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 Sanctioning is simply the official recognition of 
an organization by the local school board.

 Sanctioning signifies that the two entities are 
working together for the benefit of the children of 
their school district.



 Sanctioning allows Lawton Public Schools to 
exercise some control over groups who are 
raising money and purchasing equipment under 
the appearance of LPS activities.

 Sanctioning allows the Lawton Public Schools 
to assure the group follows Title IX regulations.



 Sanctioned organizations may use LPS facilities to 
hold meetings. (Request for the Use of School 
Property form)

 When sanctioned organizations conduct activities in 
school facilities, they are billed only for the cost of 
support workers.  Do not pay any LPS employees 
directly.   All other facility use fees and deposits are 
waived.

 Only sanctioned organizations can use the school 
name.



 The principal may give permission to sanctioned 
organizations to conduct fundraising activities 
during the school day if it is determined the 
activity will not be disruptive to the school’s 
learning atmosphere.

 The Lawton Public Schools’ insurance provider, 
has agreed to add sanctioned organizations to 
the district’s tort liability insurance coverage. 



SANCTIONING MUST BE RENEWED 

EACH
SCHOOL YEAR!



Each parent group associated with a school should 
submit to the principal:

1.  A completed “Application for Sanctioning of 
Parent Organization and Booster Clubs” 
form,

2.  A copy of the group’s current bylaws or 
standing rules, (amendments to these by-laws 
or standing rules will not take effect until the 
following school year)



3. A “Financial Review Report” and a copy of 
your check ledger is also recommended.

4. A verification form indicating that the group 
president, vice president and treasurer have 
viewed the PTA or Booster Club Financial 
Responsibility Training video.  The 
verification form must be signed by the 
principal.



The principal will sign the form verifying that 
your groups’ officers have seen the video or 
viewed this PowerPoint presentation then 
forward the application packet to the 
sanctioning coordinator at the Shoemaker 
Center.  

The sanctioning coordinator will review the 
form then submit it to the board for approval.   
Once approved the forms will be retuned back 
to the school and your copy can be pick up 
there.  



Board policy makes sanctioning contingent on 
compliance with the following criteria:

 The organization must be managed and 
operated by adults other than school staff

 The organization must have a faculty 
representative as a sponsor

 The organization must obtain an Federal 
Identification (Tax) Number 



 The organization must have by-laws that 
provide details of the organization’s 
structure including:

a. A description of the officers and their 
duties.

b. Details of the election process for club 
officers and the length of their terms.

c. Purpose and goals of the organization.
d. Breakdown of the dues structure for 

membership.



 No fundraising activities will be conducted 
within the school during school hours unless 
approved by the principal

 The organization may not use school supplies 
for its activities

 All funds raised will be used to achieve the 
stated purposes and goals of the organization



 No administrative fees will be paid to members

 If the organization is abolished all remaining 
funds will be deposited into the school activity 
account with which the group was associated

 The organization must maintain financial 
records and provide them to school officials 
upon request

 Projects which alter school property must have 
PRIOR approval from the LPS Board of 
Education



THE SCHOOL BOARD RESERVES

THE RIGHT TO REVOKE THE

SANCTIONING OF ANY GROUP

AT ANY TIME THROUGH OUT

THE SCHOOL YEAR!



PTA AND BOOSTER CLUB’S 
HAVE NO AUTHORITY TO 

REPRESENT THEMSELVES AS 
BEING AN AGENT OF THE 

LAWTON PUBLIC SCHOOLS!



By-laws should be specific, especially in these 
areas:

 How and when will officers be elected?

 What is the length of their term?

 How and on what grounds can officers, 
sponsors and coaches be removed?

 Define each officer’s responsibilities.



 Who has authority to spend club funds and what 
are the procedures for doing so?  (2 officers 
should be required to sign checks)

 When are the regular scheduled meetings?

 What are the procedures for calling a special 
meeting and how will the members of the 
organization be notified?

 How can the by-laws be amended?



The Institution of Financial Crime Prevention

The risk of fraud and embezzlement is contingent 
upon three factors:

1. Personal Pressures

2. Opportunity to commit crimes

3. Personal integrity of the individual



 Embezzlement generally happens when an 
individual is motivated, and is given the 
opportunity.

 Embezzlement usually does not occur if 
one element is missing.  For example, even 
if a person is motivated to embezzle, if 
he/she is not given the opportunity, the 
embezzlement will not take place.



 Internal controls are road blocks that are set up to 
discourage unethical behaviors such as fraud and 
embezzlement.

 These internal controls should be spelled out clearly in 
the groups bylaws or standing rules and as officers it is 
up to you to be sure that these controls are adequate 
and that they are being followed without exception. 

 Internal controls are there to protect YOU, as a group 
officer, from ethical and legal challenges as well as for 
the protection of the groups assets.



Bylaws or Standing Rules 
Should Outline a System of Internal Controls

 Proper transaction authorization.

Who has the authority to authorize purchases and 

what are the procedures for doing so.  Purchases 

must have two authorized signatures on the check 

that are not related by blood or marriage.

 Adequate documentation.

All monetary transactions should be backed up with 

invoices, receipts, two signatures on cash and 

deposit verifications.



 Supervision of club members.
It is the obligation of the officers to make sure 
club members know and understand the bylaw 
requirements for the receipt and expenditure of 
money.

 Segregation of duties.

Control should be spread between the officers of 
the organization.  No one person, or one family, 
should be viewed as having sole control of the 
decision making process.



 Physical safeguards over assets.

