
 

Club Info for Expenditures and Money Handling 

 

 

 The fundraising should be spent on the current year club unless otherwise 

earmarked for a future project.  

 

Expenditures:  

 All Expenditures must have an approved P.O. # in place prior to expense being 

made. 

o This means you must have a Purchase Order number before placing an 

order or making a purchase to be reimbursed for. If a purchase is made 

without a purchase order in place it will be considered a donation to 

the club.  

 To request a purchase order : 

o Club must vote on the purchase and document in minutes what the 

purchase will be, how much to spend, and who is authorized to make 

the purchases.  The minutes must include a sign in sheet with a 

minimum of 6 students and an advisor signature. 

o Next, you will need to submit a purchase order request with the 

minutes and sign in sheet to Mrs. Torres.  

o This will be then sent to the next ASB meeting for approval, then to 

admin, then to the Business Office for final approval and issue of the 

Purchase Order.  

o Mrs. Torres will scan the purchase order to the advisor once it is 

received.  

o PLEASE allow a minimum of 1 to 1 ½ weeks for this process. 

 



 

Purchases and Reimbursements:  

 Once you have the purchase order number, made the purchase and received all items 

submit a reimbursements form and the original receipts.  (Reimbursements can only 

be made from original receipts. ) 

o Items must be verified by club advisor and treasurer with a signature on the 

packing slip or original receipt. 

o Submit the receipt with a reimbursement form. This can take up to 2 weeks.  

o Anything ordered to be delivered must be delivered to the school address.  

The district offers us the use of the following credit cards: Walmart, Lowes, Home Depot,  

District Credit Card, and Safeway. We also can order for you from Oriental Trading and other 

vendors that take purchase orders.  If  you would like to use any of these cards to make a 

purchase you must work with Mrs. Torres to coordinate this.  

Sales and Money:  

If you are planning to do any type of sales or collect money for the club you will 

need to discuss procedures with Mrs. Torres prior to doing so. You will also 

need to set up a revenue potential at that time if it is for a fund raiser.  

 

 



 


