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INTRODUCTION

For a number of years the Virginia State Departmont
of Education has been very much concerned with the handling
of finances of co-curricular funds by individual schools.
Although the finances of co-surrisular sctivitiesz do not
come under the direct supervision of the State Department,
this phase of school adminlstration has cesused much eoncern,

The topic of this thesis ia "Acoounting for Finances
of Co-Curricular Activities in Suffolk High School", Suffolk
Hizh Sehool 1s a member of the Virginis High School Literary
and Athletic Association and clsssified in Districet I, Group
II. It has an enrollment of 509 students including grades
alght through twelve, It 48 hoped that this study and
detailed report of all types of co-ourricular activities in
Suffolk High School will be of great value to other schools
of similar size. ,

In 1950 Suffolk High School hed twonty-six accounts
with only ten of them under a central system. At the begin-
ning of 1951 Suffolk High Schoolfs co-curricular finances
were consollidated vnder one centﬁ&l accounting systen to
insure what seems to be one of the soundest systems for
handling co~curricular finances in high school. According
to the report of the Eveluating Committee December 3-5,
1951, Suffolk High School has one of the soundest f£inancial

and aceountling systems for its co-curricular activities of



any school obaerved.l

The central accounting system of Suffolk High School
was the outgrowth of » very definlte need. Before thls
system was lnaugurated in 1951, each organization dealing
with finances of any type other than the athletie associé-
tion bad its own banking and bookkeeping system, This
neant that each organization had individoals responsible for
its own collection of funds and disbursements., This also |
meent that each organization outside the athletie assocla-
tion hed to have 1ts own bank and checking aceount.' Having
its own bank account necessitated students or sponsors
making numerous trips to the bank for deposits and aléo
nuﬁarous changes in signature cards for checlking accounts,
The syatem.now’inaugﬁrated in Suffolk High School eliminatos
the bank trips and signature cards and puts all funds for
collections and disbursements under one central head.

To got alggear plcture of the finasncing of co~
curricular activities from other schools in the state of
Virginia a questlionnaire was malled to fifteén Group I
schoels and twenty~-five Group II schools, with a request to

lﬁaport of Commlttos to Evaluate Suffolk High Schoole=~
Decermber 3, 4, 5, 1951, Committee Membors: (. H. Roid,
William Story, Frank D, Beek, Misa Gracs Jenkins, George 0.
MeClary, liss Marguerite Cruvmby, Miss Mary Hawkins, Mr.
Gordon Higgins, and William B, Blanks,



heve these questionnalres filled in by the principal or
his assistant. It was the purpose of this questionnaire to
find out the similarity in activities and financing of the
co=curricular activities between Group II Schools and Group
I Schools, It has boen the poliey of Group II Schools in
this District to try to have as many activities as the
larger schools of this area, This has caused a problem of
sponsorship and financing due to the smaller steffs of the
Group II achool.

In the Chapters to follow all the procedures carried
on by the twenty-six activities of Suffolk High School will
be discussed iIn complete detaill with regard to organization,
policy, functions, collections, custody and expenditure of
funds, It is necessary to glve a detailed picture of ell
the activities discussed in this theals in order to show
the necesslity of a good eentral sccounting system and the
many phases of work that have to be carried on by the
sponsors and officers of each organization, The systom now
go successfully in operation in Suffolk High School was
hailed with great scelaim the last time the ochool was
evaluated., NMany phases of this system were copled by
several of the visiting achool administrators and 1t was
through the suggestion of this evaluating committee Dogember
3~5, 1951,° that a thorough study be done on the central

2 1bid., p. 2.
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accounting system of Suffolk High School for ths benefit of
similar schools in the state of Virginia that this thesis 1is
being written,



CHAPTER II
COLLECTION AWD CUSTODY OF FUNDS

Football

The firet recelipts for football begin in the early
summer. It is the duby of the business mansger to sell and
recoeive funds for the season tickets to be used for the
approaching season at this time. Season ticket sales for
the past five yoars have averaged $370,00 per game with a
total revenue in Suffolk High School feor this type of ticket
averaging sbout $2,500,00 a season, All season ticket book-
lets are numbered serially and printed by the Glcbe Ticket
Company of Ba;timmre, and an audited aeccount is glven by the
business menager to the treasurer on tickets sold and on
unused ticlkets,

During the suﬁmer months football progream edvertise-
ments sare sold and collected for the approaching football
season, This money is likewise handled by the business
manager and deposited daily in a local bank to the school's
sentral account. A cemplete listing of all advertislng and
money ccllected ig flled with the principsl and recorded
with the treasurer and auditor at the beginning of the
school term,

Once football season 1s underway, the problem of

gate receipts and advance sales has to be handled by the



business manager, Advance sales are made four days prior
to each game in the downtown stores. Thoese tickets are
numbered serially, and the business manager deposits and
collects sold tickets and unused tickets following each game,
Advance tlickets have to be sent to visiting teams when the
geme 18 scheduled at homej the business manager handles ade
vance sales for the opponents when the game 1s played away.
These tickets are numbered serially end handled in the same
menner as the store advance-sale ticlkets, All cash receipts
of advance sales from the visiting teams are deposited in
the central account and & check is drawn to the school for
the number of tickets sold, The advance ticket sales of all
home gemes are carried on a game financilal statement,

Ticket sales at the gate for all home games are
handled by & special school employee, in Suffolk's case a
man who has worked with this type of business for many years.
As zoon as the fiprst half of the football game is over, all
gate receipts are carried to the local bank and deposited in
the night deposit vault by the loecal police., A gate finen-
cisl statementlt is made out by the school employee and given
to the school business menager showing a deposit slip for
all tickets sold plus all unsold tickets,

3 Pigure 1, p. 7.
L Figure 2, p. 8,



“Game

Date

Receipts:

Gate.Q.....Q.Q.Q.Cl..l..C.lil.‘.l....‘.‘...‘l..'\?

ﬂ Of net season tiCketS..............w

Expenses: - '
City tax (107)01t0000o-cocooccooooooooooooooo.b?
Light Tee (5¢ per ticket)0000000000000000-00000
ofricialBOOQ..O.Qll.l...l..l........'.'.l......
Stadium help’...llc.l.ll.'..l..‘.'b'...'......‘
Special help, miscellanouUS,cececeassseccncsssnss

Total expense.oopolt.looouoooo-ohouoool$

N

Net game receipts.....................ﬁ

% to ' o ‘FQIQI$

M0 N0 NG o S8 AL L NE N2 N/ NE N0 A2 30 W N2 A0 M SRNE N4 AL N2 8F NE NE ALY N8 82 80 NS
A S R I T R L TR S S St R IR R S 5 0

3 Admission Breakdown

General Admission~-8tudent...............o..o....‘.-w
Genersal AdmiSSiOﬁ“'AdU1to-ococooa.oo.oooo-n.ooncoo'o
SQ&SOH TicketB*StUdGnt.........................oo..o
Season T}ckeﬁs--Adult..........................,....

TOtal Paid.‘.'.“.lQ.'.ICI'.C'C...OI...OI..'O..“:"

Complimentary...............................~.......$
Passes without tickets-through pass gate............

Total admissions--pald and complimentaryevecceoss

Figure 1
FOOTBALL FINANCIAL STATEMENT



Gage No,

Weather ' Date ' 19

Visiting Team

T Ticket Ticket- :
ype Stop Start: SALES: - | AMOUNT

Adults @
SEudepts @
Passes

Amount of change

TOTAL ‘ ]

iR S -

Figure 2
SUFFOLK HIGH SCHOOL
GATE FINANCIAL STATEMENT
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When the team plays out of town, all guarantees from
the visiting team are requested to be paid in check and made
payable to the high school., Any guarantee paild by the high
achool to the visiting teams for home games 1s given direct-
ly to the bupiness manager or principal before the game and
is made paysble to the school involved.

It is the duty of the business manager to see that
receipts from all tickets that have been sold, either in
advance or at the gate, have been deposited., It is impor-
tant thet all tickets unsold are returned to the business
maneger g0 that these can be checked against the individual
financliel reports. Besides the ticket receipta for a night
football game, 1t is equally important that the business
manager take custody of the receipts from program sales and
concesslons, These two projects are usually handled by
orgenlzations other than the athletlic assoclation, but all
money from these projects 1s turned over to the busineas
manager for deposit in the night deposit vault of the local
bank to the central account of the high school, In thls way
there 1s nc money carried from the ball park by an Iindivid-
ual, Thus the danger of loss 1s reduced.

Another important duty of thé business manager 1s to
check all ticket takers and see that they understand that
everyone entoring the gates will esither have a ticket or be

dressed in a band or cheer leader uniform, All perscns
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attending games on complimentary tickets should have passesn
stating their capacity-~-thess wlll vsuslly be press sgents,
geouts fronm cother teams to be played, and honorary passes
given out by the scheol administration,

The final payments of any advertising due the school
for advertising in the program or advertising on the publie
address end score board will be made to the business managerts
office by check, This concludes ell collections pertaining
to football except for the Individual's insurance, which is
done before the season starts, This 1s handled in meny
different ways by schools concerned, In Suffolk 1% 1s the
responsibility of the business mansger to collect $5,00 from
each boy pa:ticipafing in football for the season and have
this deposited to the football account in the central systen,
After all the money is collected, a check is mailed to the
insurance company for $9.00 per boy to glve complete. cover=-

age for the approaching season.

Basketball

Basketball recelves the largest support from outside
interest other than football, During the basketball season
ticket sellers and takers are appointed by the business mana-
ger to handle all home games, Before cach game the sellers
are glven locked money boxes wilith serially numbered tickets

and a sufficilont smount of change for each Individual game,



Spring Sports

~ In noat schools the spring sports progran cmnsisﬁs bf
hageball, track, and-tennis.__véry few schools recelve reve-
nue from any of these sctivities except baseball. It is the
poliey in Suffollk High School, as woll as in elmost all the
schools in this arca, not to charge admisslons for temnis or
track events, The expenses for tennis and track will thore-
fore be derived from football or some other nrofit-making
organization, and & transfer from that account wiil have to
be made to the spring sports account,

The baseball games are played as often as possible
during the evenings in order to attract better attendance,
Serially numbersd tickets are sold in the box office at the
ball park end these are chscked in tho same mammsr as the
football receipts, There are very few times a guarantee is
peid, since games in‘this_sport are played on a home-gnd-
home basls, All umpire fees are imown in advencse and a
check is drawn prior to game time for this expense.

A transfer 1s made to spring sports from activity
book seles in the same mapmer as proviously stated, Occa-~
sionally the opportunity arises to sell unused or dilscerded
equipment te other echools or piay groups, These sales are
made by the athleticvdirector and the money is deposited in
the aentral sccount to the apring sporta activities, The
only other scurce of revenue for this activity will be the
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At the end of the game this money box is roturned to the
business rmanagerts office, and the recelpis are checlked
against the sellor at this time. ALl gone recelpts are then
deposited Iin the central accounting system to the basketball
activity.

In some Iinatances & gome will be played away from
home on a guarantee, When this oceurs, the guarantee check
is received from the ceech or the principal and, in turm,
deposited in the same mannor ag ticket sales, Indlvidusl
player purchases fopr sports ltems not furnished by the
schocl are handled in the same marmmeyr as in the spring
sports program. In the event that the recoipts are lnsuffi-
clent to cover mll expenses, the additional funds muat be
transferred from another activity, and in most cases from
the football sceount, This transfer 1s made iIn the szame
nanner as the actlvity book transfer, The amount transferred
from the metivity books will be pro-rated as in the case of
the other activities beneflitting from the sale of thoas
books,

In addition to tho game receipts, the concession
money taken in by the Junlor Cless for each game has to be
handled by the business manager. This money is turned over
to the business manager in his office at the completion of
the game along with the locked cash box from the ticket

gsellers,
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purchase of equipment by an individual when such equipment
is not furnished by the school. If this purchase 1is made,
the student will deposit the price of the ltem with the
coach and this 1s in turn put to the account of the activity.
This item 1s then charged to the high school through the
sporting goods company and paid for with the regular iten-
i1zed billse each month,

Annual

The yeer boolk has three ways to ralse money for its
operation, The collection and the custody of these funds
are carrled on in a similar manmer as are the football
funds but sre oxtended over a much longer period, The main
source of funds for the yearbook is derived from advertis-
ing by the local merchants, These adveriisements are sold
in advance by students end signed for by the managers of
the different concerns advertising, No money 1s turned
over to the sindent scoliciting the advertising, but a bill
18 rendered at a later date requesting payment by check for
the advertising space in the annual, All funds that are
not collected in & reasonable length of time will be turned
over to the business manager of the entire centrel account=-
ing system to be ccllected and deposited to the yearbook
acccunt,

The second moat important fund raising source of the
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yearbook 18 through subseriptions to the students. In
Suffolk Hlgh School this is acoomplished in two ways. The
student ecan order a yoarbook at the beginning of the term
through the business staff of the amnusl., In this way he
is requested to pay at least fif'ty per cent at the date of
the order and the balance at the bme of delivery of the
book, This money iz coilected by the business manager of
the yearbook and turned over for deposit to the central
system business manager and credited to the yearbook's
acecount upon reeeipt, In Suffolk High School, if a student
hag an activiiy book, this will include the entire cost of
the yearbook, and appropriate transfer to the annual will
be made for all students having an activity book, The
anount transferred 1s pro-rated at the beginning of the
school year, It has been the general rule of the business
staff of the yearbook to flgure on approximately eighty-two
per cent of total enrollment for subsecriptions, The adver-
tising receipts usually will not vary too rmeh from year o
year and in this manmer the business staff can easily out-~
line & worksble budget with the expscted funds {rom adver-
tising and svbseriptions, The actuval work of selling the
book and advertising 1s done by the student, but 211 funds
are handled through the buaineas manager and treasurer,
thus reducing the chance of mis-sppropriation and increas-~
Ing the student's Interest in the activity,
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School Newspaper

The school newspaper derives iﬁs funds in a manner
the same as the yearbook., It dependsllargely upon the
local business concerns for advertising, end 1% sells its
advertising on a yearly basls with a guarantee of so many
coplies per year., The advertisements are sold in advance by
the étudents and billéd by the business ataff, As goon as
payments are recelved, they are credited by thé paper's
business staff and then turned over to the business ménager
of the central systen, Busineas staffs of the ennual and
paper are sponsored 5y teachers and clése check 18 made on
all business activities concerning collections and custoedy
of funds, |

The high school neuwspaper usuelly prints twelve to
fifteen issues a year., Any student having the school
activity book i=s enéitled to receive the paper, Students
ﬁho do not have the activity book may purchééaxa single
copy of the paper for ten cents.” This revenue from selos
of the ﬁaper is usuaily very éméll, but an accurate aecéunt
of 1t 1is kopt. At the completion of the day's sales the
Sﬁsineaa staff and gponsor must account for these funds
which are then turned over to the central banking system.
The amount of money allowéd the newspaper from the activity
book 18 pro~rated after the completion of the sales of the

books and this transfer is made by the business ﬁanager and
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treasurer from the activity book to the newapaper account,

Industrial Arts Department

The Industrial Arts Department collects money from all
students taking any phase of shop work, This money is used
for materials needed in student projects and also helps to
pay for any manufactured items that have to be ordered and
used in the class. ,

The instructor of the Industriel Arts Department
collects those fees from the students ond deposits the
money daily in the central account to the credit of the
Industrlal Arts Department, Any additional money collected
aftor fees have been paid will also be turned over to the
school business manager for deposit in the contral account
end digbursed in the same manner as &ll other organizations
requlring payment on any invoices charged against thelr
sccount, Ths collections of fees usually takes plase in
September and February at the beginning of both semesters,
The miscellaneous amounts cocllected from students wlll vary
due to projects and items needed to be ordered for their

shop courses,

Future Businesg Leaders gg America

.

