SCPS SUPPORT ORGANIZATIONS
Policies and Procedures

The following policies and procedures apply to all SCPS organizations and clubs.

1. All school organizations, clubs, fundraising activities and events, meetings, and projects must be pre-approved by school principals or directors.  If multiple schools are involved, the principals or directors of each school involved must pre-approve.
2. The SCPS Board of Trustees is ultimately responsible for all fundraising activities carried out in the name of Savannah Christian Preparatory School.  Principals are responsible for making sure the Board’s Finance Committee is informed and aware of these activities, including the title, times/dates, and amounts raised and disbursed.
3. Annual financial information is due in the Business Office by July 31st following each school year of July 1st through June 30th.  This should be given to Mary Redding in the Business Office.  Information includes QuickBooks backup, bank statements, check stubs, and all requests for funds with invoices.  Basically, any money spent has to be documented with original receipts.
4. If any items are purchased through the school, a purchase order number is required and this can be obtained through Accounts Payable in the Business Office or through Mrs. Redding.   
5. Requests for Funds must have Principal’s signature and be approved by Business Manager, then presented to Accounts Payable.

6. Reporting and Planning (forms available online at www.savcps.com under “Forms”):

· All organizations should complete and submit the “SCPS Support Organizations Annual Planning Form” at the beginning of each school year.

· Copies of regular meeting minutes that include fundraising information should be submitted to llewis@savcps.com.

· Individual fundraising activities can be reported using the “Fundraiser Report Form” online.
