
Campus and Student Activity Guidelines and Procedures for End of Year 2019-2020 
 
As you receive this information, we hope that everyone is staying positive and safe. Due to COVID-19 
and social distancing requirements, we have put forth some guidelines and procedures to help 
campuses continue to operate and close activities at the student activity level. We are all going through 
some stressful times and doing our part to stay safe right now, so our main priority is to make things as 
easy as possible when it comes to student activities. So with that in mind, signatures are not mandatory 
at this point but please make sure transactions are in compliance with the Campus and Student Activity 
Funds Manual. We will go ahead and address several topics of interest as follows: 

Fundraisers 

We know that the majority of fundraisers are still open since we left school for spring break. We also 
know that there were ongoing fundraisers in which money and/or inventory was not collected. 
Therefore, sponsors shall close their fundraisers even though they did not collect all funds and/or 
inventory. Sponsors shall keep track of students who have not paid and/or have inventory. This 
documentation will be attached to the fundraiser report.   

Set up existing Fundraisers/Collections On-line 

If students were in the process of collecting for a fundraiser and/or owe a fee, these may be set up on the 
Online School Payment System (OSP). As an incentive for parents to pay online, campuses may want to 
lower the price of an item in order to absorb the credit card fees. OSP charges a 4% fee of the 
selling price plus $0.35 cents per transaction. Example: An item that originally sold for $50.00 
would be lowered to $47.30 or less. At a selling price of $47.30, plus the total transaction fee of 
$2.35, the parent would end up paying $49.65. Thus giving them a saving of $0.35 cents. 
Calculation for backing out fees is as follows: 

A $50.00  selling price  
B 4% multiply by 4%  
C $2.00  % fee(AxB=C)  
D 0.35 plus transaction fee  
E $2.35  total transaction fee  (C+D=E) 
F $47.30  new selling price (A-E=F) 

 

Perishables/Non-Perishables 

In the case that perishable items and/or non-perishable items were purchased with the intent to 
fundraise the following are some options.  

Perishable items may be sold online at a discount rate. If items are perishable and cannot be sold 
then as per our attorney, Student Clubs can give away perishables to parents, outside 
organizations, and/or students themselves. Perishable items cannot be given away along with 
school breakfast or lunch. As per Mr. Raul Ramirez, staff would have to re-calculate the calories 
per meal. This is not a viable option and we do not want to jeopardize the program. The 



alternative would be to give away the perishables to the parents as they come in to pick up their 
instructional packet.  

Campus Activity Accounts (ex. Principals Account) are run by campus administrators and are 
considered to operate using public funds. Any perishable items that are no longer in use by the 
District may be disposed. Since campuses are closed for the remainder of the year, these 
perishables are no longer in use by the District and may be donated to organizations/individuals. 
This is guidance from our attorney’s office. The Superintendent’ Office has approved for the 
District to donate the perishables that are no longer in use.  We recommend for these perishable 
items to be donated as parents come in to pick up student instructional packets. Another option 
would be to give away perishable items as teacher appreciation incentives during the 
instructional packet distribution day. Please keep documentation of items that were donated. 

Non-perishables may be sold at a later date or set up online at a discounted price.  The 
Comptroller’s Office can assist those campuses that want to set up items online. Ex. Veterans 
memorial is selling kinder pictures online and selling them at a discount since the pictures 
where already taken. The campus bookkeeper is planning to call parents and offer them the 
pictures. 

Money Collected from Fundraisers and/or Collections 

Money that has been collected and being held by the sponsor can be turned in to the campus 
bookkeeper, if you and the sponsor are at the campus due to other campus duties. This should be 
coordinated amongst the campus principal, sponsor, and campus bookkeeper.  Sponsors/employees 
that are not at the campus when the campus bookkeeper is present, may deposit the funds in their 
personal bank account. As a result, the sponsor automatically gives the District authorization to a payroll 
deduction for the same amount. Those sponsors that choose this option shall notify their campus 
bookkeeper through email.  The sponsor shall submit a Deposit Breakdown Form whenever possible. 

Check Request 

Check requests may be requested via email. The Comptroller’s Office asks that the sponsor send you a 
current W-9, if we do not have one on file. We encourage you to mail checks out to vendors whenever 
possible. 

