Form 501-5

NORTHERN LIGHTS SCHOOL DIVISION 3113

RECORD OF ALL LONG DISTANCE TELEPHONE CALLS

For each personal call, 5% GST and 5% provincial tax should be added on when reimbursing the Division.  The original copy of this form should be completed and submitted to the Northern Lights School Division #113 office on a monthly basis, along with your monthly telephone billing, to facilitate payment of telephone bills.

	Date of Call
	Number Called
	Person Calling
	Purpose or Remarks

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Make Reimbursement Payable to:
Northern Lights School Division #ll3

Certified Correct:

Amount:



In School Administrator’s Signature
NORTHERN LIGHTS SCHOOL DIVISION #113

Telephones in Schools
The original telephone bills will be mailed to the school each month and must be analysed and signed by the Principal.  The ”Record of All Long Distance Telephone Calls” form must be completed, signed by the Principal and returned to Central Office with the signed original telephone bills.  Please process all telephone invoices immediately upon receipt.  The reimbursement of personal and other calls can be identified by an asterisk along with the corresponding total amount of the money being reimbursed. Cheques should be made payable to:  Northern Lights School Division #113.  Please note that it is the principal’s responsibility to collect monies pertaining to personal calls.

Third party and collect telephone calls should not be accepted.  Northern Lights School Division #113 Central Office and Beauval Sub-office toll free telephone numbers are confidential and should not be given out to anyone except the Chairperson of the School Community Council.

