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 PREFACE 
 
This manual is designed to provide a set of standardized accounting guidelines and procedures for the 
administration of the Beeville Independent School District Activity Funds. 
 

 

Principals are ultimately responsible for following and enforcing the guidelines and procedures 
prescribed in this manual. 
 

 

This manual supersedes all prior publications regulating the administration of Activity Funds. 
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OVERVIEW 
ACTIVITY ACCOUNT FUNDRAISER 

PROCEDURES 
 
The sponsor of each organization will submit the fundraising request form (see Section 24 for 
Fundraising Approval form) to the Principal’s Secretary/Clerk for the Principal’s approval. All forms 
must be completed. (Please attach any backup documents). 

 
Once the Principal signs the fundraising request form, the Secretary will submit a fundraising request 
form to the CFO/Director of Finance and Superintendent for final approval. The Finance Office will 
return a copy of the approved form to the Principal to indicate the fundraiser can take place. The above 
paperwork should be submitted and approved by the deadline. Fundraising under no circumstance 
should begin until approval is given. Upon approval, the Secretary/Clerk will enter the fundraiser into 
a calendar and indicate the date/dates the fundraiser should take place. Any revision of time or date of 
the fundraising activity must be approved by the Principal. There is a limit of two fundraisers per 
semester, unless approved by the Supertintendent. The fundraiser due date is generally in September 
and December of every school year. The date will be announced at the beginning of every year.  

 
Over time fundraising activity actually takes place, the sponsor will make daily deposits of all cash, 
checks, and receipts to the Principal’s Secretary/Clerk. On Friday of each week, the sponsor will submit 
a report (see Section 24 for Weekly Activity Account Reporting form) of the actual cash receipts 
deposited to their activity account, the expense incurred by the fundraising event, and a copy of the 
receipt to match the actual deposits made to their account. This report will then be submitted to the 
campus Principal and a copy to the Finance Department for weekly review. This will give the Principal 
an opportunity to examine and ensure that proper deposits are being made to the activity accounts. 

 
Any staff member working with activity accounts must attend training each year. Each staff member 
will sign that they have received a copy of the Activity Account Handbook and consent to comply with 
the policies. (Failure to attend or comply with the handbook will result in denial of all sponsorship 
privileges).  Audits will be ongoing throughout the year to ensure that the handbook is being followed. 
Principals and Secretary/Clerks will guarantee that every sponsor understands the procedures.  

 
 

Section 
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CAMPUS AND STUDENT ACTIVITY FUNDS 
ACCOUNTING PROCEDURES MANUAL 

 

End of Event Reconciliation 
At the end of the sale, the sponsor will provide a reconciliation of the amounts deposited to the amounts 
expected based on the items purchased for resale. This is a required procedure to assure that the school 
can be accountable to its students and parents for their sales efforts. 
 
Account sponsors must maintain such records whenever items are offered for sale. The form is not 
intended to determine the amount of profit realized, but rather to compare the number of funds 
deposited into the account against the number of funds that should have been deposited based on items 
purchased from the vendor. 
 
It is preferred that items be sold on a pre-ordered basis to avoid product loss or paying for unsold items. 
The account sponsor should receive a Vendor Sales Summary, which includes the number of funds that 
should have been collected. This amount is to be recorded on the Sales Accountability Sheet (see 
Section 24 for this form) and compared to the total amount deposited during the sales event. Any 
variation between the amount actually deposited and the expected collections based upon the vendor’s 
records requires an explanation at the bottom of the form. A copy of the sales summary report need to 
be attached to the Sales Accountability Sheet and turned into the Principal’s office along with a receipt 
book for filing. 
 
The sponsor will be liable for any lost, stolen or unsold items, therefore sales on a pre-order basis are 
recommended.  
 

Campus Account – Principals Fund 461  
General Policies 

A. Disbursements from this account will be at the discretion of the Principal but must be in 
compliance with district purchasing and expenditure guidelines. 

B. Proper supporting documentation for all disbursements must be maintained. 
C. All expenditure must be related to educational needs. 