This 1s a club made up of students in the advanced

commercial classes of Suffolk High School, It meets during
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regular club perliod., This club has smell dues which are
paid to the treasurer of the club and then turned over to
the business manaper of the eentral accounting systen to be
disbursed to the FBLA account,

Since these students have as their purpose, "to
improve their knowledge of business endeavors", i1t is the
gim of the club each yaér to attend one or two state meot~
ings of this organlization., These trips ars finenced by the
students themselves or through & moneh-making project
carried out by all membera of the club.

During the year of 1953 this elub directed a stunt
night for all grades in the high school, giving a prize to
the grade that put on the best stunt, A general admission
foe was charged. The stunt night was carried on as a
regular entertainment, and tickets were sold at the door of
the apditorium, The olub treasurer handled all details
with the help of the sponsor, A flnancial statement was
furnished the general business manager of the central
accounting system, and all money was depoaited to the FBLA
account, )

There are very few disbursements for this elub

except oxpenses to the out-cf-town meetings.
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regular club period. This club has small dues which are
pald to the treasurer of the club and then turned over to
the business manager of the central accounting system to be
disbursed to the FBLA account.

Since these students have as their purpose, "to im-
‘prove their lmowledge of business endeavors", it is the aim
of the club each year to attend one or two state meetings of
this organization, These trips are financed by the students
themselves or through a menesy-making project carried ocut by
all members of the club,

During the year of 1953 this club directed a atunt
night for all grades in the high school, giving a prize to
the grade that put on the best atunt., A general admission
fee wag charged. The atuntAnight was carried on as a regu~
lar entertainment, and tickets were sold at the door of the
euditorium, The club treasurer handled ell details with the
help of the sponsor. A financlal statement was furnished
the general business manager of the central accounting sys~
tem, and all money was deposited to the FBLA account,

There are very few disbursements for this elub excopt

sxpenses to the cut-of-town meetings.

Future Homemakers of America

——
——

The Future Homemakers of Amerlca of Suffolk High
School 1z conducted In the seme way as the Industrial Arts
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Department In that fees are charged students on projects for
materials not fumished by the school. The only difference
in the Home Economics Department and the Industrial Arts
Department 1s that the Future Homemakers of America is en
organized olub of glrls that meetis ddring regular c¢lub perlod.
This club has the Home Economics teacher as its sponsor and
elects officers wyearly. The sponsor is the sole person
responsible for all collected funds for this club and makes
regular deposits »f any funds collected from the students
for use in the Home Economics Department outside of the regu-
ler materisls furnished to the Home Economics Club,

This c¢lub has two or three luncheons or dinners
yearly and invites parents of the members and school faculty
merbers, These luncheons are used to display the ablility of
the club menbers and elso to exhibit any ountstanding projects
that have been carrled on by the group during the school

year.

Distributors Club

This is a club composed of members of the Distribu-~
tive Education clesses under the sponsorship of the Distri-
butive Education teacher, This is a state-wide organization
and usually has one or two district meotings a year and one
state meeting a year. The members of this group pay fifty

cents a year for dues,
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This e¢lub has several projects a year to increasc 1ts
revenue 8o that the members of the group can attend as many
of the state and district neetings as poss@ble without too
much cost to the individuel. The Distributors Club in
Suffolk handles the sale of all pennanta, scheol identiflca-
tion pins, sweaters, and any other miscellaneous merchandise
that is sold to students 1n high school, The selling of
these items and the handling of thls money provide good
training for the members of the olub under supervision of the
sponsor, All cash recelpts are promptly deposited in the
central sccount to the oredit of the Distributor's Club, and
2ll disbursements made to any of the companles from which
merchandise has been received will be approved by the club
sponsor and In turn paid by the business mansger of the cen=-
tral esccounting systen,

The nuriber in this group is usually very small and
Will compare in size with the Puturse Business Leaders of
Amerlca Club. The two activities colnride vory closely with
oach other and thelr projects durlng the year are very
gimilar,

 Civic Ssmariten Tri Hi-¥

The Civic Semaritsn Tri Hi-Y Club is one of four Hi-Y
clubs in Suffolk High School, It holds its meetings during
the regulapr club period and is made up of girls in their
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freshman and sophmore years. It is always sponsored by one
of the freshman or sophmore oclassa teachers,

The ammual dues per menber are twonty-~five cents,
vsually paid at ths beginning of the year and turned over to
the business manager by the treasurer to be deposlted to the
club?’a account. The secrsotary-treasurer keeps a complete
sst of books on dues pald to correspond with deposits made
to the central accounting syaton,

Thiz club inltiates many chariteble deeds during the
year, It has as a project cach yoar ithe sale of Christmas
cards to raise money for its charity work. All Christmas
card selling is supervised by the sponsor, and she, in turn,
mekes &ll depcsitas to the centrol systom, The payment of
involces to the producers is requested and pald by the busi-
ness manager, but all bockkeeping for this club is done withe

in the club and supervised by the sponsor,

The Gladva Yates Tri Hi~Y Club

This club ia mnother of the Hi~Y cluba and consists
of girls in the Junior end Senior classes., Their aims and
sctivites are very similar to the Clviec Samaritan Tri Hi-Y
Club., The ducs of this group are one dollar plus twenty-
five cents registration fes arnuelly and are usually col-
lscted by tho treasurer at the beginning of the school year,
This money 1s in turn deposited to the club!s account in the
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central system, This e¢lub has been named after 1ts sponsor,
Miss Gladye Yates, who has been the sponsor of this group
for over ten years,

As o money making projeoct to carry on its charity
work, the group sells stationery and note paper. This has
been a very profitable project for the cludb, and the members
have realized a profit each year in excess of $50,

The charity work c¢arried on by the group consists
chiefly of welfare work for the under-privileged families
during the Yuletlde scason. They alsc assist March of Dimes,
T. B. Asscciation, Easter Seals, and others, All funds
collected by its members for the sale of stationery and note
paper are deposlted by the club treasurer in the central
gystem, and all involces are bllled to the club but are paid
through the central business managers offlice, A completes
sat of books 1Is kept by the club treasurer under the supeor~
vigion of thevsponaor end a copy presented to the principal

and business manager at the close of each school year.

Boys Junior and Senlor Hi-Y

These are two clubs with two separate sponsors for
boys desiring ﬁidi Club activities, Omne club is composed of
boys in the freshman and sophomore classes and the other
group 1s compesed of boys from the Junlor and senior classes,
These two cluba have not been as active as the Girls Tri Hi-Y,
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but are operated with the same aims and projects.

Each member of the olub pays twenty-five cents in
dues annually and both of the clubs have some small project
during the year to ralse revenue to carry on thelr club
activities, |

The Senior Hi~Y Club in 1953 sold license ldentifica-
tion tegs as a money raising project,

Both of the c¢lubs have a full slate of officers, and
any money collected ias deposited in the central school
account of either the Junior or Senlor Hi.Y,

Junior Class

The Junior Class organigation has 1ts reguler class
officers under the sponsorship of all Junlor Classs homeroom
teachers, They have several money making projects during
the year with one alm in mind., The primary use of all money
made by the Junior Class is to sponsor a Junior-Senlor
reception and dance during the latter part of May end to
entertain the Seniors of that year,

The Junlors have been aswarded the project of handling
the sales of footbsll programs at all home football games,
These programs are sold for fifteen centsj elght cents goes
to the Athletlic Association for printing of prograns, and
the Junior Class keeps the other meven cents on each program

sold. At the end of each home football game the Junior
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Class sponsors collect all money and unsold programs from
the Junior Class students who are selling them and turn over
21l money and unused programs to the business manager. This
money 1s deposited wlth the football recoipts for that night
and the Senior Class concessions in the night depository.
The percentage allowed the cless for each progrem 1s then
credited to the Junlor Class mccount.

The -Junior Claas has also been alloted the conces~-
sions at all home basketball games, The class selects [ive
or six members to sell drinks and cendy before, during, and
after each home basketbsll game, All merchandige used at
these concesslons is purchased from the general fund candy
and drinl machine account, and then sold at a good profilt,
After the geme the student in charge of concessions will
turn over a written statement on amount of candy and drinks
used and the nightts receipts to be deposited by the busi-
negs manager in the schocl safe., After the cost of merchan-
dise used has been deducted from the nightts receipts, the
balance of the recelpts is then credited to the eccount of
the Junior Class in the central accouonting system, The only
digbursements of thls class wlll take place at the time of
the Junior-Senior reception and dance, All involces are
billed to the Junior Class and directed to the business
manager for payment out of the Junlor Class account,

The same procedures are carrled on by the Juniors
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regarding the balance carried in the account at the end of
the year, There are ususlly not more thsn one or two spon~
sors to change from the Junlor Class and they can help to
guide the incoming Junilor Class in their projects.

Senlor Class

The Senicr Class is one of the most active classes In
school end has many fund receipts and disbursements during
the year, For fifteen years it has been the policy at
Suffolk High School for the Senior Class to handle &ll con-
cessions at the home footbell games, This 1s done by the
sponsors through the help of the senlor students and any
other vendors thoy desirc to use for this projéct.

‘During the football season ell purchases are approved
by the sponsor for these concessions to be sold and billed
to the business manager of the central accounting system who
pays for them out of the Senior Class account.

At the conelusion of each home game the Senlor Class
sponsor turns over to the business maneger all recelipts
taken in for that night to be deposited in a night deposi-
tbry and credited to the Senlor Class account, All money
made on this project by the Senlor Class is used at the con-
clusion of the school yesr to purchase & suitable gift to be
presented to the school by the Senior Class at commencement.

The seniors must purchase their announcements for



25
graduation through the Senior Class, and thls transaction 1s
csrried on by the class secretary and treasurer vnder the
supervision of the sponsors, Purchase orders for these
announcements have to be accompanied by payment for the
order in full before the order 1s made, All of this money
is deposited in the central account to the credit of the
senlor clasg for the payment of the announcements, This
covers the actual cost and no profit iz mede on this trans-
gotion,

The rentel of caps and gowns by the members of tho
Senlior Class is also handled by the secrotary and treasurer
of the class, and the financlal transactions are handled in
the same manner as the graduation announcements, DBefore the
final order is placed for the rental of the caps and gowns,
all money must be deposited in the centrel account to the
eredit of the Senicr Class account.

It has been the rule in the past that the Senlor
Class leave on deposit any unused balance in thelr account
to the incoming Senlor Class to use ag 1t sees fit, For the
past five years the same Senior Class sponsors have gulded
the students of the ¢lass in these projects,

Sophomore and Freshmen Clesses

The Sophomore aend Freshman Classes of Suffellk High

School elect officers, bubt are orgenized in name only, since
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they have no real work or purpose as classes, They are
spohsored by the Sophomore and Freshman homeroom teachers,

They do not collect or disburse aany funds and, thore-
fore, have no account in the central system. The students
in the Sophomore and Freshmen Classes have not been organ-
ized for project work due to the increasoc in the number in
these Classes over the Junior and Senior Classes and the
uncertainty of classification of students at this grade

level.,

General Pund

The major portion of all funds collected and deposi-
ted to this mccount 1s derived from the sale of candy end
soft drinks through vending machines located in the halls of
the high school bullding. A few school items will be
carried in this account that will show some small proflts or
will just be a book account as in the sale of gym suits,
work books, ete,

The business manager or his secretary must sign for
81l candy and drinks purchased for resale in the vending
machines when delivered te the school, The funds are col-
lected dailly from these machines and deposited in the cen-
tral account at the end of each school day, One perscn is
selected each year by the business manager to be responsible

for the collection of the funds from these machines, Before
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this person can colleet thils money from sald machines, keys
have to be gecured from the business manager ocach day., All
money ls collected and bagged in the business managerts
offlce and turnoed over to him as soon as collections are
made and counted,

Iny teacher. who wishes to purchase workbooks or equip-
rent needed in class work may use tho goneral fund account
for advence orders. Thilsg helps the class rocm teacher when
she desires to order equipment without the necessary funds
on hand., - If the books or equipment are then to bs s0ld to
the students, the money 13 collected by the teacher and
turned over to the business msnager ecach day to cover pay-
ment of said merchendise, This las not g profitemaking func-
tion, and sny losses occurred in this cperation are usually
abscrbed by the general fund account,

Within the peried of nine months the general fund
aceount will show trangfers from other school eco-curricular
funda. This 18 a transfer requested by the sponsor of the
activity and passed on to the troeasurer by the busliness mene-~
ger, This usually happens oftly in the general fund acccunt
since many of the activitles deslire to purchase drinks and
candy for the organizations and have the éosts charged to
tﬁeir‘account. Any money turmed in by these organizations
for purchases of the above items will be deporited In the

same manner ag the collections of the vending machinos in a
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dailly deposit to the central account.

