Herndon High School

Robotics Team
Finance 

Finance Committee


Composition and Duties

     

Faculty member 

Approve and sign purchase orders

Collect money, such as travel deposits

 
Act as liaison with school finance officer:



Turn in purchase orders, receipts and deposits

Expedite procurement of grant funds



Student member(s)




Keep track of budget





File hard copies of purchase orders and receipts





Maintain Quicken file




Act as liaison between team members and faculty finance




committee member (e.g., may collect purchase order 

requests and receipts) 

Finance Procedures

All purchasing requests should be made through the faculty member of the finance committee.

Tax exempt forms must be used with all purchases

Home Depot


Team hopes to have use of the school credit card for Home Depot


This card must be carefully controlled and all receipts must be

 clearly marked for Robotics Team


SPI and vendors commonly used



Open P.O.’s will be filed in anticipation of purchases from SPI and 



local vendors commonly patronized


Individual reimbursement

An individual making a team purchase must either be making a 

purchase covered by an open P.O. or have an individual purchase

order pre-approved.

Be sure to use tax exempt form

Turn in original receipt to a finance committee member with your

 name and address