  



4 
 

 

Cash Handling Concerns 
 
 

• Deposits not being made on a timely basis, daily. 
 

• Irregular deposits, large amounts infrequently. 
 

• Receipt books are missing. 
 

• Receipt copies have been torn out. 
 

• Voided receipts for which there is no replacement. 
 

• Receipt books not being completed or not being completed in sequence by date or number. 
 

• New receipt books not being requested. 
 

• Notices from the bank of deposit error/discrepancy. 
 

• Notice from the bank of non-sufficient funds. 
 

• No collections from organizations with ongoing fundraisers. 
 

• Sponsors not properly tracking money received with receipts or tabulation sheets. 
 

• No check requests brought for approval. 
 

• Sponsors not submitting check requests and/or invoices not being paid on a timely basis. 
 

• Receipt of past due invoices. 
 

• Parents asking about checks which have not cleared their bank account in a timely 
manner. 

 
• Weekly Activity Account Form not turned in on time.  

 
• A negative balance in an organization’s fund. 

 
• Cashing of personal checks for school funds (not allowed). 

 
• Use of activity funds to make change (not allowed). 

 
• Unopened mail for an activity fund. 

 
• Not receiving statements. 

Section 
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• Lower than the expected balance in the activity fund. 

 
• No documentation/receipt with a check request. 

 
• Request for approval of blank check. 

 
• Multiple employee reimbursements. 

 
• Monthly reconciliations not being completed on time. 

 
• Excuses for not writing receipts, making deposits, preparing check requests on time, or 

completing reconciliations when due. 
 

• Documentation for checks or deposits not being readily available. 
 

• Voided checks are shown as deposit in transit for more than one month under outstanding items 
on monthly Activity Fund reconciliation. 

 
• Stale-dated checks, i.e., with dates more than a month old, being shown as outstanding items 

on monthly Activity Fund reconciliation. 
 

• Anything that does not appear reasonable or rational. 
 

• Anyone other than the Principal’s office or Principal designee taking deposits to the bank. 
 

• Explanations that do not explain or answer the question being asked, i.e., the run-around. 
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PURPOSE/RESPONSIBILITY 
 
The Activity Fund is designed to account for funds held by a school in a trustee capacity or as an agent 
for students, club organizations of the campus, teachers and the general administration of the school. 
These funds are used to promote the general welfare of each school and the educational development 
and morale of all students. The accounting function for the Activity Fund is delegated to each campus 
and must comply with the guidelines and procedures required by this manual. 

 
THE CAMPUS PRINCIPAL IS LIABLE FOR THE PROPER COLLECTION, 
DISBURSEMENT, AND CONTROL OF ALL ACTIVITY FUNDS. THE 
SECRETARY/CLERK IS OBLIGATED FOR DOUBLE CHECKING PROCEDURES, 
RECONCILED STATEMENTS, ETC. THIS RESPONSIBILITY INCLUDES: 
 

• Providing for the safekeeping of monies; 
• Proper accounting and administration of fund transactions; 
• Expenditure of funds in compliance with applicable state laws, and local board policy and 

administrative guidelines; 
• Adequate training and supervision of all personnel designated by the Principal to 

administer activity funds; 
• The administration, collection, reporting, and submission of Sales Tax; 
• The Principal is not responsible for funds collected, disbursed and controlled by 

parent or booster organizations. These organizations’ funds are not to be accounted 
for in the school’s Activity Fund. 

    

Principals/Sponsors 
You are responsible for the appropriate, accurate and timely completion of the Activity Fund task you 
have been assigned. 

 

Audit of Activity Funds 
Activity Funds are audited periodically by the Finance Office and Finance Director. In addition, the 
Principal may request a special audit by the Finance Director if a situation or event warrants it.  

 

Retention of Records 
All records should be kept current and in good order for a period of five years and available for audit 
at any time. Records are to be organized at the closeout of each fiscal year and stored in an acceptable 
manner in district-approved boxes on the respective campuses. At the end of the five year retention 
period, contact should be made with the Beeville ISD Finance Office to authorize the district to have 
the records destroyed through the district’s records management program.  
  

