
BYNUM INDEPENDENT SCHOOL DISTRICT

TABULATION OF MONIES COLLECTED BY A PERSON

OTHER THAN THE FINANCIAL CLERK

To be used in the individual school for collections other than those monies receipted on an official alternate Activity Fund Cash Receipt. This form shall list the names from whom the monies were received and the amounts of monies that each submitted.

ACTIVITY INVOLVING RECEIPT OF MONEY:
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Receipt Number:  ___________                             
TOTAL CONTRIBUTED $_______________


__________________________________

____________________

Teacher's/Collector's Signature

Date


BYNUM INDEPENDENT SCHOOL DISTRICT

Instructions on Completion of Tabulation Sheets

1) Form AF‑3, Tabulation of Monies Collected by a Person Other Than the Financial Clerk, may be used inst6ad of an official alternate cash receipts for small, multiple collections for:

a.
Yearbook

b.
Library fines

c.
Class pictures

d.
Bus trips

e.
Revenue from fund‑raising such as candy sales, benefit performance, etc.

Form AF‑3, when utilized, must be prepared in duplicate.

2) Charitable or voluntary collections in homeroom shall be accompanied by For AF‑3 when transmitted to the financial clerk.

This form shall list the names from whom the monies were received and the amounts of monies that each  submitted.

3) In elementary schools, teachers utilizing Form AF‑3 may enter the names of the students from whom monies were received. In secondary schools, students must, in the presence of the collector, manually sign the AF‑3 and enter the amount of money turned in.

4) Collections shall be submitted to the financial clerk weekly or whenever the aggregate amount of such collections exceeds $XXX.

5) All collections turned in to the financial clerk must be accompanied by the supporting documents ‑ Form AF‑3's, Alternate Activity Fund receipts, or both.

6) All money collected must be submitted to the financial clerk in the same form as collected. Employee's personal checks may not be substituted for cash collections.

 
NOTE: The original Form AF‑3 MUST be written in ink, ball point, etc.

When funds submitted to the financial clerk have previously been tabulated on Form AF‑3, the financial clerk shall:

a) Reconcile monies received to the total of amounts listed on Form AF‑3.

b) Issue an official Activity Fund receipt when monies received have been

c) satisfactorily verified.

d) Indicate on all copies of Form AF‑3 the cash receipt number issued by the

e) financial clerk and the date of issuance.

f) Retain the original of Form AF‑3 and return duplicate copy to the person

g) transmitting the monies. The original Form AF‑3 cannot be used again to record

h) additional collections. A new Form AF‑3 must be used.
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