME  DATE   
 

I REQUIRE $ TO BE USED FOR THE FOLLOWING SCHOOL EXPENSES: 

 
 
 

 
SIGNATURE:   

 
PETTY CASH RECEIPT VOUCHER 

DATE:   

AMOUNT:   

DESCRIPTION:   

 

FUND:   

PURCHASED BY:    
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Exhibit 13 JACKSON PUBLIC SCHOOLS REQUISITION WORKSHEET 

 

Activity Fund 
 

Office Manager   Principal Signature   
 

SCHOOL’S NAME:   DATE:   
 

VENDOR NAME:   PHONE NUMBER:   
 

ADDRESS:   CITY, STATE, ZIP:   
 

Vendor in Marathon  Yes  No If not, please complete Request to Add Vendor form 

 

FUND GLC FUNCTION PGM OBJECT UNIT AMOUNT  

 900 1920 000    
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Exhibit 14 — FUND RAISING PROPOSAL 

 

 

JACKSON PUBLIC SCHOOL DISTRICT 

School Activity Funds 

Fund Raising Proposal 

 

 

School   Date   
 

Name of Activity or Club    
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Exhibit 15 ñ FUND RAISER REPORT 

 
 

School  Date  

Name of Fundraising Event    

Selling Price per Unit: $   Cost Per Unit: $   
 
 
 

 

 
Name of Person Selling Items 

Number of 
Units Issued 

to Person 
Selling 
Items 

Number of 
Unsold Units 
Turned in by 

Person 
Selling Items 

Money 
Turned in to 
Sponsor by 

Person 
Selling Items 

Number of 
Units Not 
Accounted 
for by Person 
Selling Items 

   $  
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Section 37-7-301(s), Mississippi Code Ann. 1972, empowers local school boards to: 
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Questions and answers about school activity funds from Technicalities, a monthly publication of 

the office of the State Auditor. 

 

Bullet in
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 No, we do not know of any authority to pay cash awards. 

1991-06 Must district funds including general activity funds be donated to an outside organization or to 

a college scholarship funds? 
 No, there is no authority to donate public funds 

1991-06 May a club fund such as the National Honor Society use its money to have a party for its 
members? 

 Yes 

1991-04 Must an outside organization, such 
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PTA and Booster Club 

 Sponsored activities or fundraisers are not a part of the school’s activity fund. Members 

and officers of these organizations are to collect these funds.

 

Check Process/Payment Request 

The DEADLINE for submitting documentation to Activity Funds to process checks for the 

following Tuesday is every Thursday by 5:00PM. Please make sure all documents are properly 

completed. 

Please verify that all paperwork submitted to the Office of Finance and Operations for processing, 

for example, check requests, requisition worksheets, petty cash vouchers, and deposit vouchers are 

completed correctly. Do not forget to transfer your funds to the appropriate object code and check 

balances for cash availability in accounts. If information is not correct, the appropriate request 

will be returned to the school and will delay processing. 

Reminder: Sponsors must sign all check requests along with principal before check can be 
processed. 

Purchases: Please remember that all purchases for fund numbers 1150-1299 are processed 

through Activity Fund and not Remote Link. Office Managers will not be able to use the 

Marathon’s remote link to enter purchases in order to obtain a purchase order. Jackson Public 

School will not be responsible in any manner for goods delivered or work performed where 

a purchase order has not been issued. The process includes the following: 

1) Complete a requisition worksheet with proper signatures and fund number. Make sure 

appropriate transfers have been requested. 

2) Follow the purchasing guidelines established by the Purchasing Department in 

regards to information needed on requisition in order for requisition to be processed 

and upgraded to a purchase order. 

3) Verify the vendor is in Marathon’s database and if not, 
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Petty Cash: 

 Petty cash is a cash fund maintained by the school to help handle emergencies between 

check writings. Please remember, petty cash can only be used for any expenditure that 

Activity Fund money would normally be used for and not administrative expenses, such 

as postage. Before funds are to be given to any sponsor, please verify the fund/club has 

the money in account to accommodate the expense in order for petty cash to be 

reimbursed. If petty cash is used, original receipts must be turned in on a weekly 

basis.

