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JUNIOR ACHIEVEMENT

TOPICSIN BULLETIN:
l. GENERAL INFORMATION
. RESPONSIBILITIES-JUNIOR ACHIEVEMENT
. RESPONSIBILITIES-INSTRUCTOR/SPONSOR
V. RESPONSIBILITIES-SCHOOL BOOKKEEPER
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Monies Collection Envelope

Junior Achievement Payroll Record Form

Junior Achievement Financiad Record Form

Roster of Stockholders

Expense Resmbursement/Payment Request Form
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GENERAL INFORMATION

A. From time to time, the Junior Achievement Program has been incorporated into
various aurriculum programsin School Board of Broward County schools. The
program enables students to participate in the formation and operation of a
busness. Two very important aspects of the formation and operation of the
busness are:

1 The acquistion of funds through stock and product sales.
2. The accounting of the business finances.

Junior Achievement establishes checking accounts for each class business which
enables the students to obtain practica experience in the receipting, depositing,
disbursing and balancing of monies.

GENERAL INFORMATION (Continued)

B. The Didrict in an effort to accommodate the Junior Achievement objectives has
had to request some minor changes and modifications in the program operation
in order to comply with School Board Policy 3411 which statesin part, "al
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monies collected or disbursed by school personne or by students within a
school, in connection with the school program, for the benefit of that school, a
class, club, department, employee or student shal be recorded in the school's
internd funds'.

The changes are:

1 ALL revenues will be deposited with the School Bookkeeper instead
of being deposited in the Junior Achievement established class checking
account.

2. Purchases of materids and supplies for the production of the class
product will be ordered and paid through the School Bookkeeper as
per established Digtrict purchasing procedures.

3. Junior Achievement becomes responsible for sdes tax collection and

remittance.

. RESPONSIBILITIES-JUNIOR ACHIEVEMENT
The Junior Achievement Representetive will:
A. edtablish the individua class business checking accounts.

B. collect and remit salestax to the State of Florida Department of Revenue.

1. RESPONSIBILITIES-INSTRUCTOR/SPONSOR

A. Establish a fund account with the School Bookkeeper in the Junior
Achievement's class business name (i.e. name as it gppears on the checking
account established by Junior Achievement Representative such as Foley's
Follies).

B. ALL revenue generated from the sdle d stock shares and sale of product
produced, etc. MUST be deposited with the School Bookkeeper in the
goppropriate fund account using the following procedures.
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1 Revenues are to be collected usng a Monies Collection Envelope
(Exhibit 2).

2. The source d the revenue collection (stock share sdles, product sales,
efc.) must be distinguished on the Monies Collection Envelope.

3. Copies of the Monies Coallection Envelope and School Bookkeeper's
officid receipts will be used for the Junior Achievement group's records
and information.

C. Purchases of materias and supplies needed to produce and/or manufacture the
business product must be processed through the School Bookkeeper including
the payment for the purchases.

D. At the conclusion of the product sde (after dl product and manufacturing costs

have been paid) in conjunction with the Junior Achievement Representative, the
following Junior Achievement forms M UST be completed:

IIl.  RESPONSIBILITIES-INSTRUCTOR/SPONSOR (CONTINUED)

1 Junior Achievement Payroll Record Form (Exhibit 2)

2. Junior Achievement Financia Record Form (Exhibit 3) See
IMPORTANT NOTICE inE, bedow

3. Roster of Stockholder purchaser names and/or the Stockholder
Informeation Cards (Exhibit 4)

E Copies of the items liged in D1- D3 above in addition to a completed
Expense/Reimbursement Form (Exhibit 5) M UST be submitted to the School
Bookkeeper as backup documentation for the issuance of a check to close the
school interna Junior Achievement account.

IMPORTANT NOTICE:  TheJunior Achievement Financid Record Form
(D2 above) MUST totd the amount of money requested on the
Expense/Reimbursement Form.
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F. Upon receipt of the check from the school, assure the check is deposited in the
outside Junior Achievement checking account.
G. Follow Junior Achievement guiddines for the disbursement of funds to
corporation officers and stockholder dividends (if gpplicable).
H. Pay applicable sdes tax to the Florida Department of Revenue.

V.  RESPONSIBILITIES- SCHOOL BOOKKEEPER

A.

Contact Interna Accounts Instructor's office for Club Account Number.
Establish requested fund account(s) in the Junior Achievement requested name.
Receipt funds to appropriate account(s) from Monies Collection Envelopes.

1 Indicate source of collections (sales of stock, products, etc.).

2. Issue an officid receipt to the Sponsor and a Xerox copy of Monies
Collection Envelope.

At the conclusion of the sdles program and upon receipt of the following forms,
issue an interna funds check payable to the Junior Achievement Club name:

1 Completed Expense/Reimbursement Form (requested amount M UST
agree with Financid Record Form).

2. Legible copy of Junior Achievement Payroll Record Form.

3. Legible copy of Junior Achievement Financia Record Form (MUST
agree with Expense/Rembursement Form amount requested).

4. Roster of Stockholder Purchaser names and/or  Stockholder
Information Cards.
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E RETAIN dl information requested in D above for audit.
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EXHIBIT 1

MONIES COLLECTION ENVELOPE A Ne 18848

{Purpose of Collection} Teacher/Sponsor

If this collection is for a field trip, and the collection per child is
$15.00 or less, record the per each amount on the line below.

$
Collection Amount

- ClIA Account#

i **For Bookkeeper's Use Only**

Amount Official
Date Student Name Collected Total Receipt # Date
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| hereby certify that the above lunds were received by me for deposit on the dale(s} shown:

Signature of Teacher/Sponsor

REV/ 3/08
Form 4381
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