Schuylkill Valley Athletic Boosters – Financial Procedures
Contact Person
Steven Schell – Treasurer

Schuylkill Valley Athletic Boosters

Attn: Athletic Office

929 Lakeshore Drive

Leesport, PA  19533
srschell@verizon.net

610-413-5005 (cell)

Opening an Athletic Booster’s Account
1. Determine the total amount of outstanding checks in the group’s current checking account.

2. Write a check for the current balance minus the total of the outstanding checks to “Schuylkill Valley Athletic Boosters”.

3. Bring the check to the SV Athletic Office.  Do not deposit this check yourself.
4. When all outstanding checks have cleared, close your current account and deposit any remaining funds to the SV Athletic Booster’s Account.

5. Only the initial check should be brought to the SV Athletic Office.  All future deposits should use the following deposit procedure.
6. Send the Schuylkill Valley Athletic Booster Treasurer a list of people who can athorize payment of bills for your organization.

Deposits
1. Checks must be made payable to: Schuylkill Valley Athletic Boosters
2. All deposits should be made at the Leesport Branch of VIST Bank

3. Using Blank Deposit Forms

a. Deposit Slips available at VIST BANK

b. Use Account Number XXXXXXXX (provided to Treasurers of sub-accounts)
c. Make Deposit

d. On the back of the Proof of Deposit Slip write the following:

i. Name of the organization making the deposit

ii. Source of the deposit
e. Return Proof of Deposit Slip to the Schuylkill Valley Athletic Office, mail it to the Treasurer at the address listed above, or scan both sides of the receipt and email it to the Treasurer at the address listed above.

f. Keep a copy for your group’s reference.

4. Using NCR Two Copy Deposit Forms

a. NCR Two Copy Deposit Forms available from the SVAB Treasurer for a fee

b. Account Number is already printed on the form
c. Make Deposit

d. On the back of the second copy of the Deposit Slip write the following:

i. Name of the organization making the deposit

ii. Source of the deposit

e. Return Proof of Deposit Slip to the Schuylkill Valley Athletic Office, mail it to the Treasurer at the address listed above, or scan both sides of the receipt and email it to the Treasurer at the address listed above.
f. Keep a copy for your group’s reference.

Payment of Bills
1. Complete a Check Request Form (attached).
2. Attach a copy of the bill to the rear of the form.
3. Bring the Check Request Form and copy of bill to the Schuylkill Valley Athletic Office, mail the Check Request Form and copy of bill it to the Treasurer at the address listed above, or scan the Check Request Form and copy of bill and email it to the Treasurer at the address listed above.
4. Keep a copy for your group’s reference.

5. Please allow a minimum of three weeks from the time your drop off the payment request for payment to be received by the vendor.
Reports and Miscellaneous
1. The Treasurer will provide each sub-account with a monthly report detailing credits and expenditures.
2. Each sub-account President may request an account report whenever necessary.  Please allow 3 – 5 business days for the report to be generated.

3. Treasurer will reconcile the monthly bank statements.
4. Each organization is responsible for keeping all other records and documentation based on the needs of each group (minutes, historical records, etc.).  

SCHUYLKILL VALLEY ATHLETIC BOOSTER CLUB

TO: 
SVABC Treasurer

RE:
Request for check from account

---------------------------------------------------------------------------------------------------------------------------------------

Sport-Specific Booster Club

Sport-Specific Booster Club Rep  


Check for amt. of



should be drawn from the sport-specific sub account


Check payable to 


Payment covers 



Date




Signature

