
Crutcho Public Schools
Special Meeting Agenda

December 15, 2020
Crutcho Public School Room 218, 2401 N. AIR DEPOT BLVD. , OKLAHOMA CITY, Oklahoma 73141

10:30 AM
 

1. CALL TO ORDER

2. ROLL CALL AND DETERMINATION OF QUORUM

A. Flag Salute

B. Prayer

3. PUBLIC EXPRESSIONS (Limited to three minutes per subject item)*

4. SUPERINTENDENT'S REPORT

A. Introductions of Guests

B. Celebrations/ Students of the Month

1.
2nd Grade:  Brooklyn Todd
5th Grade Virtual:  Roosevelt Williams
8th Grade:  Jerelle Chambray

C. Financial

1. Treasurer's Report





2. Financial Report

















D. Upcoming Events

1. Winter Break:  December 18, 2020 - January 4, 2021

5. MOTION AND VOTE TO APPROVE OR DISAPPROVE THE GENERAL BUSINESS ITEMS

A. OLAP Nominations





B. Gifted & Talented Plan

C. BinaxNOW COVID-19 ag Card Testing

D. Activity Fund Manual



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

ACTIVITY FUND SUB-ACCOUNT INFORMATION 
SCHOOL YEAR ____  ____  ____  ____ 

SUBACCOUNT NAME AND NUMBER:	 	 ______________________________


SPONSOR:	 	 	 	 	 	 ______________________________


SUBACCOUNT INFORMATION:

Approved Subaccount Information Attached

Beginning Fund Balance, as of July 1, 20__ __

	 	 	 	 	 	 	 	 ______________________________


PACKET CONTENTS:	 	 	 	 	 (Initial as received, agreed stated)

District Activity Fund Procedures:	 	 	 ______________________________

Activity Fund State Laws & Regulations	 	 ______________________________

Forms:

Fundraiser Request	 	 	 	 	 ______________________________

Activity Fund Reporting Cash Form	 	 ______________________________

Budget Form	 	 	 	 	 	 ______________________________

————————————————————————————————————

I verify that I have received the information as stated above, I understand the 
procedures of the sub account for which I am responsible, I understand where 
the sub account books are kept and that I may request access at any time.  I 
also understand that all receipts, rosters, and backup documentation for the sub 
account will be turned in to the custodian to be stored in the sub account book.


____________________________________________	 	 	 _______________

Sponsor Date 

____________________________________________	 	 	 _______________

Activity Fund Custodian Date 

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

ACTIVITY FUND SUBACCOUNT INFORMATION 
SCHOOL YEAR ____  ____  ____  ____ 

SUBACCOUNT NAME AND NUMBER:	 	 ______________________________


SPONSOR:	 	 	 	 	 	 ______________________________


RECEIPT BOOK ASSIGNED:


Book Number:	 	 	 	 	 	 	 _________________________

 
Beginning Receipt Number:	 	 	 	 	 _________________________


Activity Fund Custodian_______________________	  


Date____________________________


ACTIVITY FUND 
RETURNED CHECK 

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

DATE:_______________


SUBACCOUNT NAME AND NUMBER:  #811 BOOKFAIR 

REASON FOR RETURN:  _________________________________________________


NAME ON CHECK:  _____________________________________________________


DATE OF CHECK:  _____________  AMOUNT OF CHECK:  ___________________


SERVICE CHARGE:  ______________ TOTAL TO BE COLLECTED:  ____________


_________________________________

Activity Fund Custodian’s Signature 

————————————————————————————————————

To be completed by the person collecting payment on check.  Annotate each 
time telephone contact has been made and to whom you spoke.  Additional 
notes can go on back if needed.


CONTACTED:___________________________ DATE:  _________________________


CONTACTED:___________________________ DATE:  _________________________


_________________________________

Sponsor’s Signature 

ATHLETIC DEPARTMENT 
REFEREE RECEIPT OF PAYMENT 

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

DATE OF GAME:_______________	 	 CHECK NUMBER:  __________________


CRUTCHO VS ______________________________


NAME OF REFEREE:  ________________________


____________________________________________

Signature of Referee 

___________________________________________

Signature of Athletic Director 

START-UP MONEY 
(RECEIVED VOUCHER) 

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

Start-up money received from bank- Date:  _________________________________

Amount:


Check Number:  _______________


Given to:


Athletics:  Signed by:	 	 	 _________________________________________


Concession: Signed by:	 	 _________________________________________


Library Book Fair:  Signed by:	 _________________________________________


_________________________________	 	 ______________________________

Activity Fund Custodian	 	 	 	 Sponsor Signature


Start-up money returned for deposit:	 ____________________________________


_________________________________	 	 ______________________________

Activity Fund Custodian Sponsor Signature 

SPONSOR LEDGER SHEET 
SUBACCOUNT #__ __ __ 

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

ACCOUNT NAME: __________________ 

RECONCILIATION OF TICKET SALES 

Date Item (Deposit/Expense) (-) Debit (+) Credit Balance

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

Use this form to reconcile cash receipts with ticket sales for all events where admission is 
charged


