
 Athletics and Activities Annual Financial Acknowledgement 
 All High School Principals, Assistant Principals, Athletic Directors, Head Coaches, Assistant Coaches, and Activity Advisors must review and sign 
 this form, annually, before the season starts. Signed forms should be sent to and retained for four years by Brad Sorensen, Administrator of 
 Schools. 

 1. All funds must be deposited through the main office into the school bank account. Outside bank accounts are not allowed, even for 
 parent-led boosters. 

 2. Only the front office should collect money (including cash, checks,  and  credit cards) from parents or students. Cash boxes can be 
 checked out from the front office for collecting money. The policy (accounting manual) for checking out cash boxes must be followed. 
 Students should be asked to bring their office receipt to show proof of payment. F

 o t office �
  accounts  within  the  school  financial  s

or ensuring students have paid the applicable fees prior to participation. Fee waiver students

 
 must obtain a receipt from the office before they are considered “paid.” 

 6. Booster clubs are expected to comply with District policies and procedures. 

 7. Purchases, including travel, require the following quotes. Dollar limits are per order, not per item and may not be divided into 
 multiple orders in order to come in below the threshold. 

�Â� $5,000.00 or more - require three documented verbal  quotes. Quotes may be obtained over the phone. Catalogs, on-line information 
 or other printed price sheets cannot substitute a verbal quote; many times companies will give a better price than those printed 
 in catalogs or websites. If a State Contract Vendor is used, quotes are not needed. 

�Â� Over $15,000 - requires three written quotes either  done by or approved by the Purchasing department and must be on a District 
 Purchase Order. 

 8. Employee and student airfare and lodging costs should be coordinated with the Purchasing Travel Buyer. Student travel must 
 comply with policies AA414, AA415 and AA416. 

 9. The tax exemption form should be used anytime the school is directly paying for an item. The tax exemption form should not be used 

 when the school indirectly pays for an item (e.g. teacher reimbursement, booster parent purchase, etc.). The tax exemption form 
 should never be used for personal purchases. 

 10. Anytime school facilities are used for non-school sponsored events (i.e. club teams practices, private lessons, tournaments, leagues, 

 etc.) use of the facilities must comply with facilities use policies DA151 and AA444. All camps and clinics held at Jordan School 
 District facilities are to be scheduled through the Facilities Scheduling Office. Building keys do not authorize access to school facilities 
 at any time for any purpose. 

 11. Required fees charged to students must be approved by the Board of Education. 

 12. Fundraisers must be pre-approved by your Administrator of Schools. Fundraised revenues may be used to offset or reduce 

 student fees only if the coach/advisor has clearly documented how the revenues were fairly applied to all participating 

 students. Such documentation should be retained and available for review for three years. 

 13. It is unlawful to accept gifts, food, clothing or emoluments from a vendor or potential vendor in excess of $10 at any one time or $50 

 during a calendar year. 

 14. Faculty and staff, including myself, may not solicit students or parents to purchase equipment, supplies or services or to participate 
 in activities from which they personally benefit except as permitted in policy AA444. 

 15. It is inappropriate to purchase items for personal use with school money, even if the intent is to reimburse the school. 

 16. The District Business Administrator is the only person authorized to sign contracts on behalf of the school or District. 

 17. I am not allowed to accept pay, bonuses, stipends, etc. from any source (such as but not limited to boosters, parents, or 

 vendors) for duties related to my employment with Jordan School District ex� elaĶ爥砐eF考sign