Library

The librarisn hes & smell petty cash asccount carrled
in the central accounting system to cover any expenses that
may arise, including the purchase of new books and magazines
ag far as the money wlll allow, At the end of each six
woeks period many astudents owe library fines snd this amount
sometimes runs as high as twenty to thirty dollars, The
librarian turns over all funds in excess of five dollars to
the central nystem to be credited to the library account.
The librarian is sllowed to carry a running account for
petty cash of five dollars to take care of postage on out~
going films, The only other funds available to the library
come from organizations wishing to transfer from their
account to the library fund or make donations toward pur-
chases of new books or magazines. These transfers are

carried on in the same mermer as the other organizations,

Band Travel Fund

The Suffolk Eigh School band is financed in two ways,
The actual financing of the band and instructor does not
have anything to do with the band travel fund, but it 1is
being discussed now in order to show how the funds are

listed and sccounts kept separate, The School Board employs
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and pays for the instructor. The Suffolk Community Chest
gives a specified amount--$3,500 in 1553--t0 purchase and
repalir instruments, supply uniforms, muslic, and other ltems
necessary for a marching band, All of these expenses men-
tioned above are financed by the School Board and Suffolk
Cormunlty Chest,

The band travel fund 1s money that has been donated
or raised by the band for its own pleasure and transporta-
tion costs to other cities, Since the band makes &ll trips
with the football team, it is then only natural that the
football account transfers each year a specified amount to
thias geceount. The transfer 1s conducted In the same manner
es previously mentioned for other accounts,

The band has several other ways to raise money for
its travel fund, Xach year at Christmas time and each
spring the band presents s combination band concert and glee
club program, This is an evening performance usually two
hours in length and no admission is charged in advance.
Small boxes or plates are located near the door after each
performance and donations are received at this time. This
has been & very successful way for the band to raise money
for its travel funds, In 1953 it raised over @250. This
money 1s counted by the band master and turned over to the
business manager for depeosit in the central account, Any

money raised in any other manner is under the direct
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supervision of the band instructor and all cash is then
directed straight to the business manager for central -

depcsit.

Drematic Club

The dramatie ¢lub 1s a self-supporting organization
in Suffolk High School that tries to put on two one-act
rlays and one three~act play a year, Thils club will benefit
in receipts of the activity book and amount recelived will be
pro~-rated as in the other activitles, Both one-act plays
are given as entertainment for the students during high
school asgemblies and in competition wlth other schools in
this District. No admission charges are made for the one-
act plays. During the late fall the dramatlc club presents
a three-act play as its major production of the year and as
its only fund-raising project. Speeclal tickets are designed
gnd ordered through the business ﬁanager's office and
printed by a local printer. ?heae tickets are turned over
to the sponsor of the dramatic olub, and she is held respon~
sible for the distributlion, advence sale, and the turning
over of & complete report on the sale of maid tickets to the
business menager at the completion of the play, These same
tickets are nsed at the gate sales snd when the final report
is made, the receipts will have to balance with the unsold
tickets against the number of tickets printed,



31

It has been the poliey of the school not to solicit
edvertisements from the local merchants for any activity
except football, the annual, and the school paper, If the
dramatic elub desires to have & commercially printed program
for its three-act play, it i3 mllowed to solicit one adver=-
tisement for the cost of printing these programs, and this
money 1s handled directly between the advertigser and the
printer,

The drematle club charges a small fce of twenty-five
cente per member to bolong to this club, These ducs are
eollected by the treasurer of the club and deposited in the
central accounting system of the school for credit to the
elub, It 1s the responsibility of the sponsor to overseeo
the colleotlion of these dues and to checlk the deposits made

by the treasurer to the central accounting system.

Monogram Club

The lonogram Club 1s an honorary organization con-
sisting of all members in high school who have played in a
najor sport, This club has ita offlcers elected by its mem-
bers and has had three ways in which to supplement its
account, A small membershlp fee is collected from each nem-
ber. This is hendled by the treasurer and a complete report
of nameeg and money collected 1s turned over to the sponsor.

The spongor of this club is responsible for all ca&sh
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trengsactions being made to the business nanager of the cen-
tral asccount,

The Monogram Ciub has the concesslons for the Junior
Varaity football ganes and merbers are usually vendora to
ralse money at thece games, The presldent of the club is
responsible for organising these concession sales and for
the collection of all money at the conclusion of ths gans,
This money 18 deposited with the school aeceount,

One other means of making money for the lMonogram Club
1a the soft drink machine,.loecated in the dressing rooms of
the varaity teams, whiech 1g used after practice, This
machine is run directly by the soft drink bottling company
for the entire football sesson and all proceeds are turned
over to the lonogram Club by check and deposited 4n the

central accountlng system for this organization.

Student Cooperative Aésociation

This orgenization is made up of & group of students
elected by the entire séudent body and 1s ccmposed'of
representatives from each ¢1aas, and each homeroom, plus
three menbers~-at-large. It 1s under the sponsorshlp of the
prineipal and moects twice monthly, thirty minutes before the
opening of sechool,

The cbject of this organization 18 to better the

relationship and morale of the school in general and to
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carry on any project that can bo of bemefit to the entire
student body, The SCA has as one of 1ts projects the operaé
tion of the paper end pencil supply storc which is open for
ten minutes in the morning and again at lunch, This étcre
is fun by the president and vice-president of the Sﬁhdenﬁ
Cooperative Assoclatlon, snd g£ll money 1s kept In a lockad'
eash box in the businsas managerts office except durihg’the
two periods a day that the store is in operation. This has
proven to be a very profitable projoct end also cone helﬁfnln
to the entire student body., The profits realized from the
sale of paper and pencils have averaged mors than $150 a
year, .

Another project carrled on by the SCA 1s the apbnaoré
ship of the Southeastorn Asserblies of uwhich there have been
two performences & yoar for the past several yoars, Thié is
a group of pald entértainﬁms tho perform during school hours
for the enjoyment of the student body, An sdmissicn fee of
from fifteen cents to thirty eents is charged each student,
This practice has proven profitable to the SCA, but the
caliber of entertainment furnished by the Southeastern Come
pany has not remained setiafactory in the past few jears,
For thils resmson these assermblies will be discontinued in the
future, The collectlon of admission to all assemblies 1s
conducted by the business manager and profits realized

deposited to the SCA sccount,
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Digbursements of the SCA conaist chiefly of purchases
of placques or medals to rooms or individuals recolving
special recognition., Medals for its offlcers are aléq\pur-
ochased and presentod at the senlor mszembly. - The monéy of
this organization is also used %o finance any trips,ﬁaken‘by
1ts members and sponsors to the SCA confercnces auriﬁg-tha

year,

Asscelatlon of Parents, Teachers, and Pupils .

The APTP meots approximately four times a year.‘,Thia’
is &n organization that tries to bring together parents,:_
teachers, and pupils snd also one that undertales projecﬁs
in the scheol that cammot be hendled by the atudentg.” Tha}:
APTP raises its money through dues of fifty cents per parent
&nd téacher, and twenty~five cents for each atudent. The
treasurer of the Associatlon collects these dues atlthe ‘
first meeting, usually held sometime in late Septamber, and
submits a list of members and money ccllected to the preai~
dent of the Association, This money 1s then turned over to
the business manager of the central accounting system in the
gchool to be deposited to the APTP account,

All receipts from the APTP ere ocarried in the aentral
account unless expenditures are ampproved by the finance ‘_
committee and voted upon by the membership, It has heen the
pellecy of this organlization to give to the various dharities

& anell amcunt sach year and to pay for all refreshméhta'
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gorved at 1ts regular meetings.

Magazine Drive

This 1s a now project taken on'by the whole student
body and has been in operation for three years., Thia pro~
Jeet 18 mainly for the beneflt of the school nsﬁspaper, but
a1l other clubs that have members partieipat+ng}1n tha drive
receive some monectary benefit, S

This drive is:conducted sach year during tna month of
Octuber and is supervised entirely by & representat&ve'from
the Curtis Publishing Company and & special saofetﬁﬁ& o'
‘handie all dotails. This representative and;secréﬁarﬁ”keép
records of all tramsactlons carrled on by the éfﬁﬁént#“
selling magazines, and ab the completion of ﬁhﬁ drive turn’
over a check to the schicol administration tovbé‘ﬁrb~rated
to the crganizations bensfiting from the prorits.

Each year for the past three years nver thirty»five
per cent of tho entire student body has partlaipened in thia
drive, and an annwal profit of wore than r”"00 has been
realized, .

Besides the money glven to the organizétioﬁs par£i~
éipating, the students themselves recveive prizes f¢r ?griéus
amount of magezines sold, end this is paid by tha"agonééring
‘publishing compeny, The school edministration has no
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connection with the financing of this projecb except by the
student participation, and the only noney hanﬁled by'tha
school is the amount derived at the completion of the driva
for the profit made on the year*a work,

Activit'y Books |

"‘, The 1dea of activity‘books wes devised by the adminia-
tration in 1952 in order to help all organizatians in the‘
achool that fall to take in encugh revenue for expenses.»k
This alse mekes 1t possible for any student who desires to
attend all activities and to reeeiVa all publications at a
much.ehaaper rate,

At the beginning of each echool yaar in Septemhar the
schnol buslness manager has sold activity'books to all stu»
dants at the rate of 88,50 a book. Thase booka were paid
for in,cne of three ways: the atudent pald the full amounh
in Septembar; or the student paid half the amount in Septem~
ber and the balance in February; or tha atudent ceuld bank a
specified amount weekly in the aehool aavings ayatem and have
tha fall amount taken out at the end of the school year. The
rate ef $8.50 was a straight rate for all studenﬁs who daid
not parti&ipate in some of the activities benefiting.' The

aees varied for the students who partieipated in aome sf
thg.benefiting activities. For example, 1r a boy played
Pootball, he could purchase an activity‘gook for 42,00 less
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than the reguler price. If a student belonged t}o' the band,
| cheer-leading squad, basketball team, or bééé‘bail‘ sqﬁéd,vhe
received the books for $1.25 less, In this manner the stu-
‘dent still benefited greatly by purchasing a book even"
though he was participating in some of the activlties ‘that
the book helped. R
A complete file on all activity books sales in any of
the above mentioned manmer is kept by the business manager
and a record of this is presented to the principal and .
treasurer with its account. Besides being & aaving for the
individual student and a benefit to the activities 5.nvolved,
the activity book has ént, down on the 'a!'n'cu‘nt ormdney;hahd-
1ling by each organization requiring payments for entrance
to 1ts activities or projeets or publications. In 1953 the
following aativities benafited from the sale of activity
bookas '
Football
Basketball
Spring Sports
Dramatic Club
The School Newspaper
The Anmnual o
The 8CA for the peld Assemblies
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Sale of School Textbooks

The purchase of all books used by students in the “
ninth through twelfth grades in Suffolk High School has to
be made by the individusl from the loocal book s"toAz-e; located
in the high school building, This store s operated by the
sssietant principal and under the directim of ﬁhe superin»
tendent's office. There 18 no commeotion With fnnds col-—
lected for textbooks with any ether funds in {:he sohaol a:nd
daily sales of books are turned directly over tp the EUPQYI_':*‘
intendent by the assistant prinecipel, This ’ato'lx"e' serv?éa : #.’3
& distribution center not only for the white high scﬁoal of )
‘thé city, but also for the negro high school, Certain hours
sach day for two wecks at the bagixming of seheol are set
aside for students to make purchasas of text:‘bocks, . Thia
procedure is again followad at the beginning of thé aecond
semester of the term. The assis%ant principal has to N
wcaunb for all toxtbooks ineluded in the inventory aﬁ ‘bhe
begizming of the year, either by cash reeeipts, boaks on
hand, or gigned requests for deak copiea for. 1ndividual
teachers, | | o

The room in which the book store ls located ia m a
aaparate part of the school ‘building, and the operator cf

t:his store 1s under separate bond to ths ﬂuperintendent.
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Textbook Rentals

£11 pmenbers of the elghth grades, which 1s also 10-
cated in the high school bullding, have tc pay a f_ee;‘oi‘.,@»z.So
yearly for the rental of thelr textbooks. Thls cperétidn'ia
carried on by the co-—cmﬁnﬂcr of the &i{;}cxth-gréde ‘nnd.via.. '
under t’he direct supervision of the : supeﬁinténdenti's‘ affice.

All fees for textbook rentals have to be paid by the
gecond week of opening oi‘ schocl, end this money 13 taken
deily to the auperintenden‘h'a oi‘fice for aepcsit. Stndenta
are charged a pro-rated scale for any damege or }.osses to
texthooks rented to them l‘or their yearts work in Junior
high school. These feea are also collected by ,t}w co-qrdina-»
tor and handl&d by her with the superintendent, '

Tultion

Suffolk Iigh School operates ombirely for eiby puplls,
Any puplls desiring to attend the clty schools from the.
cmmﬁy are charged 2 'tuiticn fee of €3320,00 p;r month f’ér the
session 1953-5L, e

The superintendent of schools has designated the
secre{:aéy of the princi;aal of each school %o check on and
colleet from all studentsa who are resldents of the“aount'y.
This meney is due mcnthly ixﬁz advv'aﬁce. am is peld to the

secretary in the principalts off‘ica;': : 'Invididtj’ai reeceipts
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 for each month's payment are furnished the stﬁ&ent on a d;rp; |
1icate receipt® from & eopy of this ;éecéipii in the secre-
_tary's book., Payment of the tuition is carried directly
to the superintendent's office esch day by &w éecratary.
There 18 no commaction with the colleation cf‘ theaa funda
with the central aecaunting s*ystem, but .H: 13 money handled
through the school and must be depa#ited safely with the
euperintendent. . S T

It has besn the practice of the érihc;p@i's' secretary
to notify each homeroom teacher of ’allz atnééﬁé& owing f;iziticm
and have them report the first of each mcnth to the oi’fiee.
It 1s mlso the duby of the homeraom teaeher to report to the
geerotary any students who do not reaide in the city and who
are not being charged tuition. '

Schaol Sévings'Bank ngbém )

The practice of students! wsekiy_séviﬁg 3.5 en&;aurﬂgéd
by the school sdministration, This program is‘- ﬁpan;sdz-lad by
The Amerlcan Bank and Trust ccmpany end _vea;;':v'igdr'eh and
directed by this bank In the school building each rionday
‘morning during the homercom peried, The homeééom ‘taaehér
collects money from each student deairing to bank Ei‘he stu—
dent puts the amount he wishes to save with his mdividml

5 Appendix B-2, p. 81,
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bank book in a sealed envalope‘énd‘deposité ﬁhia"withiﬁhgi”
| teacher, The teacher then puts all oflﬁﬁs\sealédieﬁvelapeS‘

' in & locked money bag which 1s carried to a central point in
the building where 1t is taken by one of the bank smployees
~ who returns a receipt to the homeroom teacher for the entire
- amount deposibed by her room. _‘

411 responaibility end book wvrk reqnired 1n.tha m?57°f
gchool savings program 1s done by'tha local bank perscnnal,
and the students are free to make mdditl onal daposits and
withdrawals from the regular teller wiudawa cf the 10&&1
bank st any time. During the third week in Mny & speeial
room 1a get aside for the bank to pay'out to any depositor
&1l or part of his money. At this time any sbudent uhn hes
purchased an activity book ar.annnal ﬁhrcugh.hanking will
have this part of his money’withheld by tha business neneger
whsn he is paid by the bank amplayae. e
~ This methed of banking hes proven very satisf&ctcrg
since 1t lessens the book work of the homeroom teacher and
the administration and puts the ehtiie responaibilifﬁ‘ﬁnd
burden of the banking program,on the local hanL - The only
requlrement of the sehaal in this progran is that the stnﬁeﬁt
have & signed statement® from his parents stating & - 1a thsir
desire that their child be allowsd to withdraw part or 81l of
his balanae at that tlime.