Date:__________ 	 Event:____________________________________________________________


Name of Ticket Seller:  _______________________________________________________________


Ticket Record


Total Value of Tickets Sold


1.  Total gate receipts including beginning cash:	 	 	 	 $________________


2.    Beginning Cash:	 	 	 	 	 	 	 	 $ ________________


3.    Net gate receipts (subtract line 2 from line 1):	 	 	 	 $ ________________


4.    Value of tickets sold (Column E above):	 	 	 	 	 $ ________________


5.    Ticket value unaccounted for (subtract line 4 from line 3):	 	 $ ________________


6.    Cash turned into office:	 	 	 	 	 	 	 $ ________________


Signed:____________________________	 	 Signed:___________________________________

Activity Fund Custodian Ticket Seller/Athletic Director 

FY _____ BUDGET FOR CRUTCHO ACTIVITY FUND SUB-ACCOUNT MONTHLY REPORT 

Number of First Ticket 
Sold

Number of First Unsold 
Ticket

Number of Tickets 
Sold (B-A) = C

Value of Ticket Sold Value of Tickets Sold

$ $

$ $

$ $

$ $

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

Account Name & Number ____________________________________________________________


For the Month of ____________________________________________________________________


I.	 	 CASH FORWARD FROM PREVIOUS MONTH	 	 	 $ ________________


	 II.	 List Name of Fundraiser 	 	 	 	 	 Receipt Amount


	 	 ______________________________	 	 	 	 $ ________________


	 	 ______________________________	 	 	 	 $ ________________


	 	 ______________________________	 	 	 	 $ ________________


	 	 ______________________________	 	 	 	 $ ________________


	 	 ______________________________	 	 	 	 $ ________________


	 	 TOTAL RECEIPTS	 	 	 	 	 	 $ ________________


	 III.	 Total Cash Forward from Previous Month

	 	 Plus Receipts	 	 	 	 	 	 	 $ ________________


	 IV.	 Expenditures


	 	 ______________________________	 	 	 	 $ ________________


	 	 ______________________________	 	 	 	 $ ________________


	 	 ______________________________	 	 	 	 $ ________________


	 	 ______________________________	 	 	 	 $ ________________


	 	 ______________________________	 	 	 	 $ ________________


	 	 TOTAL EXPENSES	 	 	 	 	 	 $ ________________


	 V.	 Ending Cash Balance		 	 	 	 	 $ ________________


___________________________	 	 	 	 	 ________________________________

Sponsors Signature Activity Fund Custodian 
ACTIVITY FUND REPORTING CASH FROM  __________________________________________ 

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

DATE CASH RECEIVED  _________________________ 

___________________________________ __________________________________ 
SPONSOR ACTIVITY FUND CUSTODIAN 

STUDENT CASH ROSTER 

CASH AMOUNT CHECKS AMOUNT

PENNIES $ $

NICKELS $ $

DIMES $ $

QUARTERS $ $

HALVE DOLLARS $ $

COIN DOLLARS $ $

TOTAL COINS $ __________________ TOTAL CHECKS $ __________________

CURRENCY AMOUNT

DOLLARS $

FIVES $

TENS $

TWENTYS $

OTHER $

TOTAL CURRENCY $ __________________ TOTAL DEPOSIT $ __________________

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

FOR CASH RECEIVED FIVE DOLLARS ($5.00) OR LESS 

Purpose of Income:  __________________________________ Date:  _________________ 

Name of Sponsor:  ____________________________________ Grade: _________________ 
COLLECTED FROM AMOUNT DATE

TOTAL COLLECTED $_________________________

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

STUDENT CASH TALLY ROSTER 
FOR CASH RECEIVED ONE DOLLAR ($1.00) OR LESS 

Purpose of Income:  __________________________________ Date:  _________________ 

Sponsor Name:  ______________________________________ 
ITEM DESCRIPTION Amount PK-4 5-8

Ex:  Water Bottle $1.00 llll ll

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

INVENTORY RECONCILLATION FORM 
Account Name & Number:  ____________________________	 	 Date:  __________________


Event:  _____________________________________________________________________________


Total Value of Tickets Sold


1.  Total Value of Items purchased (from receipt):	 	 	 	 $________________


2.    Total Cash Collected from Sales:	 	 	 	 	 	 $ ________________


3.    Total of unaccounted amount:	 	 	 	 	 	 $ ________________


4.    Cash turned into office:	 	 	 	 	 	 	 $ ________________


________________________________________	 	 ____________________________________

SPONSOR ACTIVITY FUND CUSTODIAN 

Description of Item 
Sold

Total Number Purchased Number of Items 
Left

Value of Items Total of Items Sold

$ $

$ $

$ $

$ $

$ $

$ $

$ $

$ $

$ $

$ $

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

CHECKLIST FOR GATE RECEIPTS 

CAUTION:  Never sell a ticket until the beginning cash change has been properly recorded 
and pre-numbered tickets are provided.