Warehouse Charges 

 ALL office supplies are prohibited for purchasing through Activity Funds. Do not order 

these items from the District’s Warehouse Department. For example, copier paper, paper 

clips, pens, calendars, files folders, other general supplies. Please be advised that Activity 

Fund monies are for students and items that directly impact the students.

PTA and Booster Club 

 Sponsored activities or fundraisers are not a part of the school’s activity fund. Members 

and officers of these organizations are to collect these funds.

 

School
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2015-2016 Updates 
 

The Activity Fund Accountants need your requisition worksheets or check requests in a 

timely manner in order to process the appropriate request. 

Please remember to verify that all paperwork submitted to the Office of Finance and Operations 
for processing, for example, check requests, requisition worksheet, petty cash vouchers, and 
deposit vouchers are completed correctly. Do not forget to transfer your funds to the appropriate 
object code and check balances for cash availability in accounts. If information is not correct, the 
appropriate request will be returned to the school and will delay processing. 

 
Principals and office managers are the only school officials allowed to pick up checks. NO 
EXCEPTIONS. 

Please remember to fill out all requisition worksheets, check request and petty cash forms 
completely. 

Jackson Public School will not be responsible in any manner for goods delivered or work 
performed where a purchase order has not been issued. 

 

PURCHASE ORDERS 
 

Items cannot be added to an existing purchase order. DO NOT call vendor to add more items to 

purchase orders after a purchase order number has been assigned. Please advise staff that if items 

are ordered from vendors without valid purchase orders they may become personally liable for 

any outstanding balance. 

 

The District does not accept BACKORDERS on purchase orders. Please review or ask 

individuals responsible for verifying items received to make sure ALL items ordered have been 

shipped. If packing list indicates that certain items are on backorder, immediately notify the 

vendor and cancel the remaining shipment/order. If school still wants items not shipped, another 

requisition worksheet MUST be completed for remaining items to be ordered with another 

purchase order. 

 

SIGNATURES 
 

Original signatures are required for principals and sponsors on all requests if applicable. 

Stamped signatures are not ALLOWED. Office Managers must sign all requisitions submitted 

to Activity Funds. 

 
 

REQUISITION WORKSHEETS 
 

Please attach the completed order form to the requisition worksheet to generate a purchase order. 

Make copies of the order form that should be sent to vendors. If completing an order form on 

line, print it out, attach to worksheet, and submit to Activity Fund Accountants. Please do not 

submit order on line. 



44  

CHECK REQUESTS 
 

Attach the original and also a copy of all documentation to check requests for payments to 

vendors. For example, registration forms and etc. 

 

Also, when purchasing tangible items from club accounts (#7320-#7399), a purchase order is 

REQUIRED. For example, T-Shirts, cups,REQUIRED
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TRANSFERS 

Transfers between object codes (example: 610 to 510) must be emailed to the Budget 

Department and approved by the Accounting Department (make sure to cc your Activity Fund 

Accountant on the e-mail). Transfers should be completed before request is submitted to 

activity funds. The purpose of the transfer should be given before the transfer can be approved. 

 

PETTY CASH 
 

Petty cash is a cash fund maintained by the school to help handle emergencies between check 

writings. Please remember, petty cash can only be used for any expenditure that Activity Fund 

money would normally be used for and not administrative expenses, such as postage. Before 

funds are to be given to any sponsor, please verify the fund/club has the money in account to 

accommodate the expense in order for petty cash to be reimbursed. 

 

 
RECEIPTS 

All monies received from students must be receipted in a Jackson Public Schools Activity Fund 

receipt book. 

 

All money collected by sponsors should be turned in daily. The Office Manager cannot hold 

money for sponsors/teachers. Receipts are to be written to the individual from whom money is 

received. The receipts from the sponsor and money should always agree before a receipt is 

written. 

 
MISPLACED/LOST CHECKS 

The District will stop payment of check and reissue check fifteen business days from the date of 
check for lost or misplaced checks. 

 
 

YEARBOOKS 

Reminder: NO partial payments on yearbooks! Yearbook purchases MUST be submitted on 
a requisition worksheet instead of a check request. All funds MUST be available in order to 
make purchase. 

