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1.
GENERAL ORGANIZATION’S PRINCIPLES

1.1
MISSION

The Hackensack Board of Education (the Board) is dedicated to creating learning environments and educational opportunities that cultivate competitive well-rounded students.

1.2 OBJECTIVE

The Board encourages students to participate in student organizations and activities because our schools’ administration considers such participation to be vital to students' educational welfare.  The Board believes that student organizations and activities offer an opportunity for students to develop wholesome relationships with adults; and the teachers have an opportunity to gain valuable insights concerning the students with whom they work.  

1.3 
DEFINITION

The Account shall be established as an “impressed” account.  This permits the prompted payment for costs directly associated with athletic extra curricular activities that require immediate or quick payments.  These expenditures shall be reflected against a budgeted account line.  This account will be closed prior to the end of the fiscal year.  A year-end activity report will be submitted to the Office of Business Administration with the check in the amount of the balance of the account will be provided to the Office of Business Administration no later than the June 26th of each fiscal year-end.
1.4  
RESPONSIBILITY

The responsibility of the Athletic Account is the collaborated effort of administration and specific individuals within the schools.  Specifically, the responsibilities are as follows:

Board of Education: The Board shall adopt policies to govern the establishment and operation of the Athletic Account and its funds.

Superintendent: The Superintendent is responsible for administering board policies and implementing procedures, rules and regulations related to the Athletic Account.

Principal: The Principal is responsible for working with the Athletic Director and other professional staff in implementing policies as adopted by the Board and procedures and standards as directed by the Superintendent.  The duties and responsibility of the Principal are as follows:

· Preparing the annual budgets for student athletics based on input from the Athletic Director and coaches

· Maintaining accurate and appropriate financial records for the Athletic Account funds for 7 years

· Disposing of said records in accordance with the Record Retention Act of New Jersey

· Ensuring deposit collections are done on a timely basis and no later than two (2) business days from collection
· Approving authorizations for the use of funds and requests for pay

· Acting as a signatory to checks for payment from the Athletic Account 

· Ensuring that funds are expended in accordance with the Districts guidelines

· Submitting reports/records to the Office of Business Administration at year end for audit.

Athletic Director:  The Athletic Director’s role is that of an adviser, planner, facilitator, evaluator, and instructor.  The duties and responsibilities of the Athletic Director are as follows:

· Preparing and submitting to the Principal the annual activity budget for the upcoming school year for athletics no later than January 31st of the prior budget year
· Provide a list of all sports that will be offered in the upcoming academic year to the Principal highlighting any new sports being recommended along with the budget no later than January 31st of the prior budget year

· Provide a list by sport identifying the number of participants from the current year and the expected number of participants for the following year

· Adhering to state statue, administrative code, board policy and superintendents regulations 

· Supervising the tasks of the Athletic functions

· Accountable to the Principal for the accounting and reporting for disbursements from the Athletic Account 

· Submit a complete list of yearly games to the Principal by May 1st of the proceeding academic year 

Business Administrator:  The Business Administrator is responsible for providing the superintendent input for developing a proper system of internal controls for managing the Athletic Account.  The Office of Business Administration will perform impromptu internal reviews to determine if the system is used as intended.  The duties and responsibilities of the Business Administrator are as follows:

· Compiling detailed cumulative and combined financial information for Athletic Account base on reports submitted by the Principals
· Performing periodic reviews to give assurance of the schools adherence to policies, procedures, rules and regulations 

· Assisting the external auditors in performing their audit.

1.5  
SOURCE OF FUNDS

Athletic Account funds are derived from contributions from the Board to the extent budgeted, gate receipts, admission receipts, fees collected and any other miscellaneous receipts received.   No other funds are to be deposited into this account.
1.6  
USE OF FUNDS

Athletic Account funds are to be used solely for the stated purpose as intended by the Board of Education and the Superintendent of Schools. 
            Athletic Account funds shall not be expended for:

· Cash payments

· Payable to CASH

· Repairs or maintenance of any kind
· Equipment or maintenance of any kind

· Salaries of any kind

· Supplies of any kind
· Gifts, loans or purchases of any kind for the accommodation of District employees
· Gifts for organizations or individuals of any entity or activity
· Memberships in and contribution towards out-of-school organizations of any kind
· Parties or refreshments of any kind
          1.7
RECORDS RETENTION

Records to substantiate the Athletic Account fund must be maintained for 7 years by the Principal of each school.  Any disposition of records must be in compliance with the Record Retention laws of New Jersey.
2.
FINANCIAL PROCEDURES

2.1
OBJECTIVE

The Superintendent has developed a standard system of internal controls with the proper policies and procedures to effectively manage and control Athletic Account funds within its schools.  The policies and procedures are in accordance with the financial procedures mandated by the statutes of the State of New Jersey, Commissioner of Education. 