Were only pre-numbered tickets sold?

Was the number of the first ticket to be sold recorded?

Was the number of the last ticket sold recorded?

Was the amount of funds in the cash box prior to the first ticket listed as beginning cash?

Was a receipt issued to the gate keeper for beginning cash?

Was the amount of funds in the cash box at the end of ticket sales recorded?

Was the ticket reconciliation form balanced to the number of tickets sold?

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

CHECKLIST FOR TEACHERS RECEIVING CASH FROM STUDENTS 

When receiving more than five dollars from students a pre-numbered, triplicate receipt must be issued to 
students.

Record on the receipt the name of the student, the amount received, the date and the purpose of the funds.

The original white receipt is given to the student.

All money is to be turned in to the District Administration Office on a daily basis when receiving money

The District Administration Office will issue a receipt for the money turned in.

When receiving five dollars or less, a class roster may be used instead of pre-numbered receipts.

On the class roster, notate the amount turned in next to the students name.  The top of the class roster will be 
dated with todays date.

All money is to be turned in to the District Administration Office on a daily basis when receiving money

The District Administration Office will issue a receipt for the money turned in.

When receiving one dollar amounts, a class tally sheet may be used.  Please obtain this form from the Activity 
Fund Custodian.

All money is to be turned in to the District Administration Office on a daily basis when receiving money

The District Administration Office will issue a receipt for the money turned in.

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

LOCAL BOARD APPROVED FUNDRAISERS 

Number Source of Fundraisers

1 Aluminum can drive and other collections for recyclable items.

2 Book Fairs, book sales

3 Car Wash

4 Dances and Carnivals

5 Donations

6 Dues and Fees

7 Food Sales

8 Gate receipts/Ticket Sales

9 Interest

10 Operation of student stores, concession stands, and other food sales

11 8th Grade Graduation Fees

12 Student Performance Services

13 Student Sales (candy, spirit items, etc)

14 Ticket sales to movies, plays, and other assemblies

15 Tournament Entry Fees

16 Yearbook

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

LOCAL BOARD APPROVED EXPENDITURES 

Number Expenditures

1 Assemblies

2 Athletic equipment and supplies

3 Banquet/reception expenses

4 Cards, flowers, gifts and staff social activities (from teachers courtesy funds)

5 Classroom equipment/classroom improvements

6 Class/club t-shirts

7 Class/school sponsored field trips

8 Clothes for the needy (coats, shoes, socks, etc)

9 Club refreshments, parties, luncheons, picnics, etc.

10 District reimbursement of fees collected

11 Dues and fees

12 Educational trip expenditures

13 8th Grade graduation expenses

14 Physical Education equipment

15 Back to School Night

16 PTO Meeting refreshments

17 Ribbons, trophies, and awards

18 Student awards, plaques, and trophies

19 Student store, concession stand inventory

20 Student travel and related expenses (lodging, meals, etc)

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



Crutcho Public School 
    2401 N. Air Depot 

Oklahoma City, OK  73141 

Whatever it takes, no excuses, no exceptions! 
James Branscum,  EdD 

Superintendent/Principal 

                 Antonia Jennings, Board President  
Paul Keeler, Board Vice President                                  Erika James Clerk



CRUTCHO TIGERS

2020-2021 
Activity Fund Manual



 

Introduction 

Section 89 of the Oklahoma Cost Accounting System book and states authorizes the 
School Activity Fund as follows:


	 A.  The Board of Education of each school district shall exercise control over all 
funds on hand or hereafter or collected, as herein provided, from student, or other 
extracurricular activities conducted in the school district.  Such funds shall be 
deposited to the credit of the account maintained for the benefit of the particular 
activity within the school activity fund.  Deposits of funds subject to the requirements 
of this section shall be made daily or by the end of the next business day.  
Disbursements from each of the activity accounts shall be by check countersigned by 
the school activity fund custodian and shall not be used for any purpose other than 
that for which the account was originally created.  The Board of Education, at the 
beginning of each fiscal year and as needed during the year, shall approve all school 
activity fund sub accounts, all sub account fundraising activities, and all purposes for 
which the monies collected in each sub account can be expended…


