INSTRUCTIONS FOR PURPOSE STATEMENT

The Purpose Statement and Budget form is available on the District website.  

Go to the District website, do one of the following:

· Select General Information and then School Finances (Treasurer’s Office).  Select Treasurer Forms and under Student Activity Account Forms, select Purpose Statement.
                                          or…

· Search the Westlake Forms Search Page at: http://wlake.org/WCSforms
· At this point, an Enter Network Password window will pop up requesting you to enter authentication information.  Click on Cancel.  Shortly after you do, the Purpose Statement form will appear.

· Complete only the shaded areas of this form as needed.  

· Use the tab key to move between shaded areas.  

· Click on “Click here to select your school.”  Click on your school or building.

· Tab to and enter the date.
· Tab to and enter your activity name.
· Click on “Select Fund” and then click on the correct fund (018, 200, 300 or 007).
· Tab to and enter the four-digit special cost code (SCC) of your account.
· Tab to and enter the activity purpose.  This can be as long or short as needed.
· LAST YEAR’S BALANCE – To be completed by the Treasurer’s Office.
· There are up to eight entries for sources of income and up to eight entries for estimated expenditures.  You do not have to complete all eight entries, but, because of a software error, you MUST tab past the last entry you have typed for the Revenue Anticipated and Total Estimated Expenditures fields to be automatically calculated.  
· TOTAL BALANCE AND REVENUE and ANTICIPATED BALANCE/END OF YEAR – To be completed by the Treasurer’s Office.
· Print the form out, sign it, date it, and give it to the building secretary to obtain the principal’s signature.  
· Deadline for completion to building secretary is May 31.  
In order to maintain consistency, we will only accept completed forms obtained on the District website.

After the year-end balance of your account is available (after June 30th), the Treasurer’s Office will input the following items:  Last Year’s Balance, Total Balance & Revenue, and Anticipated Balance.  Once Board approved, a copy of the completed form will be sent to your building secretary.

Call Dottie Kozak at x6301 if you have any additional questions or need help completed this form.  Thank you for your cooperation.
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