PETALUMA HIGH SCHOOL
ASB Pre-Approval Request (PAR) & Deposit Processes

Pre-Approval Request (PAR) Process

A. Purchase from a vendor/company - Confirm with the Finance Office the
vendor is in our payment system. If not, send a W-9 tax form to company for
completion. We cannot purchase from a company if they do not return a completed
W-9 or are not located in the U.S.
1. Documents needed in packet:
a. Pre-Approval Request (PAR) form with signatures from Student Officer and Club
Advisor. The form is located in the hanging file located outside the Finance Office.
The Finance Coordinator will have the Principal review request and get approval
signature.
b. Club Meeting Minutes stating expense and purpose, “Sally will spend up to $50 for
October meeting supplies”.
c. Meeting Sign-In Sheet is a list of attendees at a meeting.
d. Quote or printout of cart of items needed.
2. Give the documents above to the ASB Coordinator for approval and enter onto the ASB
Minutes to be forwarded to the Finance Office where it will be processed for payment.
3. Once approved by ASB and Principal, the purchase can be made.
4. When the invoice is received, forward to the Finance Office for payment.
— If purchase is from Amazon, print out invoice that says, “Final Details”.

B. Individual to make purchase
1. Documents needed in packet:
a. Pre-Approval Request (PAR) form with signatures from Student Officer and Club
Advisor. The form is located in the hanging file located outside the Finance Office.
The Finance Coordinator will have the Principal review request and get approval
signature.
b. Club Meeting Minutes stating expense and purpose, “Sally will spend up to $50 for
October meeting supplies”.
c. Meeting Sign-In Sheet is a list of attendees at a meeting.
d. Quote or printout of cart of items needed.
2. Give the documents above to the ASB Coordinator for ASB approval
and entry onto the ASB Minutes. It will then be forwarded to the Finance
Office where it will be processed for payment.
Once approved by ASB and Principal, the purchase can be made.
To receive reimbursement, complete ASB Expense Reimbursement form
and attach all original receipts. Receipts must not have any personal items listed.
Reimbursements must be submitted within 30 days of the the purchase or by
May 31, whichever is sooner.

o

Deposit Process

1. Complete ASB Deposit form including Student Officer & Club Advisor signatures.

2. The Finance Coordinator will get the Principal's signature.

3. Return Deposit form with cash and checks to the Finance Office immediately following
collection where it will be double counted.
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https://drive.google.com/file/d/1uyTuyZosdgjjqrdZKGvAa8NnTW7mw8uB/view?usp=drive_link
https://drive.google.com/file/d/18P69XXesswCWpRa4jmG4RIQvehfAQN1v/view?usp=drive_link
https://drive.google.com/file/d/1rdAPgmPnRkAJFAnLElFr0tR0QAdVGql-/view?usp=drive_link
https://drive.google.com/file/d/18P69XXesswCWpRa4jmG4RIQvehfAQN1v/view?usp=drive_link
https://drive.google.com/file/d/1rdAPgmPnRkAJFAnLElFr0tR0QAdVGql-/view?usp=drive_link
https://drive.google.com/file/d/1MjX2Gy78vX9SE4zf3ktg3Qi5x7dZ965r/view?usp=sharing
https://drive.google.com/file/d/1g3Am1eJfal1ksGbHFwjIDTZeCBWAhn1i/view?usp=sharing