	 B.  The Board of Education of each school district may designate that any of the 
following revenue be deposited for the use of specific school activity accounts, or to a 
general activity fund within the school activity fund:


	 	 1.  Admissions to athletic contests, school or class plays, carnival, 
parties, dances and promenades;


	 	 2.  Sale of student activity tickets;


	 	 3.  Concession sales, cafeteria or luncheon collections;


	 	 4.  Dues, fees, and donations to student clubs or other organizations, 
provided that membership to such clubs or organizations shall not be mandatory;


	 	 5.  Income or revenue resulting from the operation of student 
organizations or club projects, provided such revenue is not derived from the sale of 
property, supplies, products, or other assets belonging to the school district.  When 
approved by the Board of Education, student organizations or club projects may 
include fundraising activities, the revenues from which may be used for the purpose of 
purchasing goods or services otherwise considered to be general fund expenditures;


	 	 6.  Deposits for or collections for the purchase of class pictures, pins, 
announcements, calling cards, annuals, banquets, student insurance and other such 

THE LEGAL STUFF



personal items; provided the cost of such items shall not be charged against other 
school funds; and


	 	 7.  Other income collected for the use by school personnel and other 
school related adult functions.


In summary, the Oklahoma Statues mandate that the local Board of Education must be 
in control of all public funds collected and expended by a school district.  Public funds 
have been defined by the Attorney General of Oklahoma to include any funds raised by 
students; funds raised on school property that has not been rented by a parent support 
group; funds raised by a parent support group that includes school personnel.


Regulations of the State Board of Education for the Administration of Activity 
Funds 

Some regulations of the State Board that were not included in the above statutes are: 


1.  The Board of Education of each district may appoint a School Activity Fund 	 	
Custodian for each school within the district.


2.  Deposits to or transfers from any account may be authorized by the Board of  	
Education except School Lunch, Refund and Clearing, or Petty Cash Accounts.


3.  The School Activity Custodian shall not use funds in one account for another 
purpose unless a transfer is granted as provided by law.


4.  Accounts may be established by the Board of Education of each district by 
whatever name or style it deems best suited to its needs for the revenue collected.


5.  Purchases from Activity Funds for material or equipment shall not be paid for unless 
invoices or delivery tickets are furnished.




 

ROLES 
& 

RESPONSIBILITES



Responsibilities of Sponsors 

Sponsors for any group, club or student organizations are responsible for the following 
duties:


1.  Attend a mandatory meeting at least annually regarding the laws, regulations, 
process and procedures of the Activity Fund.


2. Upon completion of the annual mandatory meeting, testify through affidavit that the 
policies and procedures of the Activity Fund Manual were made available and are 
understood by the sponsor.


3. Organize and conduct student projects and fundraisers.  Ascertain that all receipts 
are properly accounted for and submitted to the Activity Fund Custodian in the 
District Administration Office.  Sponsors need to turn in daily deposits to the 
District Administration Office during student projects.  A cash reporting form must 
be completed, signed and dated by the sponsor and turned in along with the 
monies.  Please do not send a student.  Ensure that records maintained by 
Sponsors are compared with those of the District Administration Office at least 
monthly.  Ensure that all records are maintained according to the Activity Fund 
Manual.  These records are to be readily available for site audit at any random time 
throughout the school year, as well as annually by independent auditors.


4. Plan activities in advance.  Determine purchasing needs and issue requisitions in 
time to obtain approval prior to the actual purchase.  Many emergency requisitions 
and violations of proper purchasing procedures can be avoided by this means.


5. Inspect material received.  All purchases must be shipped to the District Office at 
2401 N Air Depot Blvd, Oklahoma City, OK  73141.  All invoices/packing slips/ 
statements must be turned in to the District Administration Office.


6. Sponsors are responsible for keeping copies of their own accounts.  Master Books 
are kept in the District Administration Office with all paperwork related to that sub 
account.  Sponsors may review the master book at any time during the District 
Administration office hours.  Master books may not be removed from the office, 
though copies may be made.




Responsibilities of the Director of Finance 

The Director of Finance, being responsible for their schools overall programs, is 
accountable for knowing and enforcing all rules governing School Activity Funds.  The 
basic duties required of all Director of Finance are as follows:


1.  To select appropriate sponsors to represent all authorized student groups and to 
conduct all fund-raising activities.  Because the Director of Finance is an approving 
officer, he/she may not act as a group sponsor.  


2.  To be certain that every responsibility and authority is properly delegated and 
thoroughly understood by those upon whom such authority is conferred.


3.  To inform/train all faculty members (especially new teachers) concerning the proper 
use of funds and proper purchasing and cash receipting procedures.