Section 
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BASIC RECORDS 
 

• Campus activity funds – known as 461 funds 
►  benefit the entire school body; or class i.e., Band, Cheer, Choir, Math, Science 
► received from the sale of school pictures, class rings, vending machines, etc.; 
►  liability accounts titled administrative, general, hospitality, etc.; and 
►  disbursed at the discretion of the Principal and must adhere within district guidelines. 

 
• Student activity funds – known as 865 funds 

►  benefit a specific club or organization, i.e., Band Club, Cheerleading Club, Choir Club, 
Math Club, Science Club, etc.; 

►  raised by the organization’s members (students); 
► liability accounts titled band, cheerleaders, science club, etc.; 
►  disbursed at the discretion of the student members under sponsor supervision; and 
►  spent on students. 
 

CASH HANDLING 
       

• Petty Cash funds are NOT allowed. No exceptions. 
 
• At least two (2) people should be assigned the handling of activity funds - one for 

collecting/receipting; the other for receipting funds deposited as well as making deposits. 
 
• A receipt must be written for all collections at the time of collection. All receipts should be pre-

numbered. Principal’s Secretary/Clerk should write a receipt for each deposit taken. All sponsors 
should write a receipt for all money collected or have a tabulation form for the money.                

 
• Cash should be counted by the collector in the presence of the sponsor at the time of collection. For 

large cash amounts our depository bank, Simmons Bank, will count it and fill it in on your 
deposit slip. 

 
• The original receipt should be written immediately and given to the sponsor. 
 
• Cash is to be kept in a secure place (office safe) until custody is transferred daily to the bank. 
 
• Only authorized personnel should have access to the locked area. The Principal should 

delegate and limit who has access on their Campus. 
 
• Cash received is not to be used for making change or cashing checks for anyone or any purpose. 
 
• Checks are to be written for the amount of purchase only. 
 
• Checks written to schools are accepted under the same guidelines as checks written in the “outside 

world” and subject to the same penalties if returned by the bank for any reason. 

Section 
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• Checks should be restrictively endorsed (use a stamp) with the activity fund account number and 

“For Deposit Only” immediately upon receipt. (These are to be provided with your new bank 
supplies.) 

 
• Receipt numbers need to be listed on the front of each deposit ticket. 
 
• Checks must be listed individually on the back of the deposit ticket or on a list or tape attached. As 

many deposit tickets can be used as are needed to list all checks, check numbers and amounts 
included in a deposit. 

 
• Receipt copies and deposit tickets are to be kept intact in the receipt/deposit book.  
 
• If the tasks of collecting/receipting and depositing are assigned to two (2) staff member, the money 

should be counted/verified by both at the time the collections are given to one staff to deposit. The 
other staff member should total all the receipts being included in the deposit and make sure the total 
agrees with the amount of money being deposited. 

 
• If it is necessary to void a receipt, write “VOID” on the receipt along with the receipt number that 

replaces the voided receipt. 
 
• If it is necessary to void a receipt and there is no replacement receipt, an explanation should be 

written on the receipt marked “VOID”. 
 
• Deposit ticket copies should include a copy of the list of checks included with the original, as 

applicable. 
 
• The deposit is to be put into a deposit bag and secured until taken to the bank. 
 
• Deposits are to be made on a daily basis. 
 
• The bank customer receipt should be stapled to the back of the appropriate deposit ticket after 

review for accuracy or discrepancies. 
 
• Any discrepancies found at any step in the process should be reported to the Principal and 

the CFO for immediate investigation and resolution.  
 
• Collection efforts, i.e., calls, letters, etc., should be started immediately upon return of any check 

from the bank for any reason. 
 

• Do not accept checks from any person who has had two (2) returned checks. 
 
• In the event that it is determined that a check is uncollectible, documentation of collection efforts 

must be adequate and available prior to filing a check with the county office for collection. 
 
• Being out of authorized receipt books, deposit tickets or deposit bags is not an acceptable 

reason for noncompliance with collection and deposit procedures. 
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• Beeville ISD’s depository bank is Simmons Bank. They have a coin counter; however, they will 
not count the coins while you wait. You must leave a deposit slip with them to fill out. 

