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STUDENT ACTIVITY FUND HANDBOOK

The Office of the Auditor of the State, under authority of ORC Section 117.05 (B) and in accordance with ORC Sections 3315.062 and 3313.811, has prescribed the accounting procedures for school districts’ student activity funds.  The “Guidelines for Developing Policies For Student Activity Programs”, issued by the Auditor of State in conjunction with the Uniform School Accounting System User Manual, Revised 10/2003 was utilized in developing policies and procedures issued by the Board of Education. 

Section 3315.062 ORC permits a Board of Education to expend funds for student activity programs.  This Section states:

If more than $50.00 per year is received through a student activity program, the monies from such program shall be paid into an activity fund established by the Board of Education of the school district.  The Board shall adopt regulations governing the establishment and maintenance of such fund, including a system of accounting to separate and verify such transactions and to show the sources from which the fund revenue was received, the amount collected from each source, and the amount expended for each purpose.  Expenditures from the fund shall be subject to the approval of the Board.

The Board of Education adopted Bylaws & Policies 5830 Student Fund-Raising and 6610 Student Activity Fund in order to establish financial controls for the administration of activities of the student body organizations. This Handbook was developed in accordance with the Administrative Guidelines of these policies. 

Principal Support Funds (018), Student-Managed Activities (200), and District-Managed Activities (300):

This handbook pertains to student activities that occur in all three of these funds. Fundraisers and fees to support a principal’s fund involve the student body and are managed by the building Principal.  A Student-Managed Activity program has both student participation and student management of the fund.  A District-Managed Activity Program has student participation but does not have student management.  Typically, district managed programs include athletics, band, cheerleaders, and yearbook, etc.  These do not have class officers and are managed by the organization’s advisor.

ACCOUNTING AND ADMINISTRATIVE PROCEDURES

A. BUDGET AND PURPOSE STATEMENTS

The purpose of student activity programs should be to promote the general welfare, education, and morale of the students and to finance the normal, legitimate co-curricular activities of the student body organizations. The Purpose Statement should encompass the reason for the activity’s existence, its aspirations, and future goals, and the means through which these will be achieved. The activity program should establish how the revenue of the program is going to be raised and how the funds will be expended to accomplish its goals and aspirations. The budget needs to be approved to determine that it coincides with the activity’s purpose. Approval of the budget ensures that the proposed revenue and planned expenditures are for a proper public purpose.

Prior to September 30, building Principals intending to conduct fundraising activities and each student activity group must submit for approval a prepared Budget and Purpose Statement (Appendix A) for the current school year. The Budget and Purpose Statement must be signed by the class officers, if applicable, the activity advisor, and the building Principal.  If the Budget and Purpose Statement is for a Principal’s fund, the Superintendent or designee must sign.

The budget is intended to be flexible enough to allow for changes to be made as income and/or expenditures dictate.  Should an amendment become necessary, a Revised Budget Form (Appendix B) must be submitted through the Principal, or Superintendent or designee, to the Treasurer for approval BEFORE any revised expenditures can be made or additional fundraisers undertaken.

Once approved, the Budget and Purpose Statements, along with any revisions are to be submitted to the Treasurer and kept on file. No expenditures shall be made until these are approved and filed with the Treasurer.  The student activity sponsor should also maintain copies of all forms and records for audit purposes.

B. FUNDRAISERS

Any activity sponsored by a school group whereby the faculty, staff, and/or students are selling any good or service, or actively seeking donations. If a fundraising project is being planned, the advisor shall first complete and file a Fundraising/Sales Potential Request form (Appendix C) and obtain the signature/approval of the building Principal.

The purpose of the form is to:

1. Receive approval from the building Principal for any fundraising activities.

2. Project a potential income for the fundraising activity.

3. Ensure the fundraiser is part of the purpose statement.

This form must be completed and approved prior to submission of a purchase order.  The Fundraiser Status Report (Appendix D) must be used by building Principals to monitor the status of all building fundraisers.

