JORDAN SCHOOL DISTRICT

PRINCIPAL’S REPORT OF FINES & COLLECTIONS

YEAR ______________

SCHOOL __________________
PRINCIPAL ____________________


SCHOOL RELATED:



TEXTBOOKS/SUPPLIES ……………….
$ _____________



OTHER (school related) ………………….
$ _____________




SUBTOTAL (school related)


$ _____________


MAINTENANCE RELATED:



CUSTODIAL ……………………………..
$ _____________



REPAIRS …………………………………
$ _____________



WINDOWS ………………………………
$ _____________



OTHER (maintenance related) …………..
$ _____________




SUBTOTAL (maintenance related)

$ _____________







TOTAL


$ _____________




NOTE:  The following are not included on this report:








Yearbook Fee








Textbook Fee








Driver Education Fee







Media/Library Fines
See back of form for further information.

PURPOSE:

The purpose of this form is to summarize all fines collected by the school during the year, and to have the District Office allocate these fines to appropriate budgets.  Rather than reporting and remitting fines collected throughout the year, it is the intent of this form to do this just once, at the end of the school year.

INSTRUCTIONS:

Throughout the year, the school secretary should be tracking fines paid to the school.  Most likely, this is accomplished by having a separate “Fines” account on the school’s ledger.  At the end of the year, the school reports these fines on this form and remits a check to the District for the amount collected.  Send this completed form, along with your school’s check, to your Administrator of Schools.  The Administrator of Schools will then forward these reports and the checks to the Accounting Office.

ALLOCATION OF FUNDS REMITTED:

The check the school sends the District is allocated and credited as follows:

Textbook, supplies, and other school related fines go to the school’s textbook account/budget 

10-XXX-X-0050-1090-641

The maintenance related fines go to the maintenance department’s account/budget in order to pay for item replacement and repair costs.


10-XXX-X-9730-2690-691