 
   

 

Request for Check/Purchase Card 
Request for Check/Purchase Card form is the authority for the issuance of an Activity Fund check. 
Each campus must use a district-developed form (See Section 24 for Request for Check/Card form). 
All documentation must be attached or the sponsor will be responsible for check or charged amount. 
 

General Ledger – Computer Printouts 
General Ledger for Activity Funds is maintained on the District’s central computer system. General 
Ledger summarizes all transactions of the Activity Fund during the month. Each series of monthly 
reports generated from month-end close-out should be maintained or filed for audit purposes. A printout 
or report summarizing all of these transactions for the month (revenue and expenditures) is to be 
submitted to Finance Office by the 15th of the month. Various formats of this report will be accepted 
as long as it contains the required information (See Section 24 for Other Activity Accounts form). 
Reports should be run as of the last day of the month.  
 
All checks and deposits must be posted in the Accounting month of the transaction.  For example, if all 
the deposits and checks were from September 1st through September 30th. The bookkeeper must make 
sure they are in the correct accounting month in Ascender of “September” for their account to reconcile 
correctly.  As a courtesy, the Finance department does not close the previous month for two weeks after 
the month to make sure all transactions are posted timely.  Since all reconciliations are due by the 15th. 
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BANKING PRACTICES AND PROCEDURES 
 
 

Bank Accounts 
• As of August 1, 2022 all campus bank accounts have been centralized and utilizes one bank 

account. However, each activity and club account is listed separately in the Ascender system 
for proper account reporting. All monies received will be deposited into this account, and all 
disbursements will be made by a check/card drawn on this account.  

 
• Only activity fund transactions may be directed through the Activity Fund bank account. 

Transactions controlled by the lunchroom or by outside organizations such as the PTA or 
booster clubs must be handled through these groups' own bank account.  

 
 

Bank Reconciliation 
• One of the most important aspects of the Campus Secretary/Clerk’s job is the prompt review 

of accounting transactions and posting of cash receipt transactions.  
• As of August 1, 2022 all disbursements for all Activity/Club accounts are centralized through 

the Finance department and processed through the Ascender system by the requisition and PO 
process.   

• The Finance department will reconcile the monthly bank statement for all campuses.  
• It is the Principal's responsibility to make sure the Secretary/Clerk or person designated has 

adequate time to complete the daily entries and review the accounts for accuracy each month.  
 

 
  

Section 
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ISSUING RECEIPTS 
 

General Receipting Procedures 
• All cash and check collections must be recorded (in triplicate) by the person receiving the 

money: 
1. Original (usually white copy) to the person submitting the money. 
2. Deposit (yellow copy) attached to bank deposit backup. 
3. Permanent (pink copy) retained in the receipt book. 
 

• An explanation of the purpose for which the money was received.  
 
• The correct Activity Fund account code or name. 

 
• The signature of the person receiving the money. The signature must be manual; signature 

stamps are forbidden.  
 

• An actual cash count should be made by the person signing the receipt in the presence of the 
person turning in the money. Cash should not be transferred from one employee to another 
without being verified by both employees.  

 
• Under no circumstances shall a cash receipt be altered. If an error occurs, VOID the original 

receipt and all duplicates and issue a new receipt. The original of the voided receipt must be 
attached to the copies and retained for audit purposes.  

 
• All deposits should have a receipt number recorded on the deposit slip that makes up the total 

amount of the deposit. 
 

Example recording a deposit slip: 
Receipts #232 thru #245 
For cookies sales  
For Cheerleading Club 
 

• The receipt should add up to the amount listed on the deposit slip. 
 

BISD’S depositor bank is Simmons Bank. The bank will count coins in their coin machine; however, 
they will not count it while you wait. Fill out your deposit slip and list your checks and cash. The bank 
will fill in your coin amount on your deposit slip. 
 

• The cash receipt clerk is responsible for maintaining an adequate supply of Tabulation of 
Monies. 

 
• Receipt books and receipts should be used in sequential and date order. 
 

 
 

Section 
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• Receipt copies should be left intact in the receipt book. 
 

