MEMORANDUM

Nancy McKay, Chief Financial Officer

To:
ALL ACTIVITY SUB ACCOUNTS AND SANCTIONED PARENT GROUPS
Date:

March 31, 2011
Subject:
Mandatory Activity Funds and Sanctioning Parent Groups and Booster Clubs Workshop
In our efforts to continually improve the processes and functions of our activity funds, the Finance Department will be conducting an Activity Fund workshop on Wednesday, April 7, in the High School Building 6 auditorium.  The workshop will be held from 3:30 until 4:45 and, again, from 5:00 until 6:15 to assist in accommodating everyone’s schedule.  We will be reviewing our current and recent changes of Activity Fund sub account procedures for budget preparation, handling of cash, deposits, requisitions and fund raisers as well as review of our District’s board policy for sanctioning parent groups and booster clubs.  
This workshop is mandatory for all sub account sponsors, and PTA/PTAG and booster clubs.  The following people are required to attend:
1. Sub account sponsors as well as anyone in their group assigned to handle financial transactions

2. Athletic Dept supervision and all head coaches

3. Site administrative assistants assigned to handle financial transactions at their site

4. Site principals

5. PTA’s and PTAG’s presidents and treasurers as well as any member assigned to handle financial transactions
6. Administration and operational department representatives who handle activity fund financial transactions
7. School District Foundation financial representative
8. Community Education personnel who handle financial transactions as well as Swim Club and Gymnastics Club parent groups
Staff will receive professional development points for their attendance to this workshop.  This workshop will be informative and beneficial in performing financial tasks for their groups.  
Nancy McKay

Chief Financial Officer