4.  To oversee expenditures and ensure that they comply with established purchasing 
procedures so that they do not overdraw the related School Activity Fund Account.  To 
ensure board policies are followed.


5.  To be familiar with instructions outlined in the administrative handbook for School 
Activity Fund Accounting.  Such knowledge is necessary to prevent authorizing, 
committing or ordering official acts that may be in violation with School Activity Fund 
laws and board regulations.


6.  Attend a mandatory workshop (online or in person) at least once annually regarding 
the laws, regulations, process and procedures of the Activity Fund.


7.  Ensure that all records are maintained according to the Activity Fund Manual.  
These records are to be readily available for site audit at any random time throughout 
the school year, as well as annually by independent auditors.




 

POLICY 
& 

PROCEDURES



FUNDRAISERS 

Before any money can be raised or a fundraiser conducted, Sponsors must complete 
the Fundraiser Board Approval Form and obtain all required signatures.  Forms will be 
turned in to the District Administration Office and will be presented to the Board of 
Education at the next regularly scheduled meeting.  Once the Board of Education has 
approved the fundraiser request, a copy of the form will be emailed to the Sponsor.  
Only after the request has been approved and the Sponsor has received the approved 
form, can the fundraiser be started.  All fundraisers must be approved each fiscal 
year. 

PURCHASE ORDERS AND PAYMENT 

State law and board policy requires that purchases must be made with a purchase 
order.  Some purchase orders require specific board approval prior to being completed 
by the accounting department.  Purchases made without a purchase order will not 
be paid and are your PERSONAL responsibility. 

Advance Payments:  

Advance payments are only issued in the form of start up money for the following 
Sub-Accounts:  Athletic Department for Gate Tickets, Concession Stand and to the 
Library for Book-fair.

1. Wait for a purchase order to be created from the requisition request.  You must 

place your requisition request for these payments at least 48 hours in advance.  
This is the responsibility of the sponsor.  


2. Once the requisition has been approved and the purchase order created, the 
Custodian will cut a check made to the name of the Sponsor.  The sponsor will be 
notified when the check is ready.  At this time, the form labeled “start up money” 
will be signed by the Custodian and the Sponsor.


3. It is the Sponsors responsibility to take the check to the bank and obtain 
appropriate bills for making change.


Purchase Orders: 
Determine vendor and prices and availability of product.  Check your purchase amount 
with the balance of monies available in the sub-account.  


1. The sponsor must submit a signed request to the District Administration Office with 
the proper form.  The body of the form must include information regarding 
quantities, price per unit, total cost and the use or purpose of purchase.  Be sure to 
include shipping costs.  Vendor information with address and phone must be 
included on the form.  We can only purchase from approved vendors who accept 
purchase orders.  




2. The Director of Finance will either sign as approved or disapproved. Once the 
purchase order is approved, a email will be sent as confirmation.


3. The District Administration Office will complete the purchase and have the 
merchandise shipped to the school.


4. Once the items are received by the school, the sponsor will be notified.


CASH HANDLING PROCEDURES 

Cash Handling Procedures for Activity Fund Sponsors: 

1. DO NOT begin collecting cash from students, parents, general public and staff until 
the Activity Fund Fundraising Request been approved by the Board of Education.


2. After the Board of Education has approved your fundraising request, the collecting 
of cash from students, parents, general public and staff may begin.  A pre-
numbered receipt is to be given to people brining money to the school site.  A 
carbon copy should be kept.  The receipt should be issued at the time money is 
paid.  A cash reporting blank is included in this manual as well as in the packet 
each Sponsor received.  You may copy or print any of the blank forms included in 
this manual.  Sponsors are required to return all receipt books to the District 
Administration Office as part of the year-end closing procedures, at which time they 
will be logged back in by the Custodian.


3. DO NOT ACCEPT CHECKS.  Money Orders may be accepted.

4. All cash and money orders must be turned in to the District Administration at the 

end of each day.

5. If collecting funds within a classroom setting, you may use a class roster if the cost 

is five dollars or less.  

6. If collecting funds from multiple classrooms and the cost is one dollar or less, a tally 

sheet may be used.  Please see the District Administration Office to obtain this 
form.


Reconciliation of Ticket Sales Form:  

Used with pre-numbered tickets for admission to events, gate receipts, etc.  
Remember to keep your pre-numbered tickets in an envelope or ziplock bag attached 
and properly identified with what reconciliation and fundraiser it corresponds with.


Reconciliation Fundraiser Form: 
Used for Candy, t-shirts, or other product sales for the overall fundraiser.  This 
reconciliation is kept in addition to the sponsor ledger sheet.


Inventory Reconciliation Form: 
To be completed to reconcile revenue with sales for all concessions.