• Receipts should be completed with all required information, i.e., date, payee/club, amount, type 
of collection (cash/check), legible initials, etc. 

 
• A receipt book should be used in its entirety prior to another one being started. 

 
• Keep a log of receipt books and deposit ticket books in your office showing date and to who 

issued, i.e., school office, organization, etc. 
 

• Before issuing a new receipt book, require that the prior book be returned and check to make 
sure that it has been completely used and all copies are intact.  

 
• Principal’s Secretary/Clerk is in charge of controlling and maintaining all receipt books. Receipt 

books should be pre-numbered and signed out and back in after the fundraiser ends. 
 

• Keep a log of ongoing fundraisers and review transaction listings for collections that would be 
expected during that time. 

 
• Make sure that the transaction listing shows each deposit (even if it is a split deposit). 

 
• Make sure that transfers between funds have been approved by both sponsors of the 

organizations involved before requesting the approval of the Principal. 
 

• Prepare Activity Fund reconciliations on a timely basis and give to the Principal for review and 
approval prior to forwarding to the Finance Office. 

 
• Never take Activity Fund records, cash, or checks home for any reason. 

 
• If you are not receiving proper documentation and/or adequate co-operation from anyone 

involved in the activity fund process, discuss the problem with your Principal. 
 

• If you are asked to do anything you do not believe is correct or proper, notify your 
Principal or the Finance Office. 

 
• Money may be collected by an authorized individual other than the Cash Receipt Clerk 

(teachers, librarian, clerks, etc., but only as approved by the Principal) for such items as books, 
student fees, fundraising activities, etc. In such instances, the individual collecting the monies 
must account for the monies collected as follows: 

1. Tabulation of Monies Collected from Students form (see Section 24) must be completed 
with all information provided.  

2. Collections shall be submitted to the Cash Receipt Clerk daily (person designated by 
Principal). 
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DEPOSIT OF FUNDS 

 

General Operating Procedures 
• Deposits must be made daily at the Bank or Bank Night Depository. Every campus has a money 

bag and plastic bags for turning in and depositing funds. If supplies run out, you should request 
additional supplies from Simmons Bank.  

 
• All checks held for deposit shall be endorsed as follows: 

For Deposit Only 
BISD Activity Fund 
Account Number 
 

It is recommended that all checks be endorsed at the time they are receipted or accepted. Every 
campus has a new depository stamp as of September 2022.  

 
• All cash receipts supporting cash deposits shall be deposited in a numerical sequence. 
 
• Re-deposits (of returned checks) must be deposited separately from other funds collected.  

 
• All monies on hand at the end of the school year should be deposited prior to closing the books 

for the year. 
 

• Post deposits to your books using the same date it was deposited in the bank.  
 

 

Procedures for Preparation of Bank Deposits 
• A bank deposit slip shall be prepared in duplicate and shall include the following:  

1. The date and amount of the deposit; 
2. The cash receipt number(s) issued that make up the deposit; 
3. A listing of each check in the deposit (or a tape); and 
4. The name of the campus and Activity Fund money is for. 

 
• The original copy of the deposit slip is retained by the bank and an image is returned with the 

monthly bank statement. The duplicate copy is validated by the bank and returned at the time 
of the deposit. The Clerk should verify the validated amount.  

 
• The sum of the amounts of the supporting cash receipts must agree with the amount of the 

deposit slip.  
 

• For procedures on handling returned checks, re-deposits and deposit corrections, see Section 8 
of this manual. 

 
• When making a bank deposit, care must be taken to ensure that the bank and district agree on 

the amount of the deposit. If a change in the amount is warranted, the person making the deposit 

Section 
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must verify by signature on the deposit slip that they have agreed with the new calculation. In 
no case may a district employee accept cashback from the deposit to balance the deposit. 

 
• Each deposit slip should show the breakdown of each account fund if more than one is being 

deposited. 
 

• As of October 2022, a Beeville ISD police officer escort is required for daily deposits to the 
bank. It is recommended different times of the day are utilized for safety purposes if it is possible 
and does not impede the protection and safety of our students by the BISD officer.  