6 Appendix B-6, p. 89,



CHAPTER III
REPORTS AND ACCOUNTS OF BUSINESS MANAGER TO TREASURER

Business Manager Accounts 33 Tpeasurer

on—

411 accounts deposited to the Suffolk High School. .
central account in the local b?aixk'aré made ‘on duplicate de-
posit fpmsﬁ The business manager keeps in his“passeafs‘icn
the deposit bag end bank book end sccomnts to the treasurer
for all deposlts with the dupiiéata deposit slip. ' |

- VWhen funds fcr night athle'cic contests, night con-
cession sales, or any other events taking place after bank A
¢losing hours are turned over to the buainelsa;manager, - these
deposits arc made in the local night deposit vevit, As soom
" as the banks are opeiz the following morning, the deposit is
entered in the schodl bank book and the duplicate slip with
an individuel deposit slip in duplicate to show which .
sctivities are to receive credit for the amount deposited is
then given to the treasurer, With such‘ records the business
manager has a complete, detailed account z}f all deposits
made to the central account of the school, and the treasurer
has & duplicate deposit slip to secount for oach deposit
that has been made by the ‘buéiness manager. By having a

7 Appendix B-5, p. B7.
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~ duplicate deposit alipe made for each ac'bivi‘ty thaf:"in to
receive eredit for any money deposited, the treaauz*er haa a
record to file for all recelipts and elso tha apcnscr or the
treasurer of the aativity has a duplicate record to keep in
the orgauiaation files to show the amount of money depoaitea
for a specific date, L ‘

n account cf the limited number of peracnnel usuall;y
availa‘bla in schoola the size of Snfrolk High Schnol,
depositcrr methods mentioned sbove have ;:rwen most satia-
factory. Aeeording to this plan, the ’bnsinass mager can
make deposits any time money has ‘beeu coilected, anﬁ the
trosaurer can record deposits to the propaz- amnmta 1n tha
specified time alloted for baokkeeping and aecounting during
the school day., Thls proeedure will el:{minate clasa inter—-
rupticns for bank depaaita end also will aximinate aﬁy chance
for delay in depositing money in the local bank at the
earliest possible opportunity.

Sponsor's Accountabllity for Indi’viduﬁi" Aééiviiies

In each organized activity in the Sufffolk' aystem the
sponsor must see that ali} fund, dues, and feem of any kind
conneeted with his organization are sollocted by the person
or ;ﬁaraam dosignated for this purpose, The spongsor must

8 Appendix B-5, p. 87.
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glso seo that these funds, regardleas of the smallnasa of '.
| amount, are deposited with the business manager at tha N
earlliest possible time, By this procedure the sponagr an@
activity officers are relieved of the nocossity brzkeepﬁng
any rnnds collected for their urganizatiun. i

When these funds are turnad over to tha businesa manaw

ger by persons designated, they will rill aut in duplicate
a school depoait s1ip? which shows the date@, hamactiviby
neking the deposit, for what the maney'has baen oollected,
and who is making the depasit for ths activity. Upon reu‘
ceipt by the business manager the depoait 511p is aigna&,
T and ons of the slips 1s given back to ﬁhe peraon,making ﬁhe
deposit at that time, The original alin then goaa to the
t treasurer along with the bank deposit 311p to accaﬁnﬁ far
- the meney depogited in the central ayntem.on that datag ;
In this procedure the olubt's officers are carryina on
‘, the respongibility of all 1ts ‘organizationfs ‘banking funa--
 tions, but thoy are relieved of the r&aponxibility nf carryb
ing any funds for longer than a few minutes after cullecticn.
The deposlt with the‘businesa manager correSpcnds to one’
- that would be made with 8 locsl bank and can be made at any
time during the schnol éay'withnut thﬁ parsan's ma&ing ﬁha.
deposit having to leave tha school builéing This yracedure
gives all students conmected with aetivitfe§¢trainingvin

9 Appendix B~5, p. 87.
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sccounting for activity fuomds, but ielie#éﬁ‘ths officers and
sponsors of the ever present danger of loass or misapproprig-

tiom.

;Busineas Hanager's‘Reaponsxbiliﬁzkfor Depdsitav,lf«

Besidos making night deposits aftor athleblc contests,
the busincsc mansger hes the responsibility of«éepositing'in
the local bank ell funds accumulated in the échpni'aafe each
day. A corplete list of all school deposit alips_that\hnve
been turned over te him in a given day is accunulated and
totaled for the correct amount to be deposited in the cen=
tral system, This smount is then taken to the bank each day
at the latest possible time before elosing of school and the
local bank. B$ fQ11owing this procedure the administration
is relieved of the responsibility of carrying’bvér‘funds'in
‘the local administrator's office and is assured of the safe
‘deposit cf gll funds collected sach day.



CHAPTER IV

AUTHORIZATION OF EXPENDITURES
- AWD DAUDLING OF SPECIAL RECEIPTS

, A11 e::penditmraa made by any actwity or. organizntion
eanneeted with the central auceuntmg system have tc ‘be nade.
’by check, regardless of the size of expenditurs,. ’I%aere is
‘one ’axca’ption to this rule and this is the potty saah fnnd
‘af ‘the prineipal that will be diacuased later in this chap~
te:'.., . I T S
o ‘With a large number of aetivitias making puz'ch&saa "
‘from local end out-of-city concerns, the r.ml‘y satiafactary
-method for a complete gccounting system is the payment by
check, It 1s also a rule of the administration that all
checka ‘be malled by tim office of the principal. .This prac-
tice eliminatea extm handling of mper?;ant rail and raéuces
the possibility of any loss.

Speeisl Receipts . -

o A1l receipts for the can‘bral aecountiug aystem as |
praviously described will be dapoaita& in the bant«t end in
the same account, o o+

The specisl receipts rox* pupns' aavings, textbonk
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_ aalas, textbook rantals, and tuition are not depositea in
%ﬁﬂ central accounting. syatem.’_ o
) Pupll savings has been,discussaa ln,a previous chnp-
ter.  These deposits are & resganaihility'of tha local bank
and are in no way connected wiﬁh tha depoaits mada in the
central accounting ayai:am. All receipts far pupils' savinga*
ara made direct with bank:paracnnal.
Receipts from the sale ef textbookw are handlad by

the faculty member in charge of texﬁbaok aalea and are o
»ﬁepaaitedlo daily diractly”uiﬁh the auperintendent.v Text~
#beok aalaa are In no way canneeted u*ﬁh any aﬁher funda 1n )
3_%&@ local high gchool and are hanéled tn an entirely'separate
aceount. S . |

~ As aescribed in-a previoua chaptar,11~thz textbook
‘;reutal fund is solleeted by‘ﬁhe ca-orﬁinator of the 3unicr
ihdgh schnal ot the beginning of the sﬁheol year and deyosite&
airactlg'uiﬁh the auperintendent'a cffice.. kny discrepanciea
in.inﬂividual student's rental acaonnta are referred to tha
vprinnipal’a office, but sll manay raaeived ia earriea to the
auperintenéant. o L ‘
‘ - The co«crdinatnr of the junior high school is appointed
by ﬁhe local prinaipal,to handle thﬁ mmney‘eelleated from the

10 yppendix B-2, p. 81

11 Snpra, p. 39.
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_ rental of textbooks as the aighbh graée is the nnly graae
tlmt has this charge end the mnnay haa (:0 be ahm ix: tha .
School Board Account.

Suffolk High School 13 .'m s city schcwl syatem; haw-
ever there are a number of stndents ati:anding from Hm&w&
Ctzm‘hy. A tuition charge, set h'y tm .:u,ﬁ‘falk Schnol Boavd,
of $20 o Btudent por mnth faz' 1953-511. iz made rcr all x:xon*
reﬂidem; stndenﬁ&.r The searetary to ths principal ia e :
designated by the aaperintement te have a ccmpmte recerd
‘of all m«resiéent atudents in evary homemcm‘ The 3eura~
‘tary is also rfe&pansi'ﬁle for the hilling ef aaaﬁ stu&ent and
the ecuactim of this ch&rge. When this money 18 paid at
'the begiming of each mnth to the sacratary to tha princ:t-
pal; it 1s then carried dirsctly to the» snperintandent!a
‘office for deposit in the Sehool Boerd Actomnt. This
leaves Surfolk High School with anly the respansibility acf ‘
deposits for sctivities. ana organizatium in tha acheol , |
imder the centtal acaeunting aystem an& matms all deaignatad
faculty persomael reapmsible for i:ha &epoaits nf.‘ any funda
‘directed to the School Beax'd Accmmt. | B

| Au’chr:rination of c:mcks Aga:inat Funds

In the Cen{:ral Accsuntin,_, _ystem

‘ Before any' arganizat:ion ez:..a. vequeat the iesue ei‘ a
‘uheok or cheaks against its balance in t;he eentral accounhing
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‘ gystem, it must present to f;he buaihess hzanager ‘an itemized
invoice approved by the sponsor on a requisition pmperly
£11led ocut by the sponsor for a specified amount on behali'
of the activity. N o o

Whenever the ooeasion ariaea ror an organizat.ton to
draw money for other than 1temized hwcices. the regular
requisition fom12 has to be filled in Btating the date.
amount desired, for what the money will be used, the name of
the organicgation to which the lc!;eck wil],-bq charged, and the
signature of the aponaor.. 'The ;'eemea iﬁiroicg or the
requisition 1s then filed in the business mansger's office
under the account desiring payment. -

Upen receipt of on. Itemized ﬁvoice or an’ activiky
requiaitian, the business managex' will than draw up a chook
requisition'd giving the date, the name of the orgenization
on which the check will be a;gun,“tng~amgana, and for what
the check 1s drawn. This reqn@sitibﬁﬁiﬁ.‘ibé 513;:;9& Jointly
by the business manager end the principsl, This cheek
requisition 1s then sent to the treasurer for the actual
drawing of the check for pé;men’& of tl_ié‘" ftom involved, It
is serially numbered to correspond with the serlally num-
bered checks drawn on the central account and charged to the

12 pppendix B-1, p. 79.
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_specific activity, It is then filed by the treasurer to
¢orrestpond with check stub and canceled oheck.‘

The actual drawing of the check is dane ent&rely 'by
the treasurer and requires only the aignature of the
treasurer after she has received the jointl'y eigmd ‘checlk
requiaition. In the procedure mentionad above, no organiza«-»
tion can draw & check without the mowledga of its sponaor,
t;he business manager, the prineipal, and the - treasurer oi‘ the

central dgocounting systen,

The Pettg; Cash Fund 9_{ the ?rincipélt

' The occasion arises almost. daily for the expenditurea
of axnall amounts of money by the principal to take care of
poatage, office supplies, freight billa, et eetera. Tha
palicy used by Suffolk High School 18 one in which the -
prinoipal draws a specific amount: on tha Genaral and acoount,
nsually ten dollars at & time, &and keeps thia fund in the
aahool safe. Uhenever payments are made by the prinoipal out
fof the petty cash fund, he puts itemized 8tatementa in the
patty eaah folder. Yhen the ten dollars has been used, i:he
petty cagh fund iag ’bhen z-epleniahed by dramng an additianal
‘I:en dollar check from ‘ahe General and.‘

- It has not been the policy in t}ﬁs sehocl syatam for
the auperintendan{: to fumiah the principal or the 1ocal
‘h:lgh gehool with any potty cash fund. to earry on the
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~expenditures mentioned gbove. Almoat all of these items
have been paid out of the profits ‘made on the candy and
dx-ﬂ.nk‘ machines, Some stamps are supplied by the suparin-' -
tendentts office for apecial oceasions, but ether than this,
potty funds ere carried on by the General and actount.,

..»»T:‘he principal 18 ths sponsor of the Generalva;d
Account and has the money‘ﬁmueble in this account to be
used at his diseretion. He uses it for foiqé supplies or
to .helﬁ .,6rganizati6ns that may need ‘additioﬁal funds,



CHAPTER V:

REPORTS IADE OF FINANCIAL OPERATIONS OF ALL ucHOOL
| co-CURRIcULAR ACTIVITIES

'i’reaaurer's' Monthlz Repcrts' =

_« On the first day of each schonl month the tx-eaaurer
of the centrel accovnting system will nmake a complete ty‘pe-
written rsportm of all activities in the contr&l accounting
-syatem. This report will shox; 21l balances on hand .i’or,eac.h
activity liéted under the system. - - .

The treasurer usually makes at least ten copies of
‘this repert so that it may be distributed to all'partiesjadiiv
vcamed'ané‘ piaced on all centrelly located _;schqol’-bulletiﬁ
boards. The originel copy gees to the superintendentfs.
office.. One copy is filed in the‘priminalia office and 6:16
aopy 18 £1led with the business manager. Another copy. is
poated on the teackor's hulletin 'board to be examined by the
sponaors of all crganizations eoncemed with their activity's
balance. It is a pelicy of the adminiatra’bion to post on tha
main bulletin beards of each floor S.n our building a cop:y of
this mcnthly report in order that students ma'y 500, from ”

month to month, ezactl;r how their activity stands financially.

14 pppendix B-7, p. 91.
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".mia rerox't: does not give anyona other than n member of &
particular activity very much rinancial infcmation cn the
act:ivity, but serves as & check list monthly fox' 9.11 spon=
gors and club cfficers in order that they may mka a com-
plete statement to their club or actiﬁty on their financial
standing.