All sponsors are provided with a Budget for Monthly Report Form which details each 
transaction (deposit and expenditure) as you receive it or spend it, tallying a balance as 
you go.  You will balance this ledger with the Custodian records on a monthly basis.


Please contact your District Administration Office or Activity Fund Custodian with any 
questions or assistance.  Checklists and forms are included at the back of this manual, 
which is on the district website at www.crutchoesd.org.  You may make copies or print 
as needed.


RECEIPTING, DEPOSITING, GAMES AND EVENTS 

Collections 

1.  Individual Sales:

Sponsors shall issue pre-numbered receipts to all individuals who have collected funds 
on behalf of the activity fund organization.  In the event the sponsor is not available to 
issue receipts, the sponsor will provide the main office with the receipt book and 
collection envelope.

The receipts issued should reflect the following information:

A. Date money received

B. Person from whom the money is received (Person or Business Name)

C. Amount received

D. Identify the specific fund raiser

E. Sponsor or office personnel signature


Student Cash Roster: 
For collections received of $5 or less by classroom teachers, the classroom teacher will 
maintain a class roster with the amount of money collected next to each student’s 
name.  The top of the class roster will include the date and the name of the event 
(Example:  Candy Grams).  The sponsor of the sub account will issue a receipt to 
“Classroom - see attached roster” to the teacher turning in the money.  This is the only 
exception to the rule of receipting themselves.  A copy of this roster with be submitted 
with the money for deposit with the number of the receipt given.


2.  Sponsors will remit daily to the Activity Fund Custodian or District Administration 
Office any monies received.  A completed and signed cash reporting form should 
accompany the money when it is remitted.  The carbon copy of your cash receipts or 
class roster must be attached, along with any reconciliation forms (if applicable).   Be 
sure to write down the receipts numbers on your copy of the monthly budget form.  
The activity fund custodian or district administration office, in the presence of the 
sponsor, shall count the funds received, verify the receipt sequences and the total 
amount; and will issue a receipt to the sponsor for the funds received.  The total cash 
received shall correspond with the receipts issued.  KEEP the cash receipt that the 
custodian writes to you and put it in your record book.  


http://www.crutchoesd.org


3.  The receipts issued by the activity fund custodian should reflect the following 
information:


A.  Date money received

B. Person from whom the money is received

C.   Amount received

D.   Identify the fundraiser and

E.   Identify the account number to which the funds should be credited

F.   Signature

G.   Include the sponsor receipt numbers that comprise this receipt


4.  The activity fund custodian shall then deposit the funds received.  All money shall 
be deposited on a daily or weekly as required by law.    


Admissions to Athletic and Other Events:


1.  Issue a pre-numbered ticket to each individual attending the event with alternate 
tickets issued for each admission fee (The tickets should be a different color for 
adults, children).   Documentation of the beginning ticket numbers should be 
maintained by the activity fund custodian.  


2. The admission fee should be collected and tickets issued by one individual.

3. At the end of the event, the collections should be reconciled to the tickets issued 

and signed by the individuals involved.  ( Reconciliation of Ticket Sales.)


Concession Sales:


1.  A beginning and ending inventory of items should be maintained to reconcile items 
sold to that day’s collections.  Items sold should be recorded on a roster listing the 
type of item sold and the amount.  The individuals involved should sign the 
reconciliation.  


2. After the collections are counted and reconciled, the sponsor should issue a pre-
numbered receipt.






6. MOTION AND VOTE TO APPROVE OR DISAPPROVE THE CONSENT DOCKET

A. Minutes



Crutcho Public Schools
Regular Meeting Agenda

Tuesday, November 10, 2020
Conference Room, Crutcho School Building, 2401 N. AIRPORT DEPOT BLVD. , 

OKLAHOMA CITY, Oklahoma 73141
1:30 PM

 
1:37 PM
 
 

1. CALL TO ORDER

2. ROLL CALL AND DETERMINATION OF QUORUM

2.A. Flag Salute

2.B. Prayer

3. PUBLIC EXPRESSIONS (Limited to three minutes per subject item)*

4. SUPERINTENDENT'S REPORT

4.A. Introductions of Guests

4.B. Celebrations/ Students of the Month

4.B.1. 
1st Grade:  Aria Cooper
Elementary Virtual:  Kyle Cox
5th Grade:  Angela Jackson

4.C. Financial

4.C.1. Treasurer's Report

4.C.2. Financial Report

4.D. Upcoming Events

5. DISCUSSION OF AND RECEIVE THE CRUTCHO PUBLIC SCHOOL FY2020 (2019-
2020) AUDIT REPORT BY BLEDSOE, HEWETT & GULLEKSON

Received by Antonia Jennings second by Erika James was approve 
Erika James:   Yea   
Antonia Jennings:   Yea   
Paul Keeler:   Absent   
Yea: 2, Nay: 0, Absent: 1