 
SAMPLE DEPOSIT SLIP:    
 
 
 
 
 
 
 
 
 
 
 
 

 
• If several fundraisers appear on one deposit slip then the receipt number and the name of 

the acting student (person) needs to appear for each one. 
 

NEVER CASH A CHECK WITH ACTIVITY FUND MONEY. 
NEVER USE ACTIVITY FUND MONEY TO MAKE CHANGE OR  

KEEP PETTY CASH. 
 

 
 

  

Date  ________ 
Cash  $200.00 
Coin  $15.00 
Checks Luna $35.00 
 Jacobs $100.00 
   
Receipt Number  
328-330   
Cheerleaders   
  ________ 
TOTAL  $350.00 
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RETURNED CHECKS  
AND RE-DEPOSITS 

 

Returned Checks 
Occasionally, a check which had been previously deposited is returned by the bank for a variety of 
reasons. A check may be returned for improper signature, insufficient funds, or account closed. When 
a check is returned by the bank, the following procedures shall be followed: 

• The Secretary/Clerk must immediately notify the maker of the returned check and request 
that it be redeemed with cash.  

 
• If the maker of the returned check requests that it be re-deposited, such action shall be taken. 

A check may be re-deposited only twice; after such time only cash may be accepted.  
 

• Under no circumstances should the returned check be surrendered to the maker 
except in return for cash.  

 
• No checks shall be accepted from a party who has not redeemed a previously returned 

check.  
 

• Retain all bank memorandums in the campus files.  
 
 

Re-deposits 
When the maker redeems a returned check, the resulting deposit is known as a re-deposit. Procedures 
to be followed are: 

• Prepare a separate deposit disclosing:  
1. Date and amount of re-deposit; 
2. Name of the maker of the returned check; and  
3. The previous cash receipt number or the activity account where the check was 

originally deposited.  
 

• DO NOT ISSUE A CASH RECEIPT SINCE SUCH ACTION WOULD CONSTITUTE 
A DUPLICATION. 

 
• If a person redeems a returned check with cash, give him/her the returned check as his 

receipt. (Keep a photocopy for records.) 
 

• Mark “re-deposit” on the deposit slip (deposit this separately). 
 

 
 

Section 
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Uncollected Checks 
Individual schools are responsible for the collection of returned checks. The following procedures are 
for checks deposited more than once in the School's Activity Fund Account and returned by the bank 
marked non-sufficient funds or account closed. 

• Contact must be made with the maker of the check and request that the check is redeemed 
with cash by the maker. 

 
• If this is unsuccessful, send a formal letter to the maker of the check requesting payment in 

cash or by cashier's check within a ten (10) day period. The letter should be sent to the last 
known mailing address of the maker and should contain the check number, date and amount 
of check. DO NOT SEND ORIGINAL CHECK! The letter should stipulate the check has 
been re-deposited and returned again and unless payment is received within ten (10) days, 
the check may be turned over for the filing of criminal charges. This letter should be sent 
Certified Mail–Return Receipt Requested (see Section 24 for Sample Letter – Uncollected 
Checks). Send a copy of the letter to the Finance department as well.  

 
• If these attempts fail, maintain copies of your notes and letters along with the check. Only 

checks of $50.00 or more should be forwarded for prosecution. Attempts should be made to 
collect returned checks of less than $50.00 by the Secretary/Clerk until the close of the 
school year.  

 
• If a collection is made at the Beeville ISD Finance Office, a check will be made payable to 

the school for the amount received or funds transferred. 
 

• If no collection is made, the bad check will be deducted from the Activity/Club account. 
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DISBURSEMENTS 
 

General Policies 
• All expenditures will be paid by check from the Activity Fund centralized checking account. 

All checks will be recorded in your Ascender account for review and verification of 
accuracy. All invoices will be paid once an “Approval to pay” is received by the Finance 
department.    

 
• Income received from a specific group (student and faculty) should be expended for that 

group. The Principal shall ensure that expenditures from these accounts are written for the 
intended purpose of the group and should not divert for other uses. 