During the fundraising activity, make deposits daily if funds are collected and maintain detailed and accurate records on the number of items sold and total amount received.  At the termination of the sale, a Profit and Loss Statement (Appendix E) must be completed by the advisor or building Principal. This form is reviewed and approved by the building Principal or Superintendent or his/her designee. A copy must be submitted to the District Treasurer within five days of completion of the sale.

DO NOT pay expenses incurred in the sale from money collected. A purchase order must be processed prior to payment of expenditures. A check for these expenses will be certified and issued by the District Treasurer.

A Fundraiser Inventory Sheet (Appendix F) or a Principal approved alternative must be maintained by the advisor to keep track of inventory and its disbursement.  It also provides an orderly method of student accountability.

C. TICKET SALES

Anytime tickets are sold for an event, the Ticket Sales Tally form (Appendix G) is to be completed by the ticket seller and verified by the ticket manager or sponsor of the event.  Basically, the report identifies the number of tickets sold in the various price levels. The amount collected is reconciled to the amount of tickets sold, which is determined by the beginning and ending ticket numbers. Any discrepancies are identified. The ticket seller signs the form. The advisor or ticket manager then signs it to verify the amounts are accurate.

The Summary Ticket Tally Sheet (Appendix H) recaps the ticket sales for an event. Each gate or ticket sellers’ amount shown on this form must agree to the individual Ticket Sales Tally form. Beginning and ending cash on hand and any discrepancies are accounted for on this form. A copy of this form shall be attached to the deposit made with the building Secretary or Principal’s designee. 

The Ticket Manager or Advisor must maintain copies of these forms and  all other supporting documentation for audit purposes. 

D. PURCHASE ORDERS

Purchases made with student activity funds are to be made through the use of an approved Purchase Order.  All invoices will be paid with a check issued on the signature of the District Treasurer, provided the invoice is relative to a previously approved purchase order.

Checks may not be issued to reimburse any individual who has purchased supplies without an approved purchase order, nor will any invoice, which is not relative to a previously approved purchase order, necessarily have to be paid by the District.  The individual who made the purchase may be personally liable for the obligation.

Purchases are to be originated on the District’s purchase order form by the advisor.  These individuals must sign the purchase order and forward it to the Principal for approval.  The Principal shall check the proposed expenditures with the approved budget of that particular student activity.  If the purchase order is for items not covered in that budget, the purchase order shall not receive approval and will be returned to the originator with an explanation of the reason for non-approval.

When approved, the purchase order will be sent to the Treasurer’s Office for regular processing, as follows:

1. Blue copy is maintained by the originator prior to sending Purchase Order to the Treasurer’

2. White original copy returned to originator to be mailed or for pick up of requested items.

3. Green and yellow accounting copies used for Treasurer’s file copy.

4. Pink receiving copy returned to the originator.  This copy is to be DATED and SIGNED by the advisor in the appropriate box when goods are received.  It is very important that all items are accounted for, as the Treasurer uses this copy as authority to pay.  Once the advisor signs the pink copy, it must be returned to the Treasurer’s Office.

5. Gold copy will be returned to the originator to show that Purchase Order has been processed.

E. RECEIPTS

Pre-numbered duplicate receipts must be issued to the advisor, student, or other person turning in money for an activity.  Monies collected must be turned in to the building secretary or Principal’s designee daily, at which time a pre-numbered receipt will be given.  The Deposit Sheet (Appendix I) must accompany the money given to the building secretary or principal’s designee.  For your own protection, DO NOT KEEP MONEY OVERNIGHT AND NEVER PUT ACTIVITY MONEY INTO YOUR OWN CHECKING ACCOUNT, because you, the advisor, are solely responsible for it.

The Payment Record Form (Appendix J) must be completed for each fundraiser or sale. The advisor must maintain a file of these for each activity. A copy of this form must accompany each activity deposit sheet to the building secretary or Principal’s designee.  This document provides verification of money received and is important for audit purposes.

F. THEFT REPORTS

Should a theft or robbery occur when an employee/student is present, the employee/student shall offer no resistance and release the funds immediately.  The robbery shall immediately be reported to the police department and an insurance claim report filed with the Business Office no later than the day after the theft or robbery occurs.