Inventories of the organization’s assets should 
be updated annually and given to the 
organization’s secretary.  Coaches and 
sponsors should be required to account for all 
equipment checked out to them.  They should 
fill out and sign new inventory sheets at the 
completion of their season, adding all new 
equipment purchased and deleting all 
equipment lost, stolen, or disposed of.



 Formal monetary policies and procedures.
The bylaws or standing rules should 
specifically outline the procedures for 
handling the receipt and expenditure of 
money.

 Adequate reporting requirements.
The group’s treasurer should present a report 
to the membership at each regularly 
scheduled meeting.



The proper way to document how 
your organization receives and 
spends money.



 Income for your organization can come from a 
number of sources.

1. The collection of membership dues or 
participation fees.

2. Money donations.
3. Fundraisers or ticket sales

 In all cases, when money is being collected, a 
deposit or cash verification form should be 
used.  The money should be counted by two 
individuals and the deposit ticket should be 
signed by both.



Safeguards for the collection of money from 
membership dues, participation fees or monetary 
donations:

1. Use a pre-numbered duplicate receipt book and 
GIVE A RECEIPT  to everyone giving the 
organization money.

2. Balance the daily receipts with your bank 
deposit.

3. Write the sequence of receipt numbers on the 
deposit ticket.

4. Account for all numbered receipts.
5. Deposit should be made on the next business 

day after the money has been received.



Safeguards for the collection of money from Ticket Sales 

1. Use pre-numbered tickets.
2. Using a ticket report balance the number of 

tickets sold with the amount of cash in your 
deposit.  The ticket report should be signed by 
both individuals counting the money.

3. Account for all numbered tickets.
4. Deposit should be made no later than one 

business day after the money has been received.



When the money being collected comes from the sale of 
merchandise by the organization’s members the following 
safeguards should be followed:

 A log should be prepared showing how much 
merchandise was checked out to each club member for 
resale.  The log should show the value of each piece of 
merchandise so that an amount of merchandise and 
money to be returned can be computed.

 After the sale each participating club member should 
return the amount of money and merchandise matching 
the amount shown on the log.

 Deposits should be made no later than one business 
day after the money has been received.



The proper way to spend the 
organizations money.

ALWAYS ISSUE A CHECK 
AND RECORD THE CHECK 

IN A CHECK REGISTER!



Checks

1. ALWAYS Use duplicate checks and 
ALWAYS require two signatures.

2. Relatives, either by blood or marriage, or 
persons residing in the same household, 
CANNOT be on the signature card to sign 
checks, deposit or cash verification forms.

3. Always require an invoice or a receipt 
before making payment.



4. Write the invoice number on the check stub and 
write the check number and date paid on the 
invoice.

5. Maintain the invoices in files by vendor or by 
date.

6. The invoice should be signed and dated by the 
person issuing the check.



7. Issue checks for janitors, referees, and etc. 
instead of paying from gate receipts or require 
that each individual paid from cash receipts 
sign a log which includes the amount they 
were paid –then balance payments with the 
deposit.

8. Cash withdrawals from the bank account 
should not be allowed.



Bank Statements

1. Reconciled on a monthly basis.

2. Reconciliation reviewed by the President for 
accuracy.

3. Reconciliation signed by the treasurer and the 
President.

4. All voided checks should be attached to the bank 
statement.

5. Suspicious items or items keeping the bank 
statement from reconciling should be 
investigated by the President and Vice President.



 A Treasurer’s Report giving an accurate 
accounting of the organization’s Income and 
Expenditures should be provided to each 
member at every regularly scheduled meeting 
and an annual report should be given to the 
membership at the last meeting of the year. 

 One of the first indications of fraud by a 
treasurer is the inability or unwillingness to 
produce a Treasurer’s Report.



 The Treasurer’s Report should include the 
following details:  

1. Beginning cash balance equal to the ending 
cash balance from the previous treasurer’s 
report.

2. Plus deposits – descriptions, dates and 
amounts.

3. Less expenditures – descriptions, dates 
amounts.

4. Ending balance which should equal the 
ending balance on the reconciled bank 
statement.



 The President should periodically compare the 
Treasurer’s Report with the bank statement for 
accuracy.

 The secretary should include details of the 
treasurer’s report in the meeting minutes and a 
copy of the report should be kept with the 
minutes.

 The treasurer’s report and annual report should 
be signed by the President and Treasurer.



 Board Policy dictates that “the 
organization’s financial records must 
be reviewed at the end of each school 
year to assure they comply with the 
district’s established Guidelines for 
Financial Responsibility.  



 This review must be completed annually and 
should be completed by the end of June.

 The review MUST be done by a CPA, Accountant, 
or a Professional Book Keeper  if your annual 
revenue collections (including carryover) are over 
$10,000

Or
A review committee composed of not fewer than 
three (3) members of the organization’s general 
membership. Organization officers are not 
allowed to sit on the review committee.



 The results of the review, as shown in the 
Financial Review Report and the Procedures 
for Insuring Financial Accountability check 
list, must be attached to the organization’s 
Application for Sanctioning at the beginning 
of each school year.



The review should:
1. Balance Treasurer’s Report to the bank 

statement.
2. Review all expenditures to ensure that 

there is an invoice to support the 
transaction.

3. Review the check register for unusual 
transactions not approved in the 
treasurer’s report.

4. Review deposits and compare to 
treasurer’s report to ensure all deposits 
were properly made.



 According to the provisions of the by-laws or 
standing rules, the organization should, elect 
officers for the coming year at the last meeting 
of the school year.

 The old officers should complete the financial 
review in a timely manner and turn the books 
over to the new officers. 

 The new officers should start the sanctioning 
process for the coming year.



Questions

Thank you for your service to  the 
students of Lawton Public Schools.

Thank You for Coming!!