 
• No expenditure of funds will be expended unless approved by the Principal in the Ascender 

system.   
 

Request for Check/Purchase Card 
• A completed Request for Check/Card (see Section 24 for form) shall be the authority for 

the issuance of an Activity Fund check/card purchase. It must be completed prior to issuance 
of a check or usage of the purchase card.  The request must be entered in the Ascender 
system by the Secretary/Clerk through the normal requisition process.  

 
• A completed Request for Check/Card form shall include the following.  

• The payee 
• Date and amount 
• Signature of person requesting check 
• A brief description of the reason 
• Activity account number to be charged 
• Approved signature of the Principal 

 
• The Request for Check/Card form needs be attached to the supporting documentation and 

kept on file for audit purposes. Proper supporting documentation shall include: 
• The vendors quote or proposal for service or items to be purchased.  
• Sales slip or cash register tapes from teachers or other employees who request 

reimbursement for items purchased from their own funds. Credit card statements 
and customer copy of charge slips are not adequate supporting documentation. (It is 
preferred that checks be made to the vendor to limit employee reimbursements). 

• Other supporting documentation may include letters, announcements and renewal 
notice when quotes are not provided by the vendor.  

 
• Request for check forms for advances may be completed without supporting documentation. 

However, permanent documentation must be attached later in support of the advance 
payment. Also, indicate on the Request for Check form the receipt number if monies are 
returned which have not been spent. 

 

Section 
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• All invoices shall be checked to ascertain that sales tax has or has not been properly charged 
since most purchases made by schools are tax exempt. (See Section 18 on Sales Tax.)  
 

 

Issuance of Checks  
• Payments must always be made to a specific person, company or organization. Checks will  

NEVER be made payable to “cash”. A check for startup cash should be made payable to the 
sponsor after a properly executed check request has been made. The check should include 
in the memo section “startup cash”.  

 
Example:  Payable To The Order of Drama Club – Mrs. Smith 

Memo: Gate Cash 
 

A properly completed check request form is required. 
 

• A requisition will not be allowed in Ascender if there is not a sufficient balance for the 
check request.  

 
• All receipts shall be attached to the check request form and returned within two days 

to the Secretary/Clerk. 
 
 

Advance Payments  
• Advance payment may sometimes be requested for necessary expenses to be incurred by 

clubs or other student groups engaged in out-of-town travel. 
  
• The Request for Check form (see Section 24) shall indicate that the check is for travel 

pursuant to the district’s travel policy. 
 

Supplemental Payments to Employees for Services-  
Should Not Be Done Without Prior Approval from Finance Director  
The Principal may occasionally compensate district employees for additional services performed. Such 
auxiliary services are those discharged by the employee in addition to his/her normal, specified duties 
and will be performed outside of regular work hours. Such payments shall be made to the employee 
through the Payroll Department. The correct procedures are as follows:  
 

• Provide the Payroll Department with the proper documentation from the Principal 
concerning the supplemental pay. This should include the amount, services performed, date 
performed and employee name. Payroll will include the amount in that employee’s salary 
for the next pay period.  

 
• Employees who have their own bona fide business may be able to bill on their own invoice 

if the services performed are substantially different than their regular responsibility with the 
district. (Ex: Paying an employee for making cakes or signs). Prior to this option being 
exercised, please check with the Chief Financial Officer or Director of Finance. 
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Payments to Non-Employees for Contracted Services 
• Payments for services performed by individuals not employed by the district may be made 

directly from the Activity Fund. The vendor must complete a vendor packet and W9.  
 
• For employment of non-district personnel as consultant/instructor/independent contractor, 

the campus can compensate them from the activity fund by an invoice for services rendered 
and check request. The vendor must complete a vendor packet and W9.   
 

• NO CONTRACTED VENDOR CAN BE USED UNTIL A BACKGROUND CHECK 
HAS BEEN DONE. 

 
Professional Conference Expenses 
Activity Fund monies may be used for professional conference expenses in accordance with the 
district’s procedures for out of district travel.  
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CAPITAL ASSETS 
 

Definition 
Capital assets are purchased or donated items that are tangible in nature, have a life longer than two 
years, have a unit value, and/or maybe reasonably identified and controlled through a physical 
inventory system. Any one item costing $5,000 or more is a capital assist. 
 