The Board has determined that the Principal within each school is responsible for managing the financial affairs of its Athletic Account fund.  Also, the Athletic Director is responsible for ensuring that receipts and disbursements are properly accounted for.  

2.2
BUDGETS

A budget for Athletic Officials should be submitted to the Principal for inclusion in the annual school-based budget developed for that school.  This will facilitate proper allocation of resources to meet the athletic program needs for any school year. 

2.3
ACCOUNTABILITY

Accountability for the Athletic Account activities rests with the Athletic Director, Principal and ultimately the Superintendent.  The Office of Business Administration will provide assistance in training at the request of the Principal and perform reviews of the account to give assurance that the accounts are being maintained in accordance with these guidelines.  It is imperative that the persons directly involved in administering the Athletic Account closely follow the guidelines established by the Superintendent when maintaining records for the Athletic account. Questions regarding the appropriateness of source of funds, expenditures, and recording of transactions must be resolved with the Office of Business Administration.

2.3.1 Transaction Recording

Bookkeeping and recording of transactions are completed at the school in a location designated by the Principal.  Copies of the Athletic Account balances and the bank reconciliation shall be sent to 
the Office of Business Administration by the 20th of each month.  Questions or comments derived from reviewing these documents should be resolved with the Principal immediately.  The day-to-day procedures for recording Athletic Account transactions are as follows:

· The resolution each year for the Board’s approval of an Athletic Account must be maintained by the Principal.

· Receipt items of cash and checks must be recorded in a Cash Receipts Journal on the actual day of receipt detailing at least the date, source, purpose, amount and activity (baseball, soccer, football, etc…).
· Payments shall be done by using checks and be recorded in a Cash Disbursement Journal on the actual day of payment detailing at least date, vendor name, check number, purpose, amount and activity (baseball, soccer, football, etc…).

· “Check Request Form” (Appendix II) used for the payment of expenses must be attached to the corresponding invoice for filing. There shall be one “Check Request Form” for each check written.
· Maintain an updated checkbook balance by posting bank deposits, checks issued, bank charges, interest income and adjustments on a timely basis.

· Monthly totals from the Cash Receipts and Cash Disbursements Journals should be posted to the General Ledger by the 10th day of the following month.
· A “Summary of Cash Receipts and Disbursement” (Appendix IV) should be prepared using the General Ledger or Cash Receipts and Cash Disbursement Journals.

· Perform a bank reconciliation monthly (Appendix V) and attach to supporting documents such as a list of outstanding checks (Appendix VI), a “Summary of Cash Receipts and Disbursement” and the bank statement.

· The bank reconciliation must be reviewed, signed and dated by the Principal.

· Submit the original bank reconciliation with a copy of the bank statement, and the original “Summary of Cash Receipts and Disbursement” to the Office of Business Administration by the 20th of the month for the preceding month.

· Bank statements for the school’s Athletic Account must be kept on file at both the school and the Office of Business Administration.

· Before June 10th of each year, the Principal shall make an appointment with the Office of Business Administration to close out the impress account and provide transfer books of original entries with all supporting documentation in preparation for the current fiscal year end audit (Appendix VII).

2.4
REVENUES

Revenue includes all receipt of cash or checks for athletic activities.  This would include but not be limited to Board of Education funds budgeted in the schools account, gate receipts, revenue collect from the sales of refreshments, fees, admission fees and other miscellaneous receipts.  Following are procedures for the collection and deposit of funds:

2.4.1
Receipts

· Bank deposits must be made within 48 hours of collection or two business days which ever is longer.

· Overnight checks and cash on hand must be maintained in a school safe.  

· Deposits must be substantiated by deposit slips from the bank.

· Receipts must be logged in to the “Activity Deposit Form” and they must be matched with the bank deposit slips.

· All checks received should be endorsed, “for deposit only” immediately upon receipt.

          2.5
EXPENDITURES

Expenditures shall be only for the payment of athletic activities and in compliance with section 1.6 of these guidelines. Expenses shall be paid by check only with proof of proper documentation to substantiate the payment.  