Deposits 

If the campus bookkeeper is visiting the campus at the request of the campus administrator, then you 
may want to make arrangements with the courier for a special pickup. (See FAQ below on courier 
service). 

Refunds 

Events vs. fundraisers- At this time, if a parent requests reimbursement, refunds are made only for 
cancelled events where a parent paid some type of fee. However, if the event involved other items (i.e. 
T-shirts), that portion of the fee cannot be reimbursed. Please check if any inventory associated with 
event can be distributed to students. Issuing refunds for cancelled events should be made when there 



are still funds in the club accounts or it may need to be delayed until the campus receives refunds from 
the vendors who were prepaid.  

For any portion of fees paid for competitions, events, etc. which may not be fully reimbursable to the 
student group, the District is reviewing to see if any of the costs can be refunded to the parents/payers.   
NOTE:  Please complete the Districts “Cancellation of Student/Staff Travel Form” in order to assist the 
District in gathering such information.  

Once the decision has been made to reimburse/refund parents, we recommend that the campus issue 
checks to each parent. If the item was purchased online, a refund can be made to their credit card.  
Credit card fees are not reimbursable as per OSP. In addition, if the campus chooses to reimburse 
parents with cash, they must cash a check first for the total amount and give cash to parents. This action 
would require a signature from the parent as proof of receipt. Campuses might choose to do this, if for 
example, 200 students require a refund. Campuses may issue refunds during the distribution of 
instructional packets. 
 

For any other specific Questions 

Please contact any of following: 

Samuel D. Flores, Comptroller for UISD, at sflores@uisd.net. 

Felipe Jimenez, Treasury Manager, at fjimenez@uisd.net 

Norberto Martinez, Activity Funds Accountant, at norberto.martinez@uisd.net 

Coral Perez, Staff Accountant, coral.perez@uisd.net 

Cindy Hernandez, Activity Funds Bookkeeper, chernandez1@uisd.net 

Leticia Longoria, Activity Funds Bookkeeper, llongoria1@uisd.net 

Efrain Ruiz, Activity Funds Bookkeeper, eruiz1@uisd.net 

Melisa Perez, Activity Funds Bookkeeper, mperez1@uisd.net 

Frequently Asked Questions – FAQs 

Will the Courier Service have Special Pickups? 

Yes, Rochester is available for special pick-ups. They need notification a day in advance so that they may 
schedule your pick-up. The courier service number is 956-722-6609. 

How to document if monies have not been recovered from the vendor from canceled trips due to the 
COVID-19 risk of exposure? 

Sponsors will use the Cancellation of Student/Staff Travel Form. The sponsor must use more than one 
form if more than one vendor was used for a specific trip. For example, if there was a Fiesta Texas Trip 
that was cancelled. Then they would have 3 Forms filled out, one for Fiesta Texas, another one for 
transportation vendor and another one for the meals vendor. The Comptroller's Office will gather this 
information and review it. Please submit documentation to Felipe Jimenez, Treasury Manager, 
at fjimenez@uisd.net. 



 
Will students have prom or other district/campus events?    
 
All events and activities previously scheduled to occur while the district is closed have been cancelled or 
postponed. As a District we have asked campuses to look for alternate dates late in the summer to see if 
it is safe to have these events then. We understand that our community values these types of events but 
we must consider the safety and well-being of our students and community.    
 
What will happen with venue deposits/down payments made such as prom, banquets, etc.?     
 
The sponsor shall try to get a refund on reservations from the vendor. We can conclude by the 
information being provided that there will be no gathering of any kind in the foreseeable future.  
 
Does the sponsor continue to collect/contact parents for outstanding fundraiser balances?  
 
Sponsors will submit money that they have in their possession for now as per the recommendations 
above. If collection efforts are not done through OSP as mentioned above, then collection efforts from 
students will resume once social distancing is lifted.  
 
Does the sponsor close the fundraiser as they are, with pending balances and inventory? 
 
The sponsor will close their fundraisers and/or collections with whatever they have in their possession. 
They shall have an inventory and a list of students that owe money. All the documentation should be 
emailed to the campus bookkeeper. 
 

 

 

 

 


