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ACTIVITY FUND MANUAL 

1.1
DEFINITION AND PURPOSE

Activity funds are monies primarily consisting of proceeds of school-approved money-raising activities and various fees collected from students and school personnel.  Each school may maintain a student activity fund.  These funds are used to promote the general welfare of each school and educational development and morale of all students.  

As a general guideline, funds collected or earned by specific groups of students should be expended to benefit those students from which the funds are derived.  Funds derived from the student body as a whole should be expended as much as possible to benefit the student body as a whole.  Funds accumulated by the faculty may be used to benefit either faculty or students, at the discretion of the faculty.  Monies donated to the school by students, faculty or outside groups are to be assigned their own special activity account number.  These monies will be used solely for the purposes prescribed by the donor.

1.2 RESPONSIBILITY

Principals are charged with the responsibility for efficient and effective management of their school’s activity funds, as set forth in the Manual and interpreted by the Director of Business.  The principal will appoint and supervise reliable and capable personnel for the physical handling of receipts, deposits, disbursements, and other duties associated with activity fund operations as specified in the Manual.  

1.3 FUNDS RECORDS AUDITING OF ACTIVITY

Periodic audits of activity funds will be conducted by the Business Office.  The purpose of these audits is to determine if the policies and procedures established for activity funds are being followed correctly and in a businesslike manner.  Audits also determine that the transactions and balances as reported on the annual reports are an accurate summary of activity fund receipts and disbursements.  Activity funds will be kept current so that the procedural reviews or audits may be conducted at any time.

2.1 CLUB ACCOUNTS

These accounts consist of funds collected by student and faculty clubs for the purpose of financing legitimate and beneficial activities and projects.  These funds belong to the clubs and are held by the school for safeguard and convenience.

The school, as represented by the Principal, is responsible for ensuring that the funds are protected; and that clubs do not over-expend monies which they do not have.

All expenditures of these monies must be approved by the members and sponsors of the club according to the rules of the club.  

Sponsors of clubs are required to keep accurate financial records of fundraising collection, dues and other expenditures.

Any donations to the club for any purpose by any person or group, such as a Booster Club, must be deposited first into the Activity Fund so there are adequate records of transactions.  There also must be a letter from the donor citing the amount and purpose of the donation.

Each school may have a Faculty Club, but the scope and type of collections and expenditures vary from school to school.  A Faculty Club (i.e. the Hospitality Committee) is required to keep accurate records of receipts and collections and expenditures.

2.2 DONATION ACCOUNTS

These accounts consist of monies donated to the school by groups or individuals.  Expenditures from these accounts are permitted only for those items specified by the donor.  

In some cases, money will be donated for the general benefit of the school with no intended purpose in mind.  In these cases, the Principal, with approval of the Superintendent and/or Director of Business, may use the donated monies at his or her discretion to benefit the largest possible number of students, or to help the most needy students at their school.

3.1 RESPONSIBILITY OF CLUB SPONSORS

The sponsor of each school club is required to maintain adequate financial records of all cash received by the club for fees, dues, fund-raising activities, etc.  These records are subject to review during the audit of the school’s activity funds. 

All collections must be deposited in the school activity fund.  The sponsors are required to reconcile their records to amounts deposited with the school activity fund.

3.2 ACCOUNTS PAYABLE

The activity sponsor forwards the complete form (1) to the Accounts Payable Clerk with the supervisor’s signature.  The clerk reviews the account for accuracy and availability of funds.  The form (1) is then forwarded to the Director of Business to sign and approve.  After approval of the Form (1) by the Director of Business, P. O. number’s are then assigned to the Form (1) and the form is distributed to the Director of Business and Superintendent for final approval.  Orders are placed by the Accounts Payable Clerk. When an order is received by the department, the packing slip with the items highlighted that was received (initialed and recorded the date the package was received),  is forwarded to the Accounts Payable Clerk so it can be attached to the invoice.  Occasionally, several companies include their invoice with the items ordered.  If this is the case, please send the invoice along with the packing slip and pink copy.  Invoices are then processed for payment.

3.3 BANKING PROCEDURES

Each school shall bank with the combined school Activity Bank account for the purpose for processing Activity Funds business only.  All monies received by the schools activity fund must be deposited into this account and all disbursements will be made by checks drawn on this account.

3.4 RECEIPT OF ACTIVITY FUND MONIES BY ACCOUNTS RECEIVABLE

All cash and checks shall be receipted by the Accounts Receivable Clerk, or a clerk designated by the Principal or Director of Business. The original cash receipt will be issued to the person submitting the money.  

If at all possible, an actual cash count should be made by the person signing the receipt in the presence of the person turning in the money.  If verification cannot be done immediately, the monies should be counted as soon as possible.  If the money cannot be counted immediately, the sponsor should lock the money in the school vault until such a time that cash can be verified.  If the cash count does not match the total on the Form, the clerk will inform the teacher or sponsor.  Since a receipt can only be prepared for the actual monies received, it is the responsibility of the teacher or sponsor to locate the error.  Cash receipts must show the date, amount received, the person submitting the money and the signature of the party completing the receipt.

3.5 FORM 1 PROCEDURES

Make sure F-1 has all the proper signatures and complete information (ex: Vendor name, budget account number (if known), amount, and items requested).  If the budget code is an 865 (Student Activity Account) you will need to have the F-1 signed by the student and the meeting minutes also have to be attached.