6. MOTION AND VOTE TO APPROVE OR DISAPPROVE THE GENERAL BUSINESS 
ITEMS

Approved by Antonia Jennings second by Erika James was approve 
Erika James:   Yea   
Antonia Jennings:   Yea   
Paul Keeler:   Absent   
Yea: 2, Nay: 0, Absent: 1

6.A. Oklahoma City Health Department MOU - Health Classes

6.B. Special Education Consultant Contract - Dorothy Hardy

7. MOTION AND VOTE TO APPROVE OR DISAPPROVE THE CONSENT DOCKET

Approved by Antonia Jennings second by Erika James was approve 
Erika James:   Yea   
Antonia Jennings:   Yea   
Paul Keeler:   Absent   
Yea: 2, Nay: 0, Absent: 1

7.A. Minutes

7.B. Transfer of Funds

7.C. Encumbrances and Purchases FY 2020-2021

7.C.1. General Fund (11) P.O. #'s 79

7.C.2. Bond Fund (38) P.O. #'s NONE

7.C.3. Building Fund (21) P.O. #'s 23

7.C.4. Child Nutrition (22) P.O. #'s 13

7.C.5. Gift Fund (81) P.O. #'s NONE

7.C.6. Purchase Order Increases General Fund (11) and Bond Fund (39) and Child-N Fund 
(22)

7.D. Activity Fund Revenue and Expenditure Report

8. EXECUTIVE SESSION 25 OS 307 (B)(1), TO DISCUSS ITEMS UNDER PERSONNEL

9. MOTION , DISCUSSION AND VOTE TO APPROVE OR DISAPPROVE THE 
PERSONNEL

10. NEW BUSINESS



11. ADJOURNMENT

Motion to adjourn at 2:21 by Antonia Jennings second by Erika James was approve 
Erika James:   Yea   
Antonia Jennings:   Yea   
Paul Keeler:   Absent   
Yea: 2, Nay: 0, Absent: 1

 
3:18 PM
 
 
 
 
________________________ _____________________________
Antonia Jennings, President Paul Keeler, Vice President
 
 
 
  ____________________________
 Erika James, Clerk



B. Transfer of Funds

C. Encumbrances and Purchases FY 2020-2021

1. General Fund (11) P.O. #'s 80-81



Page 1 of 1

Purchase Order Register

Year: 2020-2021, Fund: GENERAL FUND (FOR OPERATION), Date Range: 11/6/2020 - 12/11/2020

Crutcho Public School12/11/2020 10:17:36 AM

Options:

PO No Date Vendor No Vendor Description Amount
80 11/13/2020 51912 WALKER COMPANIES NOTARY 280.00

81 11/12/2020 53529 DOROTHY HARDY BLANKET 1,000.00

Non-Payroll Total: $1,280.00

Payroll Total: $0.00

Report Total: $1,280.00



2. Bond Fund (38) P.O. #'s NONE



Page 1 of 1

Purchase Order Register

Year: 2020-2021, Fund: Bond Fund(s) FY 2017, Date Range: 11/6/2020 - 12/11/2020

Crutcho Public School12/11/2020 10:18:07 AM

Options:

PO No Date Vendor No Vendor Description Amount

Non-Payroll Total: $0.00

Payroll Total: $0.00

Report Total:



3. Building Fund (21) P.O. #'s NONE



Page 1 of 1

Purchase Order Register

Year: 2020-2021, Fund: BUILDING FUND, Date Range: 11/6/2020 - 12/11/2020

Crutcho Public School12/11/2020 10:18:34 AM

Options:

PO No Date Vendor No Vendor Description Amount

Non-Payroll Total: $0.00

Payroll Total: $0.00

Report Total:



4. Child Nutrition (22) P.O. #'s NONE



Page 1 of 1

Purchase Order Register

Year: 2020-2021, Fund: CHILD NUTRITION PROGRAMS FUND, Date Range: 11/6/2020 - 12/11/2020

Crutcho Public School12/11/2020 10:18:56 AM

Options:

PO No Date Vendor No Vendor Description Amount

Non-Payroll Total: $0.00

Payroll Total: $0.00

Report Total:



5. Gift Fund (81) P.O. #'s 11



Page 1 of 1

Purchase Order Register

Year: 2020-2021, Fund: GIFT FUND, Date Range: 11/6/2020 - 12/11/2020

Crutcho Public School12/11/2020 10:19:21 AM

Options:

PO No Date Vendor No Vendor Description Amount
11 12/09/2020 53648 CAROL L SCARBOROUGH BLANKET 250.00