Book Saie and Inventory Reporta

On the last &ay of each mnth {'.hs 3.ocal supervisor
av:.ting in behalf of the superintendent taizea & complete in-
‘ventory,or all unsold books in thg bpak atgro». This inven=
tory is taken with the faculty membéi' 'm charge of book
:aalea and gives a complete report or books on .mnd, and )
boaks sold during the previous mont}l. ﬁ\fter th.s inventor;y
‘R:Tha’faéalty nexber in charge of bbél: salea can check the "
number of books sold with the amount of money depcaited with
the superintendent for hhat month in ordez' to get e complete
¢hee.k on the book store activiby,

Term Report on Book Rentals

g

" Within thirty days after the apening of a new aehocl o
ta;m, the co-ordinator of the jnnior high achool will giva q),’_»
written repoz't to the principal on tha nnmber cf students,
vthe amount dus from each student, and the ammmt cullec’cad.

f'r-,This raport will also carry a liat of any students that have



o gL
,not paid thelr rental fee ‘by this time It is then the duty
af 1:!19 principal to collect or make satisfactory agreements
with the students who are delinquent 1:1 their rental accounta.
" He in’turn files a complete book rental report with the
sehool board through tha supers.ntendent. | '

I-Zonthiz Sechool 'I.‘u:iﬁion Report

. The monthly school tuibion report ia made to the
snperintan&enﬁ for the auhonl boarci 'by f:he principal's secro=
tm “This report ahawa tha number of ncm-'reaident studenta,
‘ ameunt aue, amount pa;ld, and tha names of stndenta that have
not met their obligaticns ror tuibirm for the coming month.
1t ia filed with the auperlntenaent on the tenth day of each
achool month by the aesretary’. Tha anmunh paid for tuition
ahould tally with the amount of tuition deposiﬁad with the
auparintendent by the aecratary in charge of.' eollectians.

Business E&n’ager"a Repori: _g;_o_ Vls‘:tti‘hg\'i‘eams

That Pla'x cn ?éreéﬁt.a‘ge ‘6:‘;" f}é{:é Recei'pf:s

o | It ia t;he raaponsibility of the busimas znanager tzo
mail a typewritten reportls to the principal of all visiting
"teams that play Suffolk High School on a gata percentage.
'l‘his raport will carry a ccmplete financial atatement of a1l

"15 pigure 1, p. 7.



_receipts and expenditures agreed upen by written contract
befér‘e')ﬁhe contest snd will be ac‘comp'aniéd ‘&y‘ e check for
the visiting team's share of the receipts.“ It hns been the
poliey of the buslnoss manager te complete all details for:

" this report within throe days arter each athlatsic coneest,
when all receipts are countea. A cop:r of this report is
given to the prinecipal of the lo's:al ‘achool an&»a-copy is
f1led in the business mer's offihe.-



‘CHAPTER VI

BONDING OF FERSONS HANDLING MONEY AND AUDITS
' OF ACCOUNTS | |

The business managar and treaaumr of' the central
mceuuting system of Suffollk Eigh Schcel are each hondad in
the mmount of ‘9“25,000. mg poncy has been 3.n effeot for
the past seven years an& tha bond becomes automatiaallr re-
newabla with the bonﬁing company eaeh year unlaas the pr:mci-
pal apeeiﬁcally requeata that it be c‘{iscontinuad. ) It 80
happens that Suffollk mgh School haa had tha aame treasurer
and business manager roz* the past aeven ysara._ o o

- The superintendent reqnixfes tha'c the i‘aculty member
in charge of text book aalea far the high school ‘be bcmded
in the amount of $10, QQO.' This bcnd is alsa antomatically
renewed each yoar nnleaa the auperintendenf: swciﬁcally
recamman&a that it be diaeontinned._ The cost of bonding the
business managor and traasnrer is pai& out ot' the general
fund aceount in the eemtz-al acacunﬁng system o mffolk High
Sehaal. The charge of bonaing tha facnlty memhezt J.n charge
oi‘ textbook sales is paid by the 10@:11 scheol ‘boar&. L

On July 1 of each year all hooks, recarda, am! |
‘aam:elad checks, sre turned over to a certimed pn‘olic .
acccnntant for gn pudit on the eanﬁvai aaoountlng ayatem fer
t}ze p_ast year. This andii: has been ¢arried mx by a 3.%31
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_ﬁceonntant for the paat ten years at the very low fee of 825,

'l‘ha auditing of the central acectmting syat:em books :13 car- -
ried out &nring the ‘summer mcnths and the bccka are returned
to the treasurer by Augnab 15!:11 nf each year. R
All new school husinaas tar the c.eming achool yeax* ‘
beging with the fnct‘ball mllaotions in Angnst and is so ro=
corded by the {:zveaaurex' a:t %:he ‘beginning cf the achool year.

copiaa of the yearly audi’!: are sent o f.ha superintendent of

‘schools, and one copy 1g riled by *bhe princip&l and one by.
the busineszs managem 'f’he administratim oi‘ Suffalk High

thocl }ms taken gx*eat pride in the 'bo:md copieslé' of' theix'

audits over the past ten years.




ﬁﬁapmmﬁ'vxx.
SUMMARY AND mcox«smmﬁwﬂ

Summagg‘

A proup survey queaiibﬁnaire was mailed to fourteen
Group I high schoolsi! in the Sf&te of ?iﬁginia aavéring
81l sections of the state, A aimilar quaationnaira was
malled to fourteen Group 1218 ‘high sehnola in District II
end III of the State of virginia and tha elaven other meme
bers of Distriet I, Suffolk is a mamhar of District I,
~Group II, The queaticnnaires showed that all high schools,
regardiess of size, carry on & very ertenaiva ¢o~aurviou1ar
activities program, The smallest high sehcal with fewer
than two hundred students had a program of fourteen activi-
ties. One of tho larger high schools had a ﬁrogﬁ&h of
fifty-six activities, _‘ I

The Group I schools naturélly‘cévri:é mneh;wi&ap'and
varied program of aotivitiaa. The G&oﬁ§ I schaols are alsc
(better starfed to sponsor and contral these activities. '
. The Group II schools that range in enrallm@nt from two hunw~

dred to six hundred carried elmost as many sctivities for

17 Appendix A-3, p. 72.
18 Appendix A"u; Pe ?Lf-.



thelr student bedy. These schools do neﬁwhﬁvs as large a
personnel to conduct their activities as do the Grbnp 1
schools, All the high schools pa’i»tiéi;;asgﬁg; in the survey
had extensive sthletis programa. Ths sué&ééa of the well-
rounded eo»curr&cular-prngram 1n Suffolk'ﬁigh 8¢hool ‘has
been due partly to the central a¢u9unting syatam. ‘Bach;~
sponsor should be familiar vithf££94ﬁypélnr aqtivity”he-is
sponsoring end should knaﬁ'hcw’thésa‘gétifities-ﬁie to be
financed, | | 9 L‘- ~ .

In the aurveya stndisd it appears that avery schaal
answering the queatiennaire had aame typa of activity de~-
signed to satiasfy a wide ﬁange ef intereﬁt. It 18 avident
from the number of sctivities earrieé on in the thirtyw
five schools surveyed that eo«eurricul&r activihies are w
definite part of today's educational pvagram.“ The training
of students holding raaponsibla afficea in the varioua
aetivitiss in regard to th& aetivity finance 18 also an im~
portant part of the student'sn curriculum. Regardleaa of
the respongibilitiesn deaignated by thg &éministrabion of
any achool to the faculty merbers regaraing hhe financing
of co~curricular activities, it is atillvtha rssponaibillty
of the head administrator to keep 8 close ehéék;on 81l
funds and disbursements, When the administratian of any.
‘school allows separate adconnting systema for individual
activities and the deposit and diabnraensnt of funds by eny

o b
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_cf:her person than tha haad of tha centml accounting aystem,w
it 18 @&n endlezs task for the administratcr to keep complete
check on all of his school ectivities.

It may be noted that all but two oi‘ bhe 1arger high
gchools have thelr ac&ennte :m&er one central aocounting
gystem, F‘urthermore, 1eaa than half oi‘ the Group II or
am&ller high sechools have astabliahed a ane~head central
accounting ayatem. ‘l‘ha only difrarenee that appaara bec-‘
tween Group I and Group I1 schools is that the 1arger en-
rollments necessitate an increaaed rmmhez' of activitiea for
the larger. schoala. ar courae, the larger sc}wols will
handle nore mcmy a yeax- than the amller schoola. The
res;:onsibility of all adminiatratzors is i;he game, The
sponsors and the atudent ei‘i‘icers must ‘ba t:rainad to handle
all effairs in e strictly busimss-—li&ce menner and have
reccrda of funds end disbnx*semants thaiz can prove Hithcut
sny doubt how activity rtmds are }mndlad.

The study juat scmpletaﬂ on finansing co—eurricular
activiﬁws in Suffolk Iiigh Saheol shews that’ all money, re=~
gazvdlaaa of amount, s daposited imdiately with the busi-
ness manager of the school. The paraen making the deposit
receives a duplicate deposit 811p19 showing the name of
the activity, date, and amount er depcaﬁ.t. ‘m activitiea
that are ocarried on aelely by the buysinssa manager it‘ is

19 Appendix B-5, p.87. -
: i LIBRARY
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. shown that these activities aée oova"éﬁ hyqitemized state~
ments for purchases and by'the serially number ticketszo
@ check-systom on all athletic contesbs played by Suffolk
High Scheel, _ ﬁ

A1l student groups under ‘a_ speonsor appoiuted by the
Béad sdministrator are reaponaibl@ to the business manager
fnr the colleetien anﬂ di&bursement af funﬁs nertaining to
their actlivity. Whe bnsinaas managar 13 acccunt&ble to tha
prineipal for all activitiea and athletic ‘accounts’ handled
by him, He 1sg lidbls to the bcnded traasu*ar of the cen-
tral aceaunting,swatem.:orvall_fgnés co;leeted and dis-
bursed through the dantral'accaﬁnﬁ; o

From ths grcup survey quastionnaire found in Appen-
dix A it nay be nnted thmt many schools are operating a
varied activities program wigheugva wall-rpunded central;
sccounting system fév~h§ﬁdiiﬁg theufinaﬁées of”¢¢~éhfpiou«
ler activities. 1In Sﬁffblk High sehool éﬁﬁ édmihiéératiaﬂ
has designated a bonded businass manager*wiﬁh specific
duties regarding finaneea of co-curricular activztiea. AThe
business manager is laeated in the schoel building so that
he:ls aceeanlble to all staff mambera and atudents., e is
also glven alloted aahael time to carry aut his duties as

bnsiness manager for these activities.» The{admmniatratian

20 Appendix B-10, Pe 97+
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. of Suffolk Bigh Soﬁao}'hgé”appqinted a'boﬁéad treasurer to
keep the records of all gcccunté in the‘centrgi syatem and
‘to write the checks for all disbursements rrém the‘centrgl
éﬁﬁounh The treasurer is allobe& two onedhour poeriods
‘during the school day to fulfill ‘these dutiea.

The administration of all achools mnst §hou1der the
reapcnaibility of financing of ea~curricu1ar activitias
in their system.“ In order to prutect the achool and the
1ndividual it seons & neceasity‘cn the parh of the adminis-
tration to have a walludeveleped cenﬁral aocaunting syatem

to handle all finances of the co-eurricular activity,

5Reeémméhd§tions

It 1s reeémﬁend¢d §hét:;

1. A1l schools, regardless ¢r §ﬁro11m¢nt,:numb§: on
ataf'f, or number”ﬁf aetivibias'carriéé-on,“bé:ﬁﬁder 8 cen~
tral accounting ay&tem; |

2, TPersons reapensible for collecting funds from
the various ascounts be banded fcr the prc%acticn of the
" school and the individual, BER

_ 3. The administration make pﬁblic at 1aast quarter-
L y the status of all school acecunta earrieé in ﬁhe cen-
tral mccounting systems . i
e A%t the end af'each manﬁh tne administratcr-

should also present to the suparintendent and school board
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a complete report of a1l activitias carried In the central

| sccounting system; 2 |

5, The centrsl sccount books be audihed by a certi-
fied public acscountant at the end of each gchool year. A
copy ¢f this audit should be inc.ludeé in the prinoipal'a
report to the superintendent and school hmrd; :

6. All accounts be controlled I:y a double~zigning
check systenm,
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QUESTTIONNATRES



\h?mmx A~1

REPORT OF GROUP T HIGH SGHOOLS OR BOHDVD S’I’AFF IEMBERS,
GE’I‘ITB&L ACCOURTING SYSTEH, TIIIFJS MO?IEY IS TAKEN ‘I‘O 'I‘HE
BANK A VEZK, DOUB”T‘ CHEGK SIGKING ""3’.‘3’1’131 - AND AUDIT. BY

A~ CERTIFIED FUBLIC ACCO’BHT‘



SGHOOL - Staff  Central Money to Double Audit by
Members  System Bank a Check A C.P.A.
Bonded - Wegk Sianing
Cradock yes yes 2-4 yas ;; no
Culpepper yos yes 5 yes"'lli no
Fairfax no ‘'yes . B L nd ;1-“no
‘Graﬁby no 5 yes ’3-4 : Yés’fﬁv; yes
Hampton no ‘yes-N  12-5~}  : ‘ye;‘; k;1'ye5
Hermitage no |  y9s . 5 v} yés;-; 1j'yes
Highland | o S
Springs yes .oyes 2 . .m0 i no
Hopewell yes | yes 5 ‘;‘ yé$ B 'yes
Mau}y no yes N 2-5 ’ ,j -yes ves
Newport News yas  yes L 2 yes  yes
Norview no yes‘ 5,' ,no\ | yes
Petersburg yes yes 5 nd yes
So. Norfolk yes 7.A, yes 2 ~ yes ‘ yés

Report of Group I High Schools on bonded staff members,
central accounting system, times money is taken to the
bank a week, double check signing system, and audit by
a certified public accountant. .
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APPENDIX A-2

REPORT OF GROUP II HIGH SCHOOLS ON BONDED STAFF mmms,
| CENTRAL ACCOUNTING SYSTEH, tmms mm:}r IS TAKEN TO THE
BANK A WEEK, DCUBLE CEECK sxcmms szsmz, AKD AUDIT BY

A cm'm?mn PUBLIC ACCOUNTANT.



‘SCHOOL Staff - Central Money Double Audit

Members  System ° to Bank. Check by a 70
Bonded . a _Week Signing _C.P.A.
Albemarle . no yos 2 ne no
Churchland yes yes 1 no no
Creeds yes no 3 no yes
Déep Creek yes yes 1 © no no
Franklin 60 yes 5 no . vno
Great Bridge ye§ yes. 2 . no ﬁo
Jémes Monroe no no 5 no no
‘Kempsville no yes 1 no no
Louisa Co. ho yes 5 no no
h Manchester yes . ye; 2 no no
1Mathew WhaleyA yés no . 1-5 yes yes
‘Oceana no ~ yes 5 yes yes
Orange Co. o no yes 2 : no no
Osbourn no yes 1+5 no Reqﬁést,
Poquoson no yes 5 no no
Smithfield " no no 5 no yes
Spotsylvania vyesk yeé 1 no i;inéi
Stafford no no 5 yes yés
Suffolk yes yes 5 yes yes
Thomas Dale no yes 5 no no
Va. Beach yes yes 5 yes ‘no
Varina no yes 1=-5 yes no

Report of Group II high schools on bonded staff members,
central accounting system, times money is taken to the
tapk a week, double check signing system, and audit by
a certified public accountant.



