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What is an Auxiliary Operations Fund?

The auxiliary operations fund shall consist of all monies raised with the approval of the school district governing board in pursuance of and in connection with all activities of school bookstores and athletic activities.

Auxiliary Funds involve the bookstores, athletic gate receipts, and all Tax Credit Money. All monies in Auxiliary Accounts must follow all procurement rules.  

The District has adopted written procedures for Auxiliary cash collections to help ensure that receipts are accurately recorded. These procedures require that the bookstores use tickets, prenumbered cash receipt forms, a cash register, or a count of items before and after a sale, and prepare cash collection reports that reconcile sales to cash collections. 
For all athletic events, employees should record the beginning and ending ticket numbers on the cash collection reports to document sales.
Listed below are revenue sources commonly associated with Auxiliary Operations Fund accounting (this is not an all-inclusive list): 
· Ticket sales
· Athletics sports fees
· Tournament fees
· Gate fees from athletic events
· Bookstore fees
· Sales of books, supplies, and materials
· Parking fees

Auxiliary Operations are NOT…
· Donations
· Raffle or other game of chance 
· PTSO and Booster Clubs
· Student Activities
· Fundraisers


Auxiliary funds may not be used to purchase gifts for students or employees. This is considered to be a gift of public funds. 




AUXILIARY REQUISITION
A requisition is not a purchase order. Do not place any orders with a requisition. 
                          
1. Check to see if the funds are available in their account. You cannot request a Purchase Order for an amount over the available balance of your club account. Email mmoreno1@douglasschools.org to obtain your account balance.

1. Must have the vendor’s complete and correct name, current address, phone number, and email address.

1. Reach out to the vendor to get an official quote. Make sure the quote includes tax and freight if they apply. Quotes from online shopping carts are not allowed. 


3. Please fill out a requisition form and give it to your school secretary to input the requisition into Vision, along with the quote. Please include the expiration date on the requisition. 

****Please avoid having open purchase orders. Auditors want to see itemized purchase orders. You can only have open PO for Pizza Hut, Little Caesars Pizza, Douglas Meat Market, Mi Ranchito, Mana, La Fiesta, etc. ****

4. Once the requisition is entered in Visions, please make sure your school administrator approves the requisition before sending it to the Business Office. 

5. Send all original documents to Magdalena Moreno at the Business Office by interoffice mail.
a. Signed requisition by the school administrator
b. Official quote from the vendor.  
c. Our district is not tax-exempt. 

6. If a check is needed, please submit your requisition 4 weeks in advance.

Once the Business Office receives both the requisition and the quote, please allow 5–7 business days for processing into a purchase order.

When the PO has been created, the Business Office will place the order and send you a copy of the PO for your records.

Please don’t wait until the last minute to send the requisitions to the Business Office. Do not jeopardize your event or trip by doing so. As much as we want to help you, some things are beyond our control.
AUXILIARY POs

What is a purchase order (PO)?
A Purchase order is a legally binding document we send to a vendor indicating the types, quantities, and agreed-upon prices for products or services.

· A Purchase Order is generated in the Purchasing Department after a requisition is entered by the requesting school or department.

· A purchase order (PO) is needed for every transaction requiring a vendor to pay. All expenses must be approved in the club minutes before submitting a requisition.
· W

· If a vendor has reached the $10,000 threshold in the fiscal year, written quotes must be obtained before the purchase order is issued.

· If a PO needs to be increased, please make sure to email mmoreno1@douglasschools.org. Please make sure to include the PO number, the amount you need to increase the PO, and the grand total of the PO. 

· All item(s) must be delivered to the central receiving/warehouse located at 
1700 Estrella Ave, Douglas, AZ 85607.  Merchandise MAY NOT be delivered to a home address. THE DISTRICT WILL NOT BE RESPONSIBLE FOR PAYMENT IF DELIVERED TO A HOME ADDRESS. 

· Once the Warehouse has received the complete order. They will issue the signed receiver to process the payment to the vendor.

· The sponsor is responsible for sending the signed receiver to mmoreno1@douglasschools.org for all nontangible things that do not go through the warehouse. Nontangible items are membership dues, licenses, hotels, online services, software, etc.

· For open purchase orders, the sponsor is responsible for tracking all charges on the purchase order. If a sponsor overspends on a purchase order for which no funds are available, this is considered an after-the-fact purchase. 

· If a purchase is made after the expiration date on a purchase order, this is considered an after-the-fact purchase. 



AUXILIARY DEPOSIT


The USFR Section VIII Auxiliary Operations defines revenues as "The Auxiliary Operations fund shall consist of all monies raised with the approval of the school district governing board in pursuance of and in connection with all activities of school bookstores and athletic activities".

All monies are to be deposited at the Bookstore or given to your school secretary. DO NOT SEND ANY MONEY TO THE DISTRICT OFFICE.  All funds must be accompanied by a completed deposit slip. If the deposit is more than $50.00, it must be taken to the bank daily. Effective immediately, all deposits must be made within 5-7 calendar days of receipt. This time frame includes Saturdays and Sundays. For example, if you receive funds on a Wednesday afternoon, the deposit must be made at the bank by the following Tuesday. Please make sure all deposits are made within the required time frame to ensure compliance with district procedures.

The Auxiliary CASH COLLECTION REPORT form needs to be correctly completed. Any re-deposits should be deposited on a separate cash collection report form with the check number on the form.

Each deposit must be accompanied by a receipt, ticket, or inventory log. Receipts must be pre-numbered or in triplicate receipt books. For ticket sales, there must be a ticket log containing the starting and ending ticket numbers. Be sure to note if the ticket price is different. For the inventory log, please make sure you count the inventory at the beginning of the sale, the end of the sale, and the cost per item.

The total amount deposited to the bank must match the total deposit on the cash collection report.  

Coins must be rolled. Cash must be deposited promptly and intact, without taking any out for incidentals, petty cash, or other encumbrances.

Please do not keep any cash or checks in your room. This is a violation of district policy. All cash and checks must be deposited in the safe of your school site.

All checks are made payable to -Douglas Unified School District #27 or DUSD#27



Vendor Application and W9


Each year, a new Vendor Application Form and a current W-9 must be received for every vendor before any merchandise is delivered or services are provided to the District.

Requestors are responsible for obtaining these documents and submitting them to Priscilla Gracia at pgracia@douglasschools.org. 









Payments to vendor


Before payment can be processed, the following must be on file:

•	An approved Purchase Order (P.O.)
•	A vendor invoice or invoice from the requester
•	A signed receiving copy or miscellaneous receiver
•	Sufficient funds available in the appropriate account

If any of these requirements are missing, payment cannot be processed until all necessary documentation and funding are in place.
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