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Organization & 
Systems  are
KEY

Monday/Tues: Process receipts, outgoing 
paperwork

Tues after school: ASB Minutes typed 

(requests are due by noon on Tuesdays)

Wednesdays: ASB meeting for approvals, email 
goes out to staff with the approval list

Thursdays: Make copies -> Office processes 
paperwork



Website: dhsasb.com

Powered by: 
Weebly.com



ASB Paperwork tab



Fundraising Calendar



Forms



Purchase Order
Request

● Make a copy
● Fill out
● Share back with 

me to be 
approved



Fundraising
Request



Profit/Loss
Statement



ASB 
Minutes



Weekly Minutes
*Blank Template 



In Box/Out Box



ASB Binder



Open POs 



ASB Budget



ASB Budget -Itemized 



Concession Inventory



Concession Sales



Back Up Report



Put systems in 
place to fit 
your schedule 
and make life 
easier :)