APPENDIX A-3

REPORT OF GROUP I SCHOCLS ON EI*«’ROLLITEHT, HUKBER ON STAFF,
NUMBER OF ACTIVITI‘Eu s BAWND EHROLLE'"I*T, WUIBER OF ATHLETIC
TEAHS, AND WUFBER OF COACHES,



Sehool

CRADOCK
CULPEPPER
FAIRFAX

GRANBY

HAMPTON
HERMITAGE
HIGHLAND SPRINGS
HOPEWELL

MAURY

NEWPORT NEWS
NORVIEW
PETERSBURG
SOUTH NORFOLK
THOMAS JEFFERSON

Report of Gro

1850 90

2

<+ N 3
= &0 o] o
S B - T
4 58 5 3 B2 & g
o g2 a3 P8 HE &gt
= S e o0 ;_: .:g 829
M\ =) 2z < M :
- 958 2 25 70 9  3-1
250 %8 25 35 7 3-1
1850 83 30 75 9 1%-4
1950 89 3 105 12 -2
1269 52 50 8 10 3
1400 60 22 35 8 i-2
950 43 26 65 7 %-1
745 38 22 65 9 -2
1775 91 41 a7 11 g-%
1325 77 2 70 9 5-2
1537 72 2 100 9 -2
ok 5 BB
5% 3 25 60 10 3-2

up 1 schools on ehrollment, number on

staff, humber of activities, band enrollment, num-

ber of athlet

ic teams, and number of coaches.



APPENDIX A=l

REPORT OF GROUP IT, DISTRICT I HIGH SCHOOLS ON ENROLLMENT,
NUMBER ON STAFF, NUMBER OF ACTIVITIES, BAND ENROLLMENT,
NUMBER OF ATHLETIC TUAMS, AND NUMBER OF COACHES.



[ (73] [ i,
= 5 B &5 3 Hie
= 22 BE = fes
2 m EVJ Eq: meE E<.‘E

CHURCHLAND 150 2l 14 40 6
CREEDS . 101 16 7 57 5
DEEP CREEK 1100 36 10 66 7
FRANKLIN 220 11 10 0 7
GREAT BRIDGE 1040 - 43 1 76 8
KEMPSVILLE 1900 65 26 82 10
MATHEW-WHALEY 930 36 1l 110 6
OCEANA 150 2l 13 76 7
POQUOSON , 56 21 13 60 8
‘SMITHFIELD 50 32 17 60 8
SUFFOLK 509 23 21 65 7
VIRGINIA BEACH 620 2l 15 65 10

Report of group II, district I, high schools on
enrollment, number on staff, number of activities,
band enrollment number of athletic teams, and
number of coaches.
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WOMEN -COACHES
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APPENDIX A-5

REPORT OF GROUP II, DISTRICT IT AND III,” OF ENROLLMENT,
BUMBER O STAFF, WUMBER OF ACTIVITIES, BAND ENROLLMERT,
NUMBER OF ATHLETIC TEAMS, AND NUMBER OF COACELS,



= - B =R
X et
& S S§ @ Sg
g | e, =i 2 &R
o o Em - Qo gi%
5 = 22 g8 = Ef
w f Ew <t mE Q«E
ALBEMARLE 856 L0 22 36 8
JAMES MONROE , 0 2x 1l SS 9
LOUISA COUNTY 460 23 17 80 8
MANCHESTER . 730 32 18 50 8
ORANGE COUNTY = 475 23 17 0 7
OSBOURN - - 550 31 15 50 9
SPOTSYLVANIA 518 22 1 ho 7
STAFFORD ‘ 583 27 1 .2 8
THOMAS DALE 25 26 13 Lo 7
VARINA 325 20 10 32 7

Report of group II, district II end IIT, on en-
rollment, number on staff, number of activitics,
band enrollment, number of athletic teams, and

number of coaches,
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APPERDIX B-1

CEECK ?E&IQITIGN FO*’M F’{OM AGTIVIT’SI S?OI%‘SQR
TO BﬁSIIWSS IMA%R



W e M W W e W e m M W G W W W G M R es UB Se T NN E WP G G W W R S W W e s e W N

(date)

Mr. Jones:

Please write a check for § : to

for

and charge to

(activity)

{ sponsor)

This form used only when there is no itemized bill,

---"------—---‘------s

Check requisition form from activity sponsor to Business Manager

W W S e @B W W@ e @ @ W T W S W o W W W e W W

6L



APPEKDIX B-2

FORMS spowme zmcmpw FOR TE}{‘IBGOR SALES
IN FBIGH SCHQOL sun azchzm FOR TOTTION mzczmn
' mon STUDENTS



- e W W m > W o e e e oW ™

- ws e P M W m W W W W = @ .

¥

1 ]

Received of '
]

Dollars !

100 s

t

For '
[ ]

Previous Balance$ !
Amount Paid $ :
Balance Due $ By !

’--—--------—----—--n-una--a--_--J

Student Tuition Receipt Form

$ , ) 195  NO

g eemersnm

Received of

Suffolk High School Textbook Sales

By,

School Board Representative

b o e e e e Em - eewe- -

High School Textbook Sales Receipt
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~ APPENDIX B-3

Chngy ppUISITION FORM MADE TO TREASURER
Doy PRINGIPAL AND BUSINESS MANAGER



b-'“"-------.---'-'----‘—-‘---~-----ﬁ"----n»

i [
T e e e e W e W m m W W W W e B = e

Check No. 'SUFFOLK HIGH SCHOOL
. . .
Date - sCheck No. Date
$
For ' ; +Pay To -
e . ] -
Pay to 1For
- ?
t
[ I
'
| -
) ’ ‘ $
Account ' Account
]
$ ' :
' ~ Principal .~ Business Manager
. ST . ; o Sl
b - - - - e - am e o - o - e OB S S @ - e B W - - - - - w e S G e e & oo s W an

. Check requisition made to treasurer from Principal to Business Manager

€8



APPENDIX B-j

CITY TAX FORM OF AIUSEMENT TAX



@ W s s M B e R W wm wm e w w =@

- e ® s W B Ar W g W G B WP Ak WP N W Wn AR GA W R AP B GP S @ W W e

CITY OF SUFFOLK, VA.

TAX - AMUSEMENT OR ENTERTAINMENT, ET CETERA

! Y w N
Q---Q-Q---Qut-.‘-----------‘—-Qﬁﬂ

- Number . Admissions less
admissions admission taxes

Total| Month of 19

Total city taXees « o + o o o o o o $

-~ Unite Charge

Les;s credits, ... * e s s s o .

4Netcitytaxdue..'............

Penalty or intereste « « o ¢ ¢ ¢ o ¢ ¢ s o @

Tofal

TOtal duejo 0!0 L “ s s e e @

ADDRESS

'mtodoi'-eiloocoao.‘o

TYPE OF BUSINESS. + = « & « o & .

o« o ® (signed). o o olc } * . o:‘ . -;f .1; LR I
* o o » (Title) o o @ o‘o{.to . o:o . .<Z:.f13¢ o>f o *

¢ o o Date L@ 6.8 @ e 6 0 & s 8 0 0 o o“{ o'; e e @

City Treasurer:
To W. Theodore

Mail original and first two copier together with check to Mr. Goerge S. Swain

Myrick, Commissioner of Revenue

City Tax Form

o W W > P @ v S Gl S M W N G S W UR G e W W W W W P S @ W W W

- e
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APPENDIX B-5 -

FORMS USED BY ACTIVITIES IN SUFFOLK HIGH TO DEPOSIT
MONEY WITH THE BUSINESS MANAGER OF THE CENTRAL ACCOUNTING
| SYSTEM | |

EPOSIT SLIP USED BY THE SUFFOLK HIGH SCHOOL CENTRAL
ACCOUNT FOR MAKING DEPOSIT IN THE LOCAL BANK OF ALL FUNDS
DEPOSITED TN THE CENTRAL SYSTEM BY 5CHOOL ACTIVITIES



DEPOSIT SLIP

W el ul A W W AR AR W W SN e e S e

o} e e e - e - W G Am AP GB W SN W AR T e YD s G G G AE e B s W @ em - - e — - W e e s M W o e '
1] . ’ 'l
[ ) , SUFFOLX HIGH SCHOOL DEPOSIT BLANK '
' (Fill out in duplicate and present with each deposit) '
+ Please credit account with the '
' : v '
t following amount: § For: '
] - . . ] 1
t+ Deposited by: Date Received 1
] L [
B o w s e e w e wmo- N ws W e e G B S e W o e = s w - W o e oW w wm oa e e = e
SCHOOL ACTIVITY DEPOSIT SLIP.
- e e e e o v ep @B o > W - ﬂ ---------- - " .g— -8— - - s e G @ e > o> = — ; - . - '1 )
o = =.] v <
I a1 o 17
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APPENDIX B-6

LETTER SENT TO PARENTS OF STUDENTS OF SUFFOLK
HIGH SCHOOL PARTICIPATING IN THE BANKING PROGRAM REGARDING
WITHDRAWAL OF STUDENTS SAVINGS



89 -

SUFFOLK PUBLIC SCHOOLS
W. R, Savage, Suptt,
Suffolk, Va.

May_ »19_

Dear

hes,$  to

credzt in Qur school savings for this term,
By means of this sytem of saving, we are trying to
teach thrift, The idea of the plan is to have child-
ren build Gp these accounts from year to year until
they gradutte. The money 18 on deposit in the
Americaen Bank and Trust Compahy and receives the
reguler rate of interest on savings deposits,
Whatever you wish g - to
do with this mone¥y, please sign the appropriate
line below, ; L o

Respectfully:’

Teacher

I do not want my childfs money withdrawn

?arent

I prefer to have my child!s money withdrawn

Parent




APPENDIX B-7

HONTHLY FINANCIAL STATZipmyp
FOR CEFTRAL ACCOUNTING syspey
OF SUFFOLE HIGH SCHogy,



FINANCIAL STATEMENT

for
MARCH
- 195L

FOOtb31100000040100000t0't|oo-oonc” 2 166 02

PeanPt PiCkor..neolooooolo.oocoo.'

Annu-alillluvcD..GOOQIQOOOODDOOOO‘.

Drematic Clpb..-00000000!00000'000

Studont Sekate.q.oo.‘.............
Glee Clupo.enentoo'noooaco-}o--oco

Industrial ArtSeecescccececessssces
CiVi? Samaritan Tri Hi’Yooouoo'ovo

Librai‘y'.ﬂﬁ'............'......’...
General Fund.....o‘....‘........-.

Distributors Clubi'...llll'.......

A. P. '.r-. P. 00 0 ¢ 0 00 8 0000800 808 o

Monogram CIUb-o.ocooc..oo-oo;ooooo
Home Economics CIUb..aoooooc.oo'nc

F H AO.'.‘..DIO.".......OOQCQOIC

Gladys Yates Tri Hi-Y Clubooooouoo

Fey ClubOCDOOOOl...".‘.l...l.l.l’
Senior Classooooonlono--Qoooo»OQQO
Social Studies Travel FunGeessscoe
Juniore ClaSSessevescsesrassssssasse

K-J Hi‘Y CIUbQ.Q...O.l."..D“O‘Q.
Mggazing Driveoooooooooooco-ooco.'

Band Traval Fund.................‘
Basketball......................a.

Spring SpOPtS.................-.-o
ActiVitios seecessverasensnscecens
Alphe Omega Hi-Y Clubsecsocescsvee

"W15.50

72,25
13442

152,67
13.96

103.23
17.89

-23.33
260,02

.89
88.6L4

21,11
27Tk

16,1
23, Zﬁ

36,33
920,49

69,66
369.78

1.26
149,98

g2.3
9.3

286,10

526,10

.50

ON HAND, MARCH 31, 195L.esescesesets 6,018.97

o

Monthly fingincial statement for ceéntral

eccounting system



APPENDIX B-§

SANPLE PAGE POR ONE WEEK OF GENERAL EHTRIES
INTO CENTRAI, ACCOUNT OF SUFFCLK HIGH SCHOOL



LEDGER ACCOUNT
BANK ACCOTUNT
AMERICAN BANK & TRUST COMPANY

1953-54 . |

Oct.l, Balancoe on hand | 87,647.44..
1, Gen. Fund ; Dewey Jones o B 9,00
1, Annual ; Wray Selden Studio .o 19,50
1, Annual ; Myers & Co,, Inc, .o 125,00
1, Football ; 4O% Norview game Sél.go..
1, Football  ; JV donations..,... 2,65,
1, Library ; ADbobkK sisrsencane L.12..
1, Gen, Fund ; Bicycle demege.... 9.00,.
1, Gen, Fund ; Candy & Drinks...,. ° 50.00..
2, Football ; Lewis R, White.,. .o 23,00
2, Footbell 3 Art E, JoneS.esess .o 27.00
2, Library ; BoOKS,veusravssnns 8.60,.
2, Football ; Tickets & Programs 35,00,.
6, Football ; Cradock Hi School .s 257.50
6, Football ; St Geo Grinnen Agcy .o .50
6, Football 3 Programs & Tickets 120,00,,
é, Gen, Fund ; Candy & Drinks.,... 50.00,,
7, Library ; Harper & Bros...... 3.83
7, Librery ; MacMillan Compeny.. .12



APPENDIX B-9

SAMPLE PAGE FCR SPLCIFIC IZNTRIES
TC CENTRAL SYSTEM IN SUFFOLL HIGH SCHOOL



1953-5
Oct, 1,
1,

-

-

]

»

LS AN e A TR L S AS R A D AV
-

1953-54

ENTRIES TO
GENERAL FUND

Balance on hend ,seseeecccescncs

Damage to Dewey Jones bicycle...

Dewoy Jones, bicycle

andy 9nd ArinkSesseesssecccscss

Candy and drinks'o.onoo;ottiiiif‘

7

FOOTBALL

Balanco to daye.,..............
LOZ Norview game, JOnoS,sesesss
J. V, Dpnations, JONeSssseceane
Tickets, $20.00; programs $15.00
L.R,White, officiels, JV game,.
A, E, Jones, food for team.,...
Cradock High School, tickét‘pale
St, Geo, Grinnan Agcy, Insurence

Programﬂ end tickets sssenscnssse

LIBRARY

OCt. 1., Balance on handc.ooo-oqcoooood

1
2y
7'
T,

A book.l......'...Q’.Ql’o...'..

B?OksooonOOOcconooo.ooiooocttd

Harper & BrothBrse.,..ceeesveces

MacMillan COmpANY..eeseescocss

5 511,6h..
" '9.,00..
50,00, .
50,00. .

$1;717.é1..
561,60, ,
24,65, ,
35.00,.,

LN

120,00, .