EXCEPTIONS: 
1. Computer software is considered a capital asset. 
2. Library books and audiovisual materials of any value are considered capital assets 

if they are to be cataloged in the library. 
 

Purchases from Activity Funds 
Activity fund purchases of capital assets are required to be added to the campus inventory. 

 
DONATIONS: 
 

1. Donated capital assets, as well as all other donations, must be submitted to the Board 
of Trustees for approval.  

2. Donated capital assets must be added to the campus inventory. 
 
 
     All Capital Assets Must Be Reported to Central Warehouse To Be Inventoried. 

 
  

Section 
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PURCHASING POLICIES  
AND PROCEDURES 

 

Purchases from Activity Funds 
• The school Principal is fully responsible for all purchases and commitments requiring the 

present or future disbursement of Activity Fund monies. Teachers/sponsors must have a 
commitment from the school Principal before making any purchase in the name of the 
school.  

 
• No purchases shall be made unless sufficient funds are available in the proper Activity Fund 

Account. 
 

Competitive Bidding Requirements 
The guidelines presented below serve as an introduction to making purchases through the Activity 
Fund. All purchases must be approved by the Chief Financial Officer by a Purchase Order before 
purchasing the service and/or item(s). The Purchasing Manual must be consulted, and those policies 
and procedures followed when applicable to the purchase(s) being contemplated. 
 

• Purchases under $1,000 may be implemented in the most expedient manner available to the 
Principal.  

 
• Purchases from $1,000 to $10,000 require, at a minimum, written quotations secured from 

three (3) or more competitors recorded on a Quote Tabulation Form (see Section 24) filed 
with other Activity Fund Records. A written explanation by the Principal must be attached 
to the quotes when the lowest quote(s) is not accepted.  

 
• Purchases of $10,000 or more must comply with the provisions of the Texas Education 

Code, Section 21.901, and will be referred to the District Purchasing Department for bids, 
advertising, Board approval, and processing. As soon as the price is determined, the school 
shall issue a check payable to Beeville Independent School District and forward it to the 
Finance Office. The Beeville ISD Finance Office will develop the requisition and purchase 
order. The merchandise will be delivered and payment made to the vendor from the 
Accounts Payable Department. Upon request, the BISD Finance Department will assist in a 
quote, bid and contracting processes by: 

• Supplying information on existing contracts;  
• Publishing, receiving and tabulating quotes and bids for review and 

recommendation of the budget manager; 
• Reviewing contracts to be signed; and 
• Purchases must be made through an approved vendor. 

 
 

Section 
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VENDING MACHINES 

 

General Policy 
Revenue from vending machines situated in all areas of the school, whether school-serviced or vendor-
serviced, shall be controlled by the school Principal and processed through the Activity Fund. Student 
sales go to students; teachers/lounge sales go to the Principal’s account. 

 

Vendor-Serviced Machines 
A school may contract with a firm whereby the vendor agrees to service the machine and collect the 
money. The school then receives a periodic commission check from the vendor. The school is not 
required to establish an Activity Fund account for each vending machine operator under this type of 
arrangement. Vending machines profits (i.e., commission checks) may be placed directly into the 
account related to the location of the machine or to the intended purpose of profits from the machine. 

 

General Operating Procedures 
Beeville ISD currently has contracts for vending machine sales. All sales contracts must be approved 
by the Superintendent. All sales commissions are received by the Finance Office. The Finance Office 
prepares a distribution sheet and deposits the checks electronically in the respective campus activity 
accounts.   

 
  

Section 
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STATE, LOCAL SALES  
AND FEDERAL EXCISE TAXES 

 

Taxable Status of Purchases  
All items purchased by a public school, school district or non-private school for the school’s own use 
qualify for an exemption from sales tax if the items purchased relate to the educational process. The 
school, school district or authorized agent should provide the seller with a Texas Sales Tax Exemption 
Certificate (secured from the Finance Office). To be valid, the certificate must state that the 
merchