
DETROIT INDEPENDENT SCHOOL DISTRICT
STUDENT / CAMPUS ACTIVITY ACCOUNT PROCEDURES

(Effective 8-01-18)

1.  All student activity accounts will be assigned a sponsor each year by the
appropriate campus principal.  The sponsor will be responsible for
collecting monies from fundraisers and any other sources, and 
safekeeping said funds until delivery to the central office.  Deposits
should be completed as follows:

a.  Appropriate deposit slips can be obtained from the campus
      secretaries.
b.  Please list all checks by last name and/or check #.
c.  Verify all coin and currency with one other employee.  
d.  Each deposit should reflect the total amount and two initials
      reflecting who verified the deposit.
e. Please remove all staples from any items being deposited.
f.  All checks should be made payable to Detroit I.S.D., and should be 
      stamped on the back "For Deposit Only".  Stamps can be obtained
      from your campus secretary or from the business office.
g.  Please roll coin when depositing large amounts.  Rollers can
      be obtained from central office.
h. Funds should be deposited in a timely manner when possible
      to ensure safekeeping of such funds.

2.  Requests for spending activity funds are to be handled the same way as
spending budgeted funds.  Purchase orders will be used to disburse
funds from all activity accounts.  The purchase order must reflect
the activity fund name to be charged, as well as any special 
instructions such as the date the check is needed, etc.

3.  Each account sponsor will need to keep sufficient records to know what
the account balance should be throughout the school year.  This
will require a written record of all deposits and expenditures.
Periodically, the business manager will require you to verify the
balance in the account to ensure all items have been posted 
correctly and all funds are accounted for.

4.  Activity accounts for High School groups will require the sponsors to
hold meetings with the student representatives to discuss
expenditures to be made with the student funds.  Minutes should
be kept to document all expenditures.  These minutes shoud
be available should the business office require documentation
of any purchases.

Thank you for your cooperation in following the above procedures.  These requirements
were necessary to provide appropriate accountability for our activity accounts.  If you
have any questions please call or come by my office.

Greg Jones
Business Manager
Detroit I.S.D.