S 50.8lL.,,
h.lZ..
8.60.;

95

$ 9,00
& 23,00
27.00
257,50
.50

& 3.83
4,12



APFENDIX B-10

ADULT AND STUDENT FOOTBALL TICKETS -
USED IN SUFFOLK HIGE SCHOOL

ADULT ARD STUDENT BASKETBALL TICKETS
USED IR SUFFOLK HIGH 3CHOOL



A

ADULT FOOTBALL TICKET

DUI, T BASKETBA

LL TICkgr

Sutfolk High Schoo]

SUFFOLK, VA.

[aomiv_one
— 40c ~

=
—t
(o=
—

GLOBE TICKET COMPANY PHILA

01005

G TUDENT BASK%TBALL TICKET

97



APPENDIX B-ll,

FOOTBALL SEASCN TICKET, AGTIVITY BOOK,
\
AND COMPLIMENTARY PASS



FOCTBALL SEASON TICKET

SE
-

=
Iy
x
o
o
.
1
=
2
=
v
-
<
M
s

STUDENT ACTIVET

SUBJECT TO
CONDITIONS INSIDE

- =] Suffolk
ufio

High School

A200,.800 5 |

uffolk

SUFFOLK, VA

1953-54 SEASON
Y BOOK — PRICE $8.50 Price $9.50

SSUED TO

cea166l || F60186

Suffolk, Va.

1953-54 Season
Student Activity Book

This coupon may
be detached at
time of sale.

L e

ACTIVITY BOOK

SUFFOLK HIGH SCHOOL

SUFFOLK, VIRGINIA

GUEST PASS

TO

SEASON

NOT TRANSFERABLE

UNLESS SCOUTING OR A MEMBER OF THE WORKING PRESS
THE FEDERAL AND LOCAL TAX MUST BE PAID.

ATHLETIC DIRECTOR

COMPLIMENTARY FASS

99



APPENDIX C

1952-53 AUDIT OF SUFFOLK HIGH SCHOOL'S CENTRAL
ACCOUNTING SYSTEM BY CERTIFIED PUBLIC ACCOUNTANT
FRANK B, SEEFFER



REPORT ON EXAMINATION

SUFFOLK HIGH SCHOOL
SUFFOLK, VIRGINIA

FOR THE FISCAL PERIOD
Beginning August 1, 1952
Fnding June 15, 1953



© TFrank Edward Sheffer
Certifled Public Accountant '
Wational Bank of Suffolk Building

Suffolk, Virginia

September 17, 1953

Misa E. Tapelle Fruden, Treasurer

Suffolk High School

Suffolk, Virginia

Dear Miss Pruden: , _

I have nade an examination of the reoorded cash receipts and

disbursements of
SUFFPOLK HIGH SCHOOL
SUFFOLK, VIRGINIA

for the fiseal period beginning August 1, 1952 and anding June 15. L
1953, and submit herewith my report consisting of the following R
described statements and related commenta: ,

EXHIBITS: ' R . pAGE

1 -~ Statement of Fund Balance ' C o i
2 = Total Cash Receipts and Disbursements .
A - Football ; 5
B = Goneral Fund K . b
C « The Annual and The Peanut Plgker S g
D « Student Senate &and Library :
E « Spring Sports and Basketbsll [ ... - 9
Foe- Dramatic Club and Industrial Arts . , 10
G ~ Future Business Leaders of America, ' _

~ Home Economics Department and A.P.T.P. 11
H « Band Travel Fund and Magezine Drive - 12
I -~ Girlts Phyuical Education, Mbnogram club and :

-~ Washington, D, C, Trip 1
J - F.H.A. 01ub, Distribntor'a Clnb and Glee Clud ) P
K - Senior Class and Junior Cless - '~ 15
L - Gladys Yates Tri Hi-Y Club and -~ .

~ Civic Samaritan Tri Hi~Y Club e 16
M - Alpha Omega Hi-Y Club, ‘ : .

- Kay-Gay Hi-Y Club and Activities Booka 1
N ~ City Taxes and Light Fee = City e 1l

¥y examination was confined to your ofrice records,

The books and records were wall kept, and were found to be in
excelkent condition. : .

Hesgeqtfﬁlly submitted,

Frqzik_ 'Edward _Sheffer



sSuffolk High School Exhibit 1 -
STATEMERT OF FUND BALANCES '

June 15, 1953

ASSETS:
Cash On Deposit -
Ameriocan Bank & Trust Co.
Suffolk, Virginia

$ ggegé.os

FUND BALANCES:

Foothanll 1,636 32
General Fund 160,39
The Annual 1,213.64
The Peanut FPicker L6 g
Student Senate 17 .3
Library 69,
Basketbell 258 67
Drematic Club 1 ;gﬁ
Industriael Arts

AP, T.P, 83,8&
Band Travel FUnd

Monogram Club 21 llvf‘
Washington, D, C, Trip 51.76
FOH‘QAQ 01Ub 10.61{.
Glee Club L.20
Senior Class 520,66
Junior Class 6lL.07
Gladys Yates Tri~Y Club 1.2,
Civie Samaritan Hi-Y Club 18,30
Kay-Gay Ei-¥ Clud 23,70

TOTAL FUND BALANCES .

3 1,,966.05



Exhibit 2

Suffolk High School
TOTAL CASH RECEIPTS AND DISBURSEMENTS
August 1, 1952, to June 15, 1953
, Balanece ' ' - Balance
Activitv Aug;1,1952 Receipts DiSbursamentsJUﬂe 15, 1953
Football ¢ 1,872, 6 $ 19,193.83 & 19.h3o o7 &1, 636 32
General Fund 1olk.  Le2 7.u ; ’ 11.&9 0.39
The Annual 59,21 ’ 3,097.7 1,233 6l
Student Senato 116.63 . 608, h6 75 z o3
Library — 272,92 203.77 9.1 5
Spring Sports .- - 940,79 910,79 -
Basketball 111.%% ,379 20 1,231 7 258,67 .
Dramatic Club 29,68 . g 176.2 103 gg
Industrial Arts 1¢8.87 2% 293,0
F, B, L, A, o - 8975 66-7 —
HOBIB EO. Dep‘b. -“v"'v" 102 00 102.00 - e
A, P, T, P, 105.09 86.75 108,00 83.84 .
Band Travel Fund 82.10 963 3G 1,04l.80 .60
Fagazine Drive - - 5.01  1,145.01 —
Girls Physical Education 6.77 1 60 168.3 -
Monogram Club 33,04 1 345 195.3 21,11,
Washington, D,C, Trip - -= 1,526,000 1,hg . 51.2&
P,H,A. Club 9.5’4 87000 o 5. 10.
Distributorts Clud .- - 160.40 180.40 o -
Glee Clubd —— l..20 e .20
Senior Class -~ o= 1,972,6L 1,451,986 520,66 .
Junior Cless 25.31 752,86l 75%.08 6l..07
Gladys Yates Tri Hi-~Y Club o3 6.02 128,10 21.2l
Civie Samariten TriHi~Y ClubZ8, 03.88 211,38 18.30
Alpha Omega Hi~Y Club —— - 73.59 73.59 -
Kay-Gay Hi-Y Club - - 30,55 - 6,85 23.70
Activities Books -~ -- .1,888. 00 . 1,886,00 L -

Recap of Taxes Paid{meno)

TOTALS 3,276 51

Lz oue 95 & l;o 357.41 3 4.966 05
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. Suffolk High School . Exhibit "A"
CASH RCCEIPTS AND DISBURSEIENTS
August 1, 1952 to June 15, 1953

TOOTBALL : o
CASH BALANCE, AUGUST 1, 1952 v 1,672.56
RECEIPTS: R el - .
Guarantees and ticket sales - $§17,172.56
Program ads 817,00
Insurance . -~ 3h7.48
Profootball tickets : 172.95
Dance L 9,25
Army-Navy Tickets 175,00
Expenses on trip - Andrews &
Bradshaw . 30,35
Payment on Party by Rotary Club 100,00
Sale of uniforms to Chuekatuck = 55,00
Return of gate change fund - 100,00 :
Trensfer from junlor class 21,28 $19,193.83
DISBURSEMENTS:
Guarantees and ticket sales u,aiu.g3
Egpt.-washer,drysr,lockers,etec, 964,89
Insurance : 482,06
Transportation,food,rooms 0 h21,01
Officlals,ushers,ground keeper,ete 899.50°
Football equipment - 5,091,90
Cleaning & Ropairing equipment 59

Printing tickets, progrems, etec, 723.9

Office help,supplies,telephons 1136.0

Gate chenge fuond . 100,00

Peanut bowl party & dance 211,40 -

District dues,contributions,ete. .- 62.00 )
Medical supplles,drs.thospital bil11)76.63

Commigsions, awards & prizes 161.65

Pictures e - 65,25

Insurance rebate ~ Jimmie Crocker 125.00

Pro-Football tickets - .. 209,30
Army-Navy tickets K - 390.00
Community council band fund-

uniforms 100,00
City of Suffolk-water pipe 100,00
Transfer to general fund . 69,35
Transfer to Monogram Club 11.20
Transfer to spring sports 98,34
Transfer to basketball ' 400,00
Transfer to band travel fund " 1130.00
Transfer to city tax 1,109.89

Transfer to light fee 730.35 19,Lh30.,07 =
Exceass of Disbursements Over ReceIﬁfEAi‘“" * ) 236.20

CASH BALANCE, JUWE 15, 1953 8 1,636,32
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Suffolk High School - | Exhibit "p"
CASH RECEIPTS AND DISBURSENENTS )
August 1, 1952 to June 15, 1953

GENERAL FUND
CASH BALANCE, AUGUST 1, 1952 A § 1945

RECEIPTS: v o : . -

Candy and drinks - $ 3,505.00

Sale of gyn sults and books 97.30
" Readerts Digest, elghth grade 218,00

Relsbursement of gift order 99.50

Reimbursement of loan to school bd. 60.00

Reimbursemsnt from school board 78.57

Special fund k. 25

Transfor from football | 69.35

Transfer from magazine drive ‘ 9.00

Transfer from grls, phys. ed. 52 65

Transfer from armual 6,00

Transfer from peanut picker . 2,50

Transfer from drematle ¢lub . 12,02

Tranafer from basketball - 15.00

Tranafer frcm Gladys Yates TriHi-Y = 2.50

Transfer from band travel fund - 6,80

Transfer from student senate - 1%7.90

Transfer from Vashington trip , «20 §

Transfer from spring sports = 16,40 R

Transfer from seniors S _2.49 & L,277.43
DISBURSENMENTS RN

Soft drinks, cendy, ete, & 3,419.60

Books end phamplets - 202,46

Prizes and gift order 10*.50‘

Readerts Digest—aubscriptiona , 218,

Treas,.of Va,~loan to school bnard 60, OC

office supplies 5.23

Telephone calls , 17.70

Hermberships - 64,00

Adding machine ' ' 50.00

Dinners,receptions,meals, etc.. . 6,25

Auto expense - 6Ll

play o 3.96

Phonograph records 2,67

Rentl, of "robes - 148,00

Transfer to dramatic club 41,00 L

Transfer to band travel 100,00 "h,311.49

Excess of Disbursements Over Recelipts . g
CASH BALANCE, JUNE 15, 1953 , ' §  1260.39
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. Suffolk High School Exhibit "c"
CASH RECEIPTS AND DISBURSEMENTS ‘
August 1, 1652 to June 15, 1953

CASH BALANCE, AUGUST 1, 1952 R - 1T s A
RECEIPTS: | o —e a |
Advertising : ¢ 1,160 00-
Subseriptions . 396,00
Pictures 1,257.16;

Armual sale - Jones BRI - T e
Trensfer from activity fund QE.Y & 3,762.16

DISBURSEMENTS: :
Engraving and prinhing 1,758 82
" Pictures § - 1,191,08
- Express charges , ‘65.h8
. Trip to Wewport News " 5,00
© Miscellaneous 12.50
. Refund book = 2,00
* Telephone S | 6.65 :
‘Transfer to general fund .. 600 T o
- Transfer to dramatie elub - . 50,00 _3,097.73
Excasa on Receipts Over Disbursemshis 66&3&2
CASH BALANCE, JUNE 15, 1953 w11213 6l
THE PEANUT PICKER
CASH mmcn, AUGUST 1, 1952 T wem -
RECEIP"Q.
Advertising and sele of papers 663.85
 Transfer from magazine drive _28 63
‘Transfer from activity books __ 28 80v $1,185.20
DISBURSEMENTS:
Publishing Paper 6 697.5h
B et
~ Trip to Newpo ews | DO o
Trenafer to general fund = - ,SO - 7160k &

Excess of Receipts over DiSbursemants | , 22es
CASH BALANCE, JUNE 15, 1953 | § heg.2
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Suffolk High School - Exhibig "D
CASH RECEIPTS AND DISBURSLITHTS | T
August 1, 1952 to June 15, 1953

|  STUDENT SENATE o
CASE BALANCE, AUGUST 1, 1952 5 116.63

RECEIPTS: ,
Bookstore N
-Agsenbly programs
Dance
Flowers '
Trensfor from Activitbhs Book

DISBURSENMERTS: o =
Purchases “ 298,16
Assembly programs 110,00
Flowers | 55.25
City tax on dance 1
Student Cooperative Asso. 18 00
Auto expense g
Telephone o , 2. 0
Services - 3,00
Dance o 16,12
Miscellanecus o535 -
‘ Transfer to General Fund 0 -17.90. _Sh6.75 B
Excesa of Receipts Over Disburserents T 61,70

CASH BALANCE, JUNE 15, 1953 6:- 176,33

208.&5

£L»

L )

LIBRARY

CASH BALANCE, AUGUST 1, 1952 . R

RECEIPTS: -
Fines and fees s 156,
3ale of books . 86,
Pilm- Julius Cassar ' 26,
Tranafer from Civic Semaritan

Tei Hi-Y 2,40 % 272,92

DISBURSEMEYTS‘
. Books, magazines, papera, ete. 173.08 )
¥ Filims G 30,69 203.77
Excess of Recoipts Over D1 sbursesBhuts 69 15

CASH BALANCE, JUNE 15, 1953 T ' 69,15
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Exhibit "E"

