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sReminders

oSummary of meeting with D.O. Business Department (10/28/20 & 2/3/21)
oFood & Beverage Fundraiser Information (2015 FCMAT Manual)

oAdvisor’s Guidelines and Responsibilities

»Officers’ Duties and Responsibilities

& CLUB BYLAWS (renew annually at beginning of school year)

© CLUB CHARTER CONSTITUTION (renew annually at beginning of school year)

¢ CLUB BUDGET PLAN

(renew annually at beginning of school year)

eMeeting Protocol | Instructions for Structuring Meetings (examples)
- CLUB MINUTES (attach Agenda)
-MEETING SIGN-IN SHEET
ePurchase Order Procedure
-PRE-APPROVAL REQUEST (PAR) FORM
#Donation Collection Procedure
-CASH COUNT & DEPOSIT FORM
eFundraiser Procedure
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-FUNDRAISING BUDGET (REVENUE POTENTIAL) US ACTUAL STATEMENT FROM (after fundraiser)
«Cash Control for Fundraisers

"REQUEST FOR SEE MONEY AND/OR CASH BOXES

-TICKET SALES REPORT FORM

-SALES RECORD WITHOUT TICKETS (concessions)

-TALLY SHEET FOR CASH TRANSACTIONS (when collecting money)

-RECORD OF SALES - TALLY SHEET (Student Store use)
eMiscellaneous

-ASB EXPENSE REIMBURSEMENT FORM

sAudit Worksheet - What will the auditors be looking for?
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https://drive.google.com/file/d/1VQw2NloSOHPLw7Fb8R5VAyD7mUZadwxL/view?usp=share_link
https://drive.google.com/file/d/1xIIm_jwUQ8tJMvCfenMMGR2xUxJjZ1jy/view?usp=share_link
https://drive.google.com/file/d/1wUPTh1b3csumxudL4_DJqSQPNFkQli2K/view?usp=share_link
https://drive.google.com/file/d/1xc_DHnRpgHZBJu4Zr4buYuki-wxTnGxI/view?usp=share_link
https://drive.google.com/file/d/1rdAPgmPnRkAJFAnLElFr0tR0QAdVGql-/view?usp=share_link
https://drive.google.com/file/d/18P69XXesswCWpRa4jmG4RIQvehfAQN1v/view?usp=share_link
https://drive.google.com/file/d/1g3Am1eJfal1ksGbHFwjIDTZeCBWAhn1i/view?usp=share_link
https://drive.google.com/file/d/19Wvt5bDVk8fvA8g4OIiVOK5KTgPKEj-1/view?usp=share_link
https://drive.google.com/file/d/1claHsu5SY9wdWA4mwQ9HYhjqM6pDBWzN/view?usp=share_link
https://drive.google.com/file/d/1MUkk3GalBWr4tJM465MHIDNTMDSzzDnb/view?usp=share_link
https://drive.google.com/file/d/1LRKp4AhAuQOXoHK7vxxgoUv1Gt5ZYRai/view?usp=share_link
https://drive.google.com/file/d/13PvIvG44DZQXHDTt0SCkAvk4_V_QoI01/view?usp=share_link
https://drive.google.com/file/d/1u-nyE4f_wRFMZCDXTNrnTnTYOVsGQEvz/view?usp=share_link
https://drive.google.com/file/d/1Lobie2tD460zNT-ga0EUEjJoQ5bsOBqy/view?usp=share_link
https://drive.google.com/file/d/1SLptU29EoeB4SoDlyz2oRIqWe0Ow7UeT/view?usp=share_link

