
Welcome back! For those of you who are returning, we are so glad that you are back. For 

those of you who are new, welcome! 

How are we going to get it all done? 

New This Year… 

• Check runs will be on Thursdays

o Deadline to email invoices for payment is Monday at noon

o Email invoice for payment to your Student Activities specialist w/okay to pay including the
following:

▪ The PO number and the dollar amount to be paid

▪ Any other payment instructions
 Examples: Check to school, include invoice copy w/check, combined payment w/District PO 210XXXX, etc. 

Student fund PO’s start w/921XXXX this year  

• Two Google Doc links have been shared with the site SA secretaries that will take the place of the paper forms

that were used in the past. The links will be site specific. The site SA secretary should email the links to all club

sponsors and/or post it on the school’s website so that they will have easy access to the questionnaires. The

requestor will answer questions and the responses will populate a Google Doc. This Doc will be shared with

Student Council, an administrator, Bookstore for viewing (if applicable) and your SA specialist for approvals.

Instructions were sent with the links. Please contact your Student Activities specialist if you have any questions.

o The first Google Doc is for chartering/re-chartering clubs. This form is a requirement for each club to

be recognized for the current school year.  It should be completed every year that the club is active.

Requisitions for clubs will not be approved until the charter/re-charter is approved and there is a

constitution on file at the school site. Exceptions to the charter/re-charter process are athletic/class

clubs (football, wrestling, band, chorus, orchestra, etc.). Neither a constitution nor charter is required

from these types of clubs unless the school has determined that the athletic/class clubs are required to

have meetings and complete minutes for purchases/fundraisers, etc. If the school has determined that

club minutes/ constitutions are not required, the site’s Student Council should say in their constitution

that all athletics and class clubs (listing them out) are under their jurisdiction. The deadline to add a new

club or an ECA account is 12/31/2020. *see Note

o The second Google Doc will take the place of the paper fundraising request form. Please include

anyone who may have a fundraiser in the email with the fundraising link such as Media Center

specialists, coaches and teachers. Student Activity requisitions are required for all product purchased

for a fundraiser. The requisition may be inputted in Visions after the final approvals of Student Council

and an administrator, including in the notes that the fundraiser was approved via Google Doc and the

dates of the approval. Student Activities has the final approval of the fundraiser. If the fundraiser is

denied, the site SA secretary will be notified.

*Note 12/31/2020 date is subject to change based on when students return to school.
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➢ Travel is on hold until further notice.* Your school site may complete travel packets, but keep them at your site 
until Superintendency has let us know that travel is off hold. There are new procedures for travel which will be 
covered in a future newsletter.

*Some exceptions apply if approved by Superintendency

➢ Please review our website when time allows. It has been updated with many new forms and training guides for your 
reference. One of the new forms is a fillable refund claim form. To process a refund, complete the refund form 
including the account number(s) and all refund receipt numbers on the form, get an approval signature or email from 
an administrator and email to your SA specialist. Do not refund credit card receipts in InTouch. That will be done by 
Student Activities. Please double check that the refund recipient’s address is correct before submitting the refund 
claim form. We get a lot of refund checks returned to us undeliverable.

➢ The deadline for submitting the Negative Balance Forms is 12/31/2020. *see Note This form is a requirement for 
student clubs to operate. It states that the Student Council will cover any negative club balances at the end of the 
year. The form is on our website under Forms>Negative Balance Form. The link to the form is http://

www.mpsaz.org/student_activities/forms/files/negative_balance_form_20-21.pdf .

➢ Per Governing Board Policy IGDF & IGDF-R, joint fundraisers between Booster groups/PTO's and student clubs 
should have an equitable split based on the amount of effort put forth by each group. An agreement should be 
completed in writing detailing the amount of work put in by each group and how the profit split was determined. 
Reminder: Booster/PTO only fundraisers still need administration’s approval to proceed. They may fill out the Google 
questionnaire or use their own form. Student Council does not need to approve Booster only fundraisers because 
they are a separate entity. They only need to approve when it is a joint fundraiser between the Booster group and 
the students.  http://www.mpsaz.org/student_activities/policy/files/fundraising.pdf

➢ We will no longer be using the object code 6330 for services. It will be replaced by the object code 6300. The link to 
the SA account code reference is on our website Student Activities>More>Training Guides>Account & Fund 
Info>2020-2021 Account Code Reference. http://www.mpsaz.org/student_activities/training/

files/2020-2021_acct_code_w-3yr_eca.pdf

➢ Reminder—Employees who are requesting a cash envelope will need to state the store(s) they plan to shop at on 
the Student Activities Requisition. Only stores who are local (exceptions for student travel) and do not take a 
purchase order will be approved. Non-compliance may result in future cash envelope requests being denied.

➢ We are going to put as many fundraisers/merchandise/trips on the MPS Webpay as possible this year to limit the 
onsite payment traffic at the schools. Webpay is Mesa Public School’s online payment system. A future newsletter 
will go out soon with more information regarding Webpays. Please contact your SA specialist to set up Webpays. 

*Note 12/31/2020 date is subject to change based on when students return to school.
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