Suffolk High School
CASH RECEIPTS AWD DISBURSEIENTS
August 1, 1952 to June 15, 1953
| ~ SPRING SPORTS
GASH BALAME, AUGUST 1, 1952 § cne -
RECEIP'I‘S. . N
‘Baseball gamas $ gﬁ.io
Sasle of equipment B 65
Insurance ' 28 95"
. Trensfers from football e
_ Transfer from activities book 128.7 $ 940.79
DISBURSEMEETS: -
Equiyment | $ 610,
Transportation and food 195,59
Umpires , 66,00
‘Telephons L 42,13 : ‘,
Pilatures ' 8.00 :
- Transfer to general .fund _.as,ko _9ko.79
Gash BALANCE, JUNT 15, 1953 - =
BAsmTBAI.L
CASE BALAEC%‘, avoUST 1, 1952 § 1.
RECEIPTS:
Basketball games g 59h 50
mala ?‘f szrms ' tb. 11 hoﬁ 0 |
ransfor from football -
‘Transfer from activities book ____."ajj__’;_’__ $1,379.20
DISBURSEYMTS: o
Transportation, food,rooms,etc. 5&& 03
Equipment . 8
. Cleaning : . 196- |
City taxes 60,73
orfice supplies ,9lephone.etc. 36,11
Flcwara . 15.00
g club ﬁ-og
$+1 %cal supplies ~ : 9"80 _
P cture : ) . 2w _ -
Prensfer to general fund . 15,00 1,231.67  qn7.83
Excess of Recelpts Over Dis’bursements YY)
$ 258,67

CASH BALANCE, JUNE 15, 1953



Suffollk High School Exhibit "E"
CASH RECEIPTS AND DISBURSEIENTS A A
August 1, 1952 to June 15, 1953

DRAM#TIC CLUB

CASH BALAKCE, AUGUST 1, 1952 ' , 3 ,’29'.68
RECETPTS: - LT
" Proceeds frem,play ; 8 173,00
Dues 12,00
Transfer from Armmnal - 3 o 00

Transfer from General Fund -
* Ppansfer fron Activitiea Book Q.S B 250.50

DISBURSEMENTS 3
- Costumes A $ 92.50
Plays and royaltiea o 35,8
Telephone and miscellaneous 16,71
Books and publications - 011,77
Printing 5.75 =
Transfer to Generasl Fund S 12.02 176.23
Excess of Recelpts Over DiSbursaments S 7h.27
easa BALNCE, JUNE 15, 1953 e § 103.95
1ndﬁéfriai Arts
CASE BALANCE, AUGUST 1, 1952 ‘ | & 108.687
RECEIPTS: S
¢ Pees R & 195.00 %
Prolects L5, 51 $ 2ho.p1
msms.;.:imfws: - . 21 | o~
aup e W ;,7. 2
Books Y s
Paint o 15,91 -293.0h
Excess of DiabursemsniéioverVRecaipes “ . 52,63

CASH BALANCE, JUNE 15, 1953 . - 5 56.2)
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Suffolk High School Exhibit "G"
CASH RTCEIPTS AND DISBURSCIENTS
August 1, 1952 to June 15, 1953

UTURE BUSINESS ILEADERS OF AMERICA

CASE BALANCE, AUGUST 1, 1952 - § wem -
RECEIPTS: o S
Stunt night 45 18,75 P
Transfer from Hagazine Drive = 20.00 & 65,75
DISBURSEMETTS 3 - L
Banquet $ 36.00
State Convention Zﬁ.ﬁS
- State and Fatlonsl dues 1,50 = .
City taxes L.60 __ 68.75
CASH BALANCE, JUNE 15, 1953 | | 8. e we

HOIY ECONCHMICS DEPARTIENT

CASH BALANCE, AUGUST 1, 1952 | o D men -
RECETPTS: , '
Fees / % - LhB.oo C
Sale of cook books Sh.00 & 102,00
DISBURSEISNTS: L
Supplies . %1.00 L
Cook books & publictions 1.00 102,00 ‘
CASH BALANCE, JUNE 15, 1953 ' B mmm
A. P. Tl P. . ;
CASH BALANCE, AUGUST 1, 1952 ‘ 5 105.09
RECEIPTS: . .
pres T8 86,75
DISBURSEMENTS:
Robes & 50,00
Teacherape 25,00
Refreshments . 12,00
Distriet conference 9,50
gré%a and gifts 6,50 o
Excans oond _5.000 _108.00 .. -
*CO8S of Disbursements Over ReceIPEs — — .21,28

CASH BALANCE, Jump 15, 1953 b 83.8% .




- 12 -

Suffolk High School Exhibit "h"

CASH RECEIPTS ARD DISBURSEMENTS
hugust 1, 1952 to June 15, 1953

BAND TRAVEL FUND
CASH BALANCE, AUGUST 1, 1952
RECEIPTS:

Donations $ ‘ 262.&0

Talent Show 146,55

Meal Tickot " X 19.35

Refund from all-state band\fee 5.00

Transfor from Football . ,uso_oo -

Transfor from Genersl Fund ~ 100,00 3 963,30
DISBURSENMENTS: o -

Transportation,rooms,meals,etec. 622,60

Talent show 6.55

Printing , .55

Equipment - 58,85

All state band feo & expenses 55,20

Band festival fee . 18.25

Concert 20,00

Gift ra2a, 50

Pieture 26,00

Telaphone , 3.5

Transfer to General Pund: . 6,80  1,041.80

Excess of Disbursements Over Receipta
CASH BALANCE, JUNE 15, 1953

MAGAZINE DRIVE

§ 62.10

! 81 050
3 .60

RECEIPTS:
Subseriptions 3 1 136 0L ,
Services 9,00 $£1,145.01
DISBURSEMENTS: s -
Subacriptions & 833.38
Transfer to goneral fund 9.00
Transfer to FBLA 20,60 - - 7
Trensfer to Pesnut Picker 282,63 £1,1h5.01

CASH BALANCE, JUNE 15, 1953
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Suffolk High School . Exhibig 1"
CASH RECEIPT3 AND DISBURSEMENTS B
fugust 1, 1952 to June 15, 1953
GIRL'S PHYSICAL EDUCATION -
CASH BALANCE, AUGUST 1, 1952 & 6,77
RECEIFTS: o
Sale of gym suits $ 181.60
DISBURSEMENTS:
gym suits 135 ZZ
Trenafer to general fund 188.37 -
Excess of Disbursements Over: Receipts 6.77
CASH BALANCE, JUNE 15, 1953 T mem -
MONOGRAM CLUB -
CASH BALAKCE, AUGUST 1, 1952 $ 33.0L
RECEIPTS: C oo b
Soft drink end peanut sales ¢ 172,25
Transfer from football 11,20 $ 183.45
DISBURSEMENTS : il
Purchages of soft drinks & ;
N peanuts $ lig.gg' P
Labor o : S
Transfer to senlors 153 25,10 195,38 L
Excess of Disburscments Over ReceIpts &_;_%%%%%v
CASH BALANCE, JUNE 15, 1953 Yy Y S
WASHINGTON, D, C, TRIP
RECEIPTS:
Szudent contributions :49h 00 )
Pleture .
Rofund _____;_g__gg $1,526.00
DISBURSEMENTS
Transportation,meals,rooms,etc 1,260,54
Refunds 192.50
Pictures 17,00
Transfer to gomeral fund . 4.20  1,074. N
Bt : R
CASH BALANCE, JUNE 15, 1953 S g2 16
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Suffolk High Sechool Exhibit "J"
CASH RECEIPTS AND DISBURSEMENTS
August 1, 1952 to June 15, 1953

F, H. A, CLUB

CASH BALANCE, AUGUST 1, 1952 . 8 9.5y
RECEIPTS: L
Sale of christmas cards $ 80.75
V.E.P. Co. demonstration 6,25 & 87.00
DISB'URSEIIENTS‘ ,
Christmas cards 8 L48.40
Va. Assn, FHA dues s 37.50 85,90 .
Excess of Recelpts over Disbursements o 1.10
CASH BALANCE, JUNE 15, 1953 (R & 10:6l
DISTRIBUTOR!S CLUB
CASH BALANCE, AUGUST 1, 1952 o : R
RECEIPTS: ﬁ
D.E.C.A. Foundation $ 9 50
Dues and fees 686,50
Dance 17.00 ¢ 180.40
DISBURSEMENTS:
Dues 3 1&0 00
Refreshments 16,00
Supplies and printing 20,90
Flovers i ‘3.50 180.40
CASH BALANCE, JUNE 15, 1953 $_—=a =
GILEE CLUB
RECEIPTS: ’
Dues ' & .20

CASH BALANCE, JUNE 15, 1953




Suf'folls High School -

Exhibit "R

CASH ROCZIPTS AWD DISBURDEIERTS
August 1, 1952 to June 15, 1953
. SERTOR CLASS
CASE BALANCE, AUGUST 1, 1952 R
RECEIFTS: " S
Concensions - §1,48L.89
LAansuncononts 222,22
Rontel of cops and gowns 169.00
Refund from coca-cola 1l.20
Geirbursenont of expensos 13.34
Fllnm - Yachoth 15,09
Transfor {rom monogram club _‘_____;gg_gt__ F1,972.64
DIGBUH"’"'W:
Soft drinks, voonuts, cto. {» Z%.Ba
Arnouneoconty .10
Jack Jonog 199,58
Cap and gown rentel 161.75
Becagtsion 5.00
. 30,00
Cmnccmmt exponge 25.00
1195 S04 S
P‘i - Maobeth C 15,89
Transfor to gonoral fimd e yie 3,153 .68
CASH DALAECE, JUNE 15, 1953 o 20.66
JUNIOR CLASS
CASH BALANCE, AUGUST 1, 1952 £ 25,3
RECEIFTS: o
Prograns 2 L5809
Concognions 111,05
Clasmas duos S0 & 792.04
DISBURSEMIETS S
Jr. = S5r, BDenquet & Dance $ SBE.& .
Concasnions , . .
Tranafer to foctball k.2 . 75h.08 <
Excenn Recoipts Over D1 sbursements 38476
CASH BALANCE, JW® 15, 1953 & 64.07
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Suffollk High School . Exhibit "L" -
CASH RECEIPTS AND DISBURSEMENTS =
Auguet 1, 1952 to June 15, 1953 ‘

GLADYS YATES TRI EI~-Y CLUB

CASE BALAWCE, AUGUST 1, 1952 & 3.32

RECEIPTS: o T

Stetionery S .393,66

Dues | - 29,7 o

Cookle sale ‘ 15 .96 -

Gift ~1.70 e

Miscellsneous ' S.OO $ hhe.02
DISBURSEMENTS: ¥

Stationery $ 289,22

Model assembly 26,00

District dues 16,25

Camp reservations & fees 60.00

gift : 6,00

Miscellaneous 21.78

Cheer fund , 5.00

Transfer to general fund 2.50

Transfer to civic samaritan Tri ok

Hi-Y 1,35 128,10
Excess Receipts Over Disbursements . . 17.92
CASH BALANCE, JUNE 15, 1953 | ¢ a1.2y

CIVIG SAMARITAN TRI HI-Y CLUB

CASH BALANCE, AUGUST. 1, 1952 . & 28,80

RECEIPTS: | C

Christmas cards $ 123,50

Dues " I17.08

M. Francis~Palace Theater 20,00

Reimbursement-Mrs. Taylor - 10,60

Expenses - Almarode .60

Transfer from G.Yates Tri Hizy  1.35 ’

Pransfer from Kay Gay Hi-Y " 1,35 ¢ 203.88
DISBURSEMENTS: e

Christmas cards $ ' 95.60

Dues,fees,stc., 92.00

Placque and engraving 13,66

Telephone and candles 5.72

The joy fund - 5.00

Transfer to library o 2.50. 21,38
Excess Disbursements Over Receipts 10.50 .

CASH BALANCE, JUNE 15, 1953 $ 18.30
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Exhibit "M" - .

Suffolk High School -
CASH RECEIPTS AND DISBURSEMENTS
August 1, 1952 to June 15, 1953
ALPEA OMEGA HI-Y CLUB
CASH BALANCE, AUGUST 1, 1952 : $ wm---
RECEIPTS: . .
Dues and registration $ 32.99
Advertisements 20.00 )
Sale of goober books 20,60 § 73,59
DISBURSEMENTS : e .
Dues, model asseﬂbly,regis ete., ' 36.25
Printing - goober books 27.25
Paper - goober books 10.09 73.59
CASH BALANCE, JUNE 15, 1953 & ===z
KAY GAY HI-Y CLUB
CASE BALAWCEZ, AUGUST 1, 1952 $ e
RECEIPTS:
Dues $ 0.
DISBURSEMENTS: , v 30.55
Dues ' & 5.50
Transfer to civlic samaritan o -
Tri-Hi-Y - 1,35 6.85
CASH BALANCE, JUNE 15, 1953 &2
ACTIVITIE BOOKS . .
RECEIPTS: . . b |
Sale of and pymt. cn books $1,888,
DISBURSEMENTS?' | #1,888.00
Transfer to annual 3 9&5 75
Transfer to basketball ' 375 o
Transler to peanut picker 238,
Transfer to spring sports 178, 75
Transfer to drametic club 474,50 . :
Transfer to student senate 74,50 1,888.00

CASH BALANCE, JUNE 15, 1953
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Suffollk Migh School Txhibit "W
“Recap of Taxes Pald )
August 1, 1952 to June 15, 1953

CITY TAXES
Football S $'1,1og;89
Student Senate - Dance o -8,11
Basketbell R L 060473
Future Business Leaders of America~- Show - h.60
Total o  $1,183.33

LIGHT FEE - CITY
Football - $ -730.35




VITA



VITA

Arthur Edward Jones, Jr, was born in Parmville,
Virginia, on June 13, 1919, the son of Arthur Edward and j
Mabel Brinkley Jones., He was educated in the public schools
of Farmville, Virginia, and Suffolk, Virginia, receiving
high school diploma from Suffolk High School in June, 1937.
The following year he entered the University of Richmond
where he continued hils studles until 19&1 at which time he
left to play profesaional football with the Pittdburgh
Steelers in the National Professional qutball'Leagug,

He entered the United States Naﬁy'ﬁiﬁh4t§e gépk of
Ensign in March, 1942, and was diacharéedxin Jén&ary, 19&5,
with the rank of Lt. Commender, He continued his profes~
sional football through 19,5 and 19h6 ‘and. returned to the
University of Richmond in 19&6 to receive his Bachelor of
Scisnce Degree in Business Administration‘in June, 19&7

In 1942, he married the former Mary Georgie Gay and a
daughter, Mary Gay, was born March, 1950. In 19h7, ‘he
accepted a position as teacher and coach at Suffolk High
School., At the present time he is Assistant Principal of
Suffolk High School, -

He is a member of the Suffolk Chﬁiétieﬁ Chdrch,~Ameri~
can Leglon, Suffolk Rotary Club, snd the Suffolk German Club

The work on the program leading to a Master of Science
Degree in Education was begun at the Univeraity of Richmond
in the summer of 1951,
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