2.5.1
Disbursements

· Check payment must bear two original signatures one from the Principal and the other from the Athletic Director. 

· Payment shall be made only from an original invoice.

· For officials, checks shall be made payable to the individual official for the services rendered at the game.  Checks shall not be made payable to “CASH”.

· Checks shall not be pre-signed.  They shall be signed only after they are completely prepared.

· All checks shall be accounted for, including spoiled and voided checks.

· Unused checks shall be properly controlled and safeguarded.

· A “Check Request Form” must be completed by the Athletic Director for services rendered and must be submitted to the Principal for authorization and processing of payment.

2.6 REVIEWING PROCEDURES

The Superintendent will have the Office of Business Administration perform internal reviews and conduct a self-assessment (Appendix VIII) to ensure that Principals are following administrative policies and directives in their daily operations, and to determine the accuracy and completeness of Athletic Account accounting and financial records.  Also, the auditors will render an opinion on the financial statements regarding the athletic funds.  This is accomplished by making a determination as to whether the internal controls system is adequate and effective.  Specifically, the auditors will be concerned with:

· Compliance to legal requirements, and adherence to policies and procedures established by the Board and the administration

· Accuracy and completeness of accounting and financial records

· Proper substantiation of receipts and disbursements

· Proper approval by the Principal for payments made.

It should be noted that the Principal and the Athletic Director must provide the auditor with information as requested to complete the audit.

           3.
Lighting Safety Regulation

The following regulation is implemented to insure the safety of students, staff, and the public during times of Lightning. It applies to all out-of-doors district athletic activities
Authority for Making the Decision to Seek Safe Shelter (In Order)
1. School Administrator in Attendance
2. Athletic Director in Attendance
3. Athletic Trainer in Attendance
4. Coach in Attendance

Criteria for Seeking Safe Shelter
The "Flash to Bang" method will be used to determine if and when it is necessary to seek safe shelter. The person making the decision (see above) measures the number of seconds that pass between when lightning is seen and when it is heard. It is necessary to seek safe shelter when the time from "flash" to "bang" is 30 seconds or less.

Definition of "Safe Shelter"
The definition/location of "safe shelter" should include a range of options depending on concerns of time and storm severity. If there is not time, squat into a crouched position. If time is not a concern, seek shelter in the school, field house, etc. If severity is a concern, go into the designated tornado safety areas.

Return to Play/Activity Criteria
The "20 minute rule" will govern return to play/activity. Activity may resume no sooner than 20 minutes after the last lightning is seen or thunder is heard.

APPENDIX

APPENDIX I

HACKENSACK SCHOOL DISTRICT

ATHLETIC ACCOUNT FUNDS

DEFINITIONS
Athletic Director  ( A faculty member who is hired by the Board and is responsible for carrying out the tasks of the athletic program.

Cash Receipts Journal ( A journal for recording all funds received daily.  It shows the date, source, purpose, account posted, and amount of each receipt.

Cash Disbursements Journal ( A journal for recording funds expended daily.  Checks are recorded chronologically showing the date, payee, check number, description, account posted and amount.

General Ledger ( A summary and monthly balance of the cash receipts and cash disbursements for each account.

Bank Reconciliation ( The cash account balance in the general ledger and bank balance on the bank statement are compared with each other on a monthly basis.  The book balance should be equal to the bank balance after reconciling any difference by accounting for outstanding checks, deposits in transit, errors or adjustments.

APPENDIX II

HACKENSACK SCHOOL DISTRICT

ATHLETIC ACCOUNT

CHECK REQUEST FORM


CHECK REQUEST
CONFIRMATION


Date:


Attach LISTING OF GAME OFFICIALS l

Draw check for $
chargeable to
Fund
Check Number


Mailed On


Payable to

Mail To:


(Include address if not given on attached bill)


Write below the nature of payment covered by this request.


Amount of Check






Charged Against:

Signature of person requesting payment




Principal’s approval



Do Not Write Below This Line

Check Number
 Main Office Secretary

Requested by:

APPENDIX III

HACKENSACK SCHOOL DISTRICT

ATHLETIC ACCOUNT

DEPOSIT FORM




















School Name






Date

















	DATE

Received
	SOURCE
	CHECK# / CASH 
	AMOUNT
	REASON / ACCOUNT TYPE

	
	
	
	$
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	TOTAL
	$
	

	
	

	Athletic Director’s  Signature
	Principal’s Signature 
	Amount Deposited

	Date Prepared
	Date Received 
	Date Deposited


Note:    Bank deposits must be made within 48 hours of collection or within 2 business days which ever is later.

