
ACTIVITY ACCOUNTS FUND CHECK SCHEDULE 
 
The Activity Accounts Fund Department issues checks each week that District personnel are 
scheduled to work.  Their schedule is as follows: (travel is different, see below) 
Monday, 12:00 pm – All check requests, purchase orders, invoices,  
                                    reimbursements, and all other documentation                                      
                                    must be received by this time for the check to  
                                     be issued on Friday.  
Friday, 12:00 Pm - Checks are released for mailing or pickup. 
 
To obtain Travel Checks or Credit Card: 
All travel forms, supporting documentation, and Purchase Orders must be approved and turned 
in at least 2 weeks in advance to receive money for your trip. 
The only exception to this is: activities in which students/teams must qualify to go forward.  
Even then, all forms and documentation must be turned in immediately to allow time for check 
processing. If you know in advance you are traveling, please fill out the paperwork and send it 
over so I can get it scheduled to be paid. 
Absolutely NO exceptions are made to the Monday 12:00 pm deadline without approval of 
the Director of Finance. 
Activity Accounts must have Activity Check Request form, purchase order, invoices and or 
original receipts to issue a check. Dimmitt ISD is tax exempt.  Tax forms must be used on all 
purchases.  No sales tax will be reimbursed on any purchases. 
 Remember:  Just because you have a purchase order does not mean a check will be issued. 
  BUDGET/TRAVEL: 
**To check out a credit card you will need: 

1.  Copy of the purchase order. 
2. Staff/Student Overnight Travel and/or Extracurricular Travel form with a list of students. 

  ACTIVITY ACCOUNTS: 
1. Copy of Activity Check Request Form 
2. Copy of Activity Purchase Order 

If you do not bring these, you will not be able to check out a credit card. 
  BUDGET/TRAVEL: 
**Make sure you turn in all paperwork when returning the credit card it is done within 3 
business days.  You will need: 

1. Pink copy of the purchase order 
2. Itemized receipt(s)-When turning in receipts please do not highlight or tape over any 

printing.  If you do that, the printing will disappear. 
3. Reconciliation form-overnight travel only. 

  ACTIVITY ACCOUNTS: 
        Credit card should be returned to the Business Office within 3 business days.  Itemized 
receipt(s) should be turned in to the campus secretary and they will turn in the finished paperwork.   
Shirley Lindley            shirley.lindley@dimmittisd.net      All Activity Accounts 
When you have questions or information, it is best to email me to get whatever information you need.  
Then I can email you, call you or send it through intercampus mail.  This will give me a written request 
for my files, as well as giving you a written response for your files.  It will help recall why things were 
done a certain way if the auditors need to know.  This will help keep all of us out of trouble.                                                              
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