Thefts, which occur during the absence of an employee/student, shall be handled in the same manner, immediately upon discovery.

SUMMARY

Budget and Purpose Statements

Prepared by the advisor or Principal and approved by the building Principal, or Superintendent or designee. Submitted to the Treasurer’ office by September 30.

Fundraisers

Before fundraiser or sale begins, a Fundraising/Sales Potential Request Form is completed by advisor or building Principal. The form is filed with the District Treasurer. The purpose of this form is to:

· Identify income potential

· Ensure fundraiser coincides with purpose statement

· Receive approval of Principal or Superintendent or his/her designee

At completion of fundraiser or sale, a Profit and Loss Statement is completed by advisor or building Principal. This form must be filed with the District Treasurer within 5 days. The purpose of this form is to:

· Identify all monies received and expended for the fundraiser or sale.

· Identify the profit or loss from this fundraiser or sale.

· Receive approval from the building Principal or Superintendent or his/her designee.

During the fundraiser or sale, a Fundraiser Inventory Sheet is prepared by the advisor to keep track of inventory and its disbursement.  This form provides an orderly method of student accountability.

Ticket Sales

The procedures established must be utilized for athletic and other student activity events.

The Ticket Sales Tally form identifies the number of tickets sold and the amount of cash collected. If there are discrepancies between ticket sales and cash collected, the difference is identified on this form. This form is completed by ticket seller and verified by ticket manager or sponsor of the event. Both individuals must sign the form.

The Summary Ticket Tally Sheet is completed by the sponsor of the event. This form identifies the event, beginning cash on hand, all ticket sales per gate or seller, and the total ending cash on hand. Any discrepancies are identified. Each gate or ticket seller’s amount will agree to the Ticket Sales Tally for that individual. This form is approved by the building Principal or Athletic Director. A copy of this form is submitted with the deposit sheet.

Purchase Orders

· Must precede any purchases

· Originated by student activity advisor

· Approved by Principal, if contained on Budget and Purpose Statement

· Purchase order approved and sent to Business Office

· White, pink, and gold copies returned to advisor

· Verification of received goods/services

· Payment of goods/services by Treasurer

Receipts

Monies are submitted to the building secretary or Principal’s designee as collected.

· Complete deposit sheet

· Attach Payment Record Form, Ticket Tally Summary Sheet, or some other authorized supporting documentation to the deposit sheet

· Secretary gives advisor copy of pre-numbered receipt

Receipts must be a part of approved Budget and Purpose Statements

Theft Reports

Follow appropriate guidelines for handling and reporting instances of theft or burglary.

Responsibilities of the Principal:

The Principal shall be responsible for all aspects of the student activity program in his/her building.  The responsibilities shall include, but are not limited to:

· Approval of the budget and purpose and any revisions

· Approval of all fund raising sales, ticket sales, and proofs of cash

· Supervise control mechanisms to assure efficient and safe management of fundraising activities.

· Review and approval of all expenditures from student activity funds 

Responsibilities of the Advisor:

The advisor shall be responsible for:

· Preparing the budget and purpose statement

· Properly completing all forms relative to the activity

· Maintaining accurate records of money collected and deposited, and of purchase orders issued, both encumbered and completed

· Balancing the fund’s financial reports monthly with those reports issued by the District’s Treasurer

· Supervising the collection of all monies for the group’s activities.

· Supervising the activities in his/her group

APPENDIX

The following pages represent forms referred to in this handbook.  It is realized that the content of various forms change periodically, thus corrected copies will be distributed as changes occur.  It is also realized that many vendors provide these forms in different content and it shall be permissible to use the form proved as part of the fundraising project.  It is not the intent to restrict the activity to the following forms; however, the process of internal controls established by the text and forms must be followed.  Should you undertake a fundraiser, which requires accountability that cannot be accomplished using the following forms, it will be your responsibility to develop a method to account for the fundraiser and this method should be authorized by the building principal.
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