                                                               


APPENDIX IV
HACKENSACK SCHOOL DISTRICT

ATHLETIC ACCOUNT 

SUMMARY OF RECEIPTS AND DISBURSEMENTS

FOR THE MONTH ENDED

( ( / ( ( / ( ( ( (
SCHOOL NAME: 

	Account
	Beginning Balance
	Transfer
	Receipts
	Disburse-ments
	Ending Balance

	
	
	From
	To
	
	
	

	
	$
	$
	$
	$
	$
	$

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL
	$
	$
	$
	$
	$
	$


Procedures:

1. Record the beginning monthly balance for each account in the column “Beginning Balance”

2. For each account, record cash receipts and cash disbursements in the appropriate columns.

3. Compute the ending balance for each account by adding receipts to and subtracting disbursements from the beginning balance. Record in each account line item.

4. Compute the total beginning balance, transfers, receipts, disbursements and ending balance for all accounts.  Record in the “Total” row.

APPENDIX V

HACKENSACK SCHOOL DISTRICT

ATHLETIC ACCOUNT

BANK RECONCILIATION

FOR THE MONTH ENDED

( ( / ( ( / ( ( ( (
School Name:


Ending Cash Account Balance (Book Balance)


(From Summmary of Receipts & Disbursements – Appendix V)


$
Adjustments: (Journal Entries)

Add:
Credit Memo





  $


Other:































Less:
Bank Charges








Checkbook Fee







Debit Memo








Other:









    (

Adjusted Book Balance









Less:
Deposits in Transit (not on bank statement)









$
































    (   (
Add: 
Outstanding Checks (see Appendix VII for list)






Ending Bank Balance 







$
(From Bank Statement)




















Principal’s Signature





        Date



The adjusted book balance less recorded receipts not deposited in the bank, plus recorded checks that did not clear the bank must be equal to the ending bank balance

.

APPENDIX VI

HACKENSACK SCHOOL DISTRICT

ATHLETIC ACCOUNT FUNDS

LIST OF OUTSTANDING CHECKS

FOR THE MONTH ENDED

( ( / ( ( / ( ( ( (
School Name:

	Item
	Check No.
	Check Date
	Payee
	Amount

	1 
	
	
	
	$

	2 
	
	
	
	

	3 
	
	
	
	

	4 
	
	
	
	

	5 
	
	
	
	

	6 
	
	
	
	

	7 
	
	
	
	

	8 
	
	
	
	

	9 
	
	
	
	

	10 
	
	
	
	

	11 
	
	
	
	

	12 
	
	
	
	

	13 
	
	
	
	

	14 
	
	
	
	

	15 
	
	
	
	

	16 
	
	
	
	

	17 
	
	
	
	

	18 
	
	
	
	

	19 
	
	
	
	

	20 
	
	
	
	

	
	
	
	TOTAL
	$


APPENDIX VII

HACKENSACK SCHOOL DISTRICT

ATHLETIC ACCOUNT AUDIT CHECKLIST

For the year ended June 30, 



School Name:





	ITEM
	DESCRIPTION
	MONTHLY
	YEARLY
	SCHOOL’S

(
	ACCOUNTANT”S

 (

	1. 
	Cash Receipts Journal
	
	×
	
	

	2. 
	Cash Disbursement Journal
	
	×
	
	

	3. 
	Summary of Receipts & Disbursements
	×
	×
	
	

	4. 
	Checkbook
	
	×
	
	

	5. 
	Deposit Slips
	
	×
	
	

	6. 
	Debit and Credit Memos
	
	×
	
	

	7. 
	Money Receipts Book
	
	×
	
	

	8. 
	Original Bank Statements 

(July 01 – May 02)
	
	×
	
	

	9. 
	Copy of Monthly Bank Statement
	X
	×
	
	

	10. 
	Cancelled Checks

(July 01 – May 02)
	X
	×
	
	

	11. 
	Bank Reconciliations & List of Outstanding Checks
	×
	
	
	

	12. 
	Check Request Forms
	
	×
	
	

	13. 
	Other Supporting Documentation
	
	×
	
	
















Principal’s Signature





Date




















Accountant’s Signature





Date

This form is completed and submitted to your Accountant with all applicable records ONLY AT YEAR END.  The monthly column indicates the records that must be submitted to your Accountant for the monthly review.
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