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SECTION 1:  DISTRICT POLICY [CFD (Local)]

The Superintendent, principal, and sponsor, as applicable, shall be responsible for the proper
administration of District and campus activity funds and student activity funds in accordance
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with state law and local policy, District-approved accounting practices and procedures, and
the TEA Financial Accountability System Resource Guide.

The Superintendent or designee shall ensure that student activity accounts are maintained to
manage all class funds, organization funds, and any other funds collected from students for a
school-related purpose.  The principal or designee shall issue receipts for all funds prior to
their deposit into the appropriate District account at the District depository.

Student activity funds shall be included in the annual audit of the District’s fiscal accounts.

Funds collected by student groups shall be used only for purposes authorized by the
organization or upon approval of the sponsor. The principal or designee shall approve all
disbursements. All funds raised by student organizations must be expended for the benefit of
the students.

The Superintendent shall establish regulations governing the expenditure of District and
campus activity funds generated from vending machines, rentals, gate receipts, concessions,
and other local sources of revenue over which the District has direct control. Funds generated
from such sources shall be expended for the benefit of the District or its students and shall be
related to the District’s educational purpose.

Approval from the immediate supervisor or designee shall be obtained prior to a
disbursement being made to any employee, including the principal.

All funds shall be left in the appropriate account and each sponsoring group shall retain the
carryover funds for the next fiscal year. If an organization ceases to function or exist, the
unexpended funds of the organization shall be credited to the appropriate administrative
activity account.

For carryover funds of the Senior Class, see page 11.

SECTION 2:  GENERAL INFORMATION

Definition and Purpose

Activity funds are monies primarily consisting of proceeds from school fundraisers and
school personnel.  Student activity funds are raised by student-led groups which are
organized as clubs with officers. Campus activity funds are raised by student groups that are
organized as classes without officers or are raised by employees. Each school must maintain
the student and campus activity funds separately.  These funds are used to promote the
general welfare of each school and the educational development and morale of all students.

As a general guideline, funds derived from the student groups shall be used only for purposes
authorized by the organization or upon approval of the sponsor. All funds raised by student
organizations must be expended for the benefit of the students. The principal or department
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head shall be authorized to expend funds from the campus administrative activity fund
(Principal’s fund) to be used for activities of the students, faculty, staff, or campus. Funds
accumulated by the faculty or staff may be used to benefit either that group or students.

Responsibility of Club/Class Sponsors and Principals—Student Activity Funds

The Sponsor of each school club or class is required to maintain adequate financial records of
all cash received by the group for dues, fundraising activities, etc. The sponsor or advisor is
responsible for supervising the activities of the student organization or program and any other
duties assigned by the proper administrative authority.  The sponsor or advisor may be a
teacher or an administrative employee of the district.

The principal is normally designated as the campus “supervisor” for all student-related
activity funds.  As supervisor, the principal has overall responsibility for the operation of the
student activity fund. Duties include 1) collecting and depositing activity fund monies, 2)
approving disbursements of activity fund monies, and 3) bookkeeping responsibilities.  The
principal may delegate all or some of his/her supervisory duties to a bookkeeper, but not
his/her responsibility.

All cash collections received by the student group must be recorded on duplicate bank
deposit slips.  All collections must be deposited in the appropriate activity fund.  The
sponsors are required to reconcile their records to the amounts deposited with the activity
fund.  Any discrepancies between Sponsor records and Principal’s records should be
addressed on a monthly basis for any corrections to be posted.

Responsibility of Principal/Department Head—Campus Activity Funds

The appropriate principal or department head is required to maintain adequate financial
records of all cash received for dues, fundraising activities, etc of the campus activity fund
and is normally designated as the campus activity fund “supervisor” for that campus or
building.  As supervisor, the principal or department head has overall responsibility for the
operation of the activity fund. Duties include 1) collecting and depositing activity fund
monies, 2) approving disbursements of activity fund monies, and 3) bookkeeping
responsibilities.  The principal or department head may delegate all or some of his/her
supervisory duties to an office bookkeeper, but not his/her responsibility.

Bookkeeper Tasks Related to Activity Funds

The activity fund bookkeeper will normally have the most time-consuming tasks related to
activity funds.  These tasks likely will include collection of activity fund money, preparation
of the deposit slip and deposit of the monies, maintenance of the fund accounting records,
and preparation of the checks for disbursement. Two signatures are required on all checks.
The principal of the school or department head should normally be the primary check signer.
The second check signer should be someone other than the activity fund bookkeeper.
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Monthly bank account reconciliations will be the responsibility of the activity fund
bookkeeper. A second independent reconciliation will be performed by the Business Office.
When new checks or deposit slips are needed, they must be ordered through the Business
Manager.

SECTION 3:  ACTIVITY FUND PROCEDURES

Auditing of Activity Fund Records

Activity funds shall be included in the annual audit of the District’s fiscal accounts.  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, and also to determine that
the transactions and balances as reported on the annual reports are an accurate summary of
activity fund receipts and disbursements. The following items need to be ready for the annual
audit:

a. district policies and procedures
b. documentation of club purposes
c. reconciliation of balances from beginning of period to end of period
d. bank reconciliations for all months
e. all receipts for disbursements
f. bank deposit slips and receipts.

Categories

When a new club or campus category is considered, the Business Office should be consulted
regarding the validity of that category prior to its creation. Categories should be groups of
students or staff who raise and spend money, such as Student Council, Library, Cheerleaders,
Band, Yearbook, or Teacher Teams (i.e., 4th grade). Each approved category will be assigned
a permanent sub-object by the Business Office.

Deposit of Funds

Bank deposits must be made daily as necessary to prevent large sums from accumulating and
to prevent money from remaining on campus overnight.  Undeposited receipts must be kept
in the campus safe with limited access.  Procedures for making bank deposits are as follows:

a. Sponsor and a second person counts cash, coins, and checks, adds the
fundraiser/group name to the memo line of checks if not already there, makes a
copy of all checks, and seals all of the money in a plastic deposit bag. The outside
of the bag should be filled out appropriately, signed, and taken to the bookkeeper
along with the copies of the checks. [Plastic deposit bags are available through the
Business Office and must be used for all activity fund deposits. Sponsors should
track bag numbers and are accountable for all bags received.]

b. A bank deposit slip is filled out by the bookkeeper.  Deposit slips should be filled
out completely and in duplicate, including individually listing checks by name.
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The sponsor and bookkeeper sign the deposit slip showing the agreement of the
amount by the sponsor and bookkeeper. The name of the organization making the
deposit should be noted on the deposit slip.

c. A copy of the deposit slip is made and given to the sponsor to keep for his/her
records.

d. The deposit bag and the deposit slip and duplicate are taken to the bank by the
bookkeeper. The duplicate copy of the deposit slip will be returned to the
bookkeeper after the deposit is completed by the bank. The bookkeeper should
keep all deposit slip copies in a file for that school year.

Disbursement Guidelines and Procedures

A check request form must be filled out and signed by the sponsor or principal.  The
sponsor/principal attaches receipts or invoice for supporting documentation to the check
request form.  The check request form should be submitted to the bookkeeper at least one
working day in advance of when the check is needed depending on campus policy.  When
issuing a check, the disbursement should be charged to the appropriate sub-object that
represents the category. Disbursements shall not be made from any category until sufficient
cash is in the specific category to cover the disbursement. A category should never be
allowed to have a negative balance.

A check shall never be made payable to Cash.  A check may on occasion be made payable to
the sponsor or principal if needed, with invoice attached.  Under no circumstances shall a
blank check be issued.  Under no circumstances shall checks be pre-signed by any authorized
check signer.  That is, no signature shall be affixed to a check until all blanks (date, payee,
and amount) have been filled in.

The activity fund bookkeeper should prepare monthly a report showing the financial activity
for each fund the bookkeeper is responsible for.  This report should be titled “Activity Fund
Monthly Report of Cash Receipts and Disbursements” and have the following column
headings: 1) beginning cash balance (this figure should agree with the ending cash balance
on the prior month’s report), 2) cash receipts, 3) cash disbursements, 4) ending cash balance.
If unpaid invoices exceed the ending cash balance for any fund, a cash basis law violation
has occurred.  This report should be reviewed by the activity fund supervisor/principal.

The activity fund bookkeeper should prepare a financial report for each student organization
showing, at a minimum, the organization’s cash receipts and disbursements.  These reports
should also be prepared monthly.  The reports should be reviewed by the student organization
sponsor and principal.

Each student organization sponsor should compare the report prepared by the activity fund
bookkeeper with the sponsor’s records.  Any discrepancies should be resolved immediately.
Sponsors should retain the reports for at least 24 months for audit purposes.
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Voided Checks

If it becomes necessary to void a check, the signature area of the check should be cut off and
“VOID” clearly marked across the check in large letters.  Voided checks should be reported
to the Business Manager monthly, then placed in the file for the current school year.

Payments to Individuals

Any time an amount is to be paid to an individual who is an employee of Paris ISD for
services rendered, payment must be routed through the payroll department.  Examples of
employees who perform services for the District and should be paid by Payroll are DSS
security and athletic game workers. A time sheet must be completed with a full explanation
of the service performed and the activity fund from which payment is to be made.  This time
sheet must be approved by the sponsor or principal and sent to the payroll department in the
Paris ISD Business Office by the 5th of the month following the month of service.

For payments made to individuals who are not District employees, the payment must be
coded to 6299 due to IRS requirements in preparing 1099s.  Examples of individuals who
perform services for the District and should be coded to 6299 are authors or other speakers at
assemblies, non-DSS security, game officials, contest judges, consultants, clinicians, etc.

Requests for payment for both employees and non-employees should not be made until the
service is completed.  This reduces the need to void checks if the person does not complete
the task or works hours different from those scheduled.

Gift Cards

Gift cards are equivalent to Cash, which is always taxable when given to employees. In
addition, gift cards could be considered a “gift of public funds,” which is not allowed under
article III, section 52 of the Texas Constitution. Therefore, gift cards should never be
purchased for employees with activity funds or budget funds. Only donations made for a
specific purpose that gift cards can achieve may be used for the purchase of gift cards for
employees. Local budget allocations and activity funds can, however, be used to buy gift
cards for students under certain appropriate circumstances, such as when offering incentives.

Returned Checks

Occasionally a check which was previously deposited is returned by the bank unpaid due to
non-sufficient funds.  All activity account bookkeepers must use the following recording
method when handling returned checks:

When a check is returned, the bank automatically charges the school’s checking account and
mails the debit memo along with the returned check back to the school.  If the bank account
in question is not closed the bookkeeper should immediately re-deposit the check once, on a
separate deposit slip marked “re-deposit.”  If the bank charges a fee and/or if the check is
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unable to be re-deposited or is returned a second time, adjustments need to be made to the
checking account which would include deducting the amount of the bad check (as the
revenue was not actually collected) and deducting the amount of the bank fee.  In order to
reconcile with the bank, adjustments need to be in the same month as the debit memos are
dated.  Later, when the check amount and the service charge are collected they should be
receipted and deposited in the bank as a totally new deposit.

Procedures for collection of returned checks are as follows:

a. The bookkeeper shall determine the sponsor or teacher who originally accepted
the returned check.  This can be done by checking the fundraiser/group name on
the memo line of the bad check.

b. The bookkeeper will notify the sponsor or teacher of the returned check and
immediately re-deposit it once, only if the account is not closed.  It is the
responsibility of the sponsor or teacher to notify the payer and request payment of
the bank fee if one was charged by the bank. No additional checks should be
accepted from this payer.

c. If the check is returned a second time or it was determined that the check could
not be re-deposited, the payer should be immediately contacted by phone.  If the
payer cannot be reached by phone, a note can be sent home with the student if
applicable, requesting the payer to contact the school office. The check should
only be redeemed for cash, money order, or cashier’s check and the amount
collected should include service charge if applicable.

d. If the payer cannot be notified through phone calls or a student, or if contacted
and the check is not redeemed within a reasonable length of time, a letter should
be written to the payer requesting payment with cash, money order, or cashier’s
check for the check plus service charge, if applicable.

e. If the letter is returned undeliverable, the teacher, sponsor, or bookkeeper who
originally took receipt of the check should determine if any additional information
is available, such as a work phone number, and make efforts to contact the payer.

f. If the payer fails to respond within ten days of the letter, a certified letter should
be mailed notifying the payer of the returned check.

g. The bookkeeper should maintain a record of all returned checks and the
disposition of each.

h. If the check was for payment in a fundraiser and the NSF status of the check is
determined before the fundraiser is completed, any items purchased in the
fundraiser should not be delivered until the debt is fully paid. Participation by this
individual in future fundraisers should not be allowed until the debt is fully paid.

Fundraising

In order to provide administrative control over the extensive fundraising activities promoted
by the various school organizations, certain procedures are required before schools can start
fundraising projects.
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Student clubs or classes, and/or parent groups may be permitted to conduct fundraising drives
for approved school purposes.  Principal approval in advance is necessary for the event to be
placed on the school calendar and for the activity to be permitted on school property.  (See
Exhibit 1--form must be submitted before the fundraiser begins.) Due to audit requirements,
funds raised shall be received, deposited, documented, and disbursed in accordance with
Board policy. (See Exhibit 2--form must be submitted after the fundraiser is concluded and
profit is determined.) All fundraisers for the calendar year should be reported to the Business
Manager in January of the following year by submitting Exhibits 1 and 2.

The Healthy Hunger-Free Kids Act of 2010 required the USDA to establish nutrition
standards for all foods and beverages sold to students on the school campus during the school
day, which spans from midnight before to 30 minutes after the end of the official school day.
Smart Snacks in School standards went into effect July 1, 2014, and apply to all foods and
beverages sold outside of the reimbursable school nutrition program meals, such as a la carte
cafeteria sales, snack bars, school stores, vending machines, and fundraisers. These standards
limit foods with too much sugar, fat, and salt, but do not apply to foods and beverages sold at
events held after school, off campus, or on weekends, such as school plays or sporting
events. Fundraising activities that take place outside of school, such as cookie dough or
frozen pizza sales that are not intended for consumption in schools, are also exempt from the
nutrition standards. Fundraisers for food and beverage items that do not meet Smart
Snacks standards may not occur at any time during the school day (midnight before to
30 minutes after the end of the official school day). 

Fundraising activities should support the educational goals of the school, and should not
exploit students.  Activities and projects should be investigated carefully before committing
the school’s support.

Funds should never be used for non-school activities.  To do so would violate the public trust
through which funds are earned.

Sales Tax

Generally, all items purchased by a school for its own use in providing an education are
exempt from the Texas sales tax.  “For its own use” means the school making the purchase
intends to make exclusive use of the item and will not offer it for resale.

A purchase order issued by a school is sufficient proof the school is exempt from payment of
sales tax.  The school may also be asked for an exemption certificate the first time a vendor is
used and perhaps the first purchase each calendar year. A Current exemption certificate can
be obtained from the Business Office. No identification number is required on exemption
certificates.

For fundraising, the purchase of fundraising items for resale would be sales tax exempt but
the sale of those items may not be. Per the Texas Comptroller’s Office, “School districts,
public schools, qualified exempt private schools and bona fide chapters [student groups
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recognized by the school and organized by electing officers, holding meetings and
conducting business] within a qualifying school may conduct two one-day tax-free sales or
auctions each calendar year. For the purposes of this exemption, one day is counted as 24
consecutive hours and a calendar year is the 12-month period from January through
December…Either the date on which the items are delivered by the vendor to the school
organization or the day on which the school organization delivers the items to its customers
may be designated as the one-day tax-free sale day. Persons buying from surplus inventory
on the designated date do not owe tax. Those buying on subsequent dates owe tax unless the
purchase occurs on the organization’s other tax-free sale day…If two or more groups hold a
one-day tax-free sale together, the event counts as one tax-free sale for each participating
organization. Each of those organizations then is limited to one additional tax-free sale
during the remainder of the calendar year…”  For other fundraising events that do not qualify
as a one-day tax-free sale, the sponsoring organization should collect and remit sales tax.
Contact the Business Office for specific details on how to do this. (See Exhibit 3.)

Activity Fund Files at the Campus Level

Cash receipts and disbursements journals should be kept in campus files and in date order.
The ledgers should be filed together.  All of the records should be kept current and are
subject to audit at any time.

All prior year bookkeeping files should be boxed up by year and stored safely at the school.
The files of the immediate preceding year should be convenient to the bookkeeper.  All
bookkeeping files should be retained for seven years.

Financial Statements

As of the last day of the month, bookkeepers must make sure that all receipts and
expenditures are posted correctly. When the bookkeeper receives the bank statement from the
Business Office, interest should be posted. Then reports should be generated for club
sponsors.

Carryover of the Senior Class

For carryover funds of the Senior Class, funds may be donated to the district or campus.
Funds may also be retained by the class for use in planning and hosting reunion activities.
However, in order to retain funds for this purpose, the funds must be claimed within one year
of graduation from Paris Independent School District and deposited in a new, separate bank
account that is not tied to the District. A Student Activity check will be written to the bank of
the class’s choice for the total amount of funds remaining in the account. If funds are not
claimed within one year, they will be donated to the PHS Principal’s Account.
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Exhibit 1

Paris Independent School District
Authorization to Conduct a Fund Raiser

Campus:  _________________________ Club:  ________________________

Fund Raiser Title:  ________________________________________________________

A. What type of merchandise or service will be sold or provided?

__________________________________________________________________

(If merchandise, answer B.)

B. Taxable Fundraiser: (   )Yes     (   )No [Each student organization may conduct 2 tax-free
fundraisers of product sales  per calendar year]

C. How will the merchandise or service be sold or provided (e.g. catalog sales,
individual sales to students on campus, prepaid orders, etc.)?

_________________________________________________________________

D. Will food be sold that will be consumed during school hours (midnight to 30 minutes
after the end of the school day)? (   )Yes    ( )No
If so, does the food item(s) meet the USDA nutritional standards? (   )Yes   (   )No
Please attach a copy of the Smart Snacks Product Calculator Results and Nutrition
Fact Label from the food item(s) for audit purposes.

E. Vendor  _________________________ Representative _________________

Address _________________________ Phone ________________________

F. Fund raiser will be conducted from ______________ to ____________________

(Month/Year) (Month/Year)

G. Funds generated will be used for _______________________________________

Projected Sales and Expenses:

Total Projected Sales $_______________

Total Projected Expenses $_______________

Projected Net Profit $_______________
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Sponsor Certification:

I hereby certify that a profit/loss statement will be completed and submitted to the campus
principal within 30 days after the termination of the fund raising activity. In addition, I
certify that all monies collected will be deposited to the campus secretary/bookkeeper in
accordance with the district’s cash handling procedures.

Sponsor’s Signature: _______________________ Date:  __________________

Authorization:

( ) Approved Asst/Principal: ___________________________

( ) Disapproved Date: __________________________________
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Exhibit 2

Paris Independent School District
Student Activity Account

Fund Raiser Profit/Loss Statement

School:  ___________________________ Club:  ________________________

Fund Raiser Title:  ________________________________________________________

Actual Sales:

Receipt No. Amount Deposited Sales Tax (if required)

_________ $______________ $_________________

_________ $______________ $_________________

_________ $______________ $_________________

_________ $______________ $_________________

Total Sales/Tax $______________ $_________________

Actual Sales (Amount Deposited – Less Sales Tax)  $_________________

Actual Expenses:

Invoice Number Invoice Amount
______________ $_____________

______________ $_____________

______________ $_____________

______________ $_____________

Total Expenses $_____________

Net Profit/Loss (Total Sales less Total Expenses) $_________________

Club Treasurer:  _________________________ Date: ___________________

Sponsor:  ______________________________ Date:  __________________

Principal:  _____________________________ Date:  __________________
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Exhibit 3
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