Non-Payroll Total: $250.00

Payroll Total: $0.00

Report Total: $250.00



6. Purchase Order Increases General Fund (11) and Bond Fund (39) and Child-N Fund (22)



Page 1 of 1

Change Order Listing

Fund: Bond Fund(s) FY 2017, Year: 2020-2021, ReferenceDate: PO Date, Date Range: 11/6/2020 - 12/11/2020,
Include Negative Changes: False

Crutcho Public School12/11/2020 10:40:45 AM

Options:

PO No Date Vendor No Vendor Description Amount
2 08/11/2020 53620 EPCO MECHANICAL INC BLANKET 3,060.14

3 08/11/2020 53258 PROSPERITY BANK BLANKET 1,743.85

7 08/11/2020 51175 OFFICE DEPOT BLANKET 147.17

Non-Payroll Total: $4,951.16

Payroll Total: $0.00

Report Total: $4,951.16



Page 1 of 1

Change Order Listing

Fund: CHILD NUTRITION PROGRAMS FUND, Year: 2020-2021, ReferenceDate: PO Date, Date Range: 11/6/2020 -
12/11/2020, Include Negative Changes: False

Crutcho Public School12/11/2020 10:41:08 AM

Options:

PO No Date Vendor No Vendor Description Amount
2 07/01/2020 53528 KEYSTONE FOOD SERVICE BLANKET 38,444.71

12 09/23/2020 51113 HAGAR RESTAURANT BLANKET 443.48

13 11/05/2020 53315 TREAT'S SOLUTIOS LLC BLANKET 367.50

Non-Payroll Total: $39,255.69

Payroll Total: $0.00

Report Total: $39,255.69



Page 1 of 1

Change Order Listing

Fund: GENERAL FUND (FOR OPERATION), Year: 2020-2021, ReferenceDate: PO Date, Date Range: 11/6/2020 -
12/11/2020, Include Negative Changes: False

Crutcho Public School12/11/2020 10:40:10 AM

Options:

PO No Date Vendor No Vendor Description Amount
5 07/01/2020 52445 SYMMETRY ENERGY SOLUTIONS BLANKET 201.59

7 07/01/2020 52738 LOGIX BLANKET 559.72

9 07/01/2020 52303 CONSOLIDATED NEWORKS CORP BLANKET 5,226.01

13 07/01/2020 51239 THE CENTER FOR EDUCATION LAW INC. BLANKET 375.00

20 07/01/2020 51175 OFFICE DEPOT BLANKET 15.19

22 07/01/2020 4 SAM'S CLUB BLANKET 322.04

23 07/01/2020 52255 AT&T MOBILITY BLANKET 1,729.37

24 07/01/2020 52886 EUREKA WATER COMPANY BLANKET 91.25

28 07/01/2020 52991 VERIZON WIRELESS BLANKET 160.04

30 07/01/2020 53258 PROSPERITY BANK BLANKET 859.17

31 07/01/2020 52642 CHATTERBOX INC BLANKET 4,485.00

33 07/01/2020 16 XEROX FINANCIAL SERVICES BLANKET 661.83

43 07/01/2020 52963 DANYAWN MILES BLANKET 1,700.00

44 07/01/2020 53569 OKLAHOMA CONSULTING &
ACCOUNTING

BLANKET 2,350.00

51 07/01/2020 51960 HOMER SMITH JR BLANKET 900.00

54 07/01/2020 53570 JOSE ESPARZA BLANKET 1,260.00

67 07/01/2020 53631 MIDWEST CITY BEACON BLANKET 28.00

70 07/01/2020 53678 DESIREE JONES BLANKET 1,395.00

72 07/09/2020 50014 OSSEGIB BLANKET 280.60

Non-Payroll Total: $22,599.81

Payroll Total: $1,924.07

Report Total: $24,523.88



D. Activity Fund Revenue and Expenditure Report





















7. EXECUTIVE SESSION 25 OS 307 (B)(1), TO DISCUSS ITEMS UNDER PERSONNEL

A. Evaluation of Superintendent

8. MOTION , DISCUSSION AND VOTE TO APPROVE OR DISAPPROVE THE PERSONNEL

9. NEW BUSINESS

10. ADJOURNMENT

Any person wishing to address an issue on the agenda must sign in with the Board President and give subject matter 
prior to roll call. The Board of Education may vote to convene in executive session to discuss any matter on this 
agenda deemed appropriate and take action on any agenda matter.

Posted this _______ day of __________, 20____, at _________ o'clock ____.M., in the encased 
outside bulletin board and by the entrance to the District Administration Offices, Crutcho 
Public Schools, 2401 N. Air Depot Blvd., Oklahoma City, Oklahoma.

Name of Person Posting: Sheila Cavett  Title:  Superintendent Secretary 

Signature:________________________________________
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