 

Additional orders cannot be added to any purchase orders especially yearbook orders. If 

more books are needed, please process another requisition worksheet to obtain a new 

purchase order for second order. 
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2014-2015 Updates/Reminders 

 
Please remember to verify that all paperwork submitted to the Office of Finance and Operations 
for processing, for example, check requests, requisition worksheet, petty cash vouchers, and 
deposit vouchers are completed correctly. Do not forget to transfer your funds to the appropriate 
object 
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Transfers between object codes (example: 610 to 510) must be emailed to the Budget 

Department and approved by the Accounting Department. Transfers should be completed 

before request is submitted to activity funds. 

DEPOSITS 

Receipt log must be attached to all deposit vouchers. 

 

Deposits must be made daily by the Principal. Office Managers must add their receipts to be 

sure all funds receipted are deposited. All deposit slips must be validated by the bank. 

 

DO NOT rollover dates on monthly deposits (Example: June 1st to July 3rd all deposits for 

June 1st to June 30th should be on a deposit voucher and July should be on a separate 

deposit voucher). 

 
 

All deposits should be turned in by the end of each month NO EXCEPTIONS 
 

KROGERS 
 

Make sure your receipts along with your 
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2013-2014 Reminders/Updates 
 

 

Kroger/Terry Road Purchases 
 

Reminder: Activity Fund must have the original cash register receipt, signed proof of 

delivery, and the invoice in order to process Kroger payments. Effective July 1, 2013, the 

requisition worksheets for Kroger must detail the type of event for the school activity along 

with a food and supply list with the cost estimate. 

 
 

Junior League/Education Foundation Trust (EFT) 
 

Just a reminder that all requisitions for EFT fund #1212-900-1920-000-XXX-XXX must be 

submitted to Mrs. Rebecca Starling in order for a purchase order to be processed. 

 
 

Board Order Funds 
 

 

2013
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2012-2013 Reminders/Updates 
 

Kroger/Terry 
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2009-2010 Updates 

Deposits 
Please remember all receipts must be accounted for on a daily basis. Write office receipt numbers 
on all deposit slips. The office receipts must equal the amount on deposit slips. Receipt logs 
must be submitted weekly, by pony or email, only if deposits have been made. 

Do not alter receipts once written. If mistakes are made, void that receipt and rewrite another 
one. If receipts are skipped accidentally, please void receipts and send originals along with deposit 
voucher to the Office of Finance and Operations. All original void receipts must be sent to Finance 
along with the deposit voucher. 

If the advance placement courses are offered at your respective school and payment fees are 
required to take the exam, the fees should be receipted to fund number 1207-800-
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2008-2009 Updates 

Requisition Worksheet/Check Request 
Office Managers must review and sign all requests for purchase orders and check requests. Please 
verify funds are available and have been transferred, if appropriate. 

Purchase Orders 
Items cannot be added to an existing purchase order. Do not call vendor to add more items to 
purchase orders after a purchase order number has been assigned. 

Backorders 
Please review the session overview under Purchases and be reminded that backorders are not 
acceptable by the District. It is the School Official’s responsibility to cancel backorders with 
vendors. 

Field Trips 
All trips to Nichols/Boyd(Pumpkin Patch) and Rock-A-Doodle Ranch(Canton Corn Maze) will be 
handled the same as the Planetarium and MS Agriculture Museum. A requisition worksheet must 
be completed and a purchase order generated for these entities as well. 

Textbook Fines 
All monies collected for textbook fines must be deposited into fund #1262. (Please refer to page 
12 of the Activity Fund Manual) 

Receipts 
Receipt numbers must be recorded on the validated deposit slip from the bank. 

District’s Employees 
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2007-2008 Updates 

MS Agriculture Museum and the Planetarium 

All trips to the MS Agriculture Museum and the Planetarium will be handled the same as the Zoo 
and the Natural Science Museum. A requisition worksheet must be completed and a purchase 
order generated for these entities. 

Purchases 

The District has adopted a policy of Jackson First, which requires purchasing from vendors within 
the city of Jackson. Exhaust every effort to abide by this policy for all purchases. If there is not a 
vendor within the city of Jackson who can supply your goods/products, please submit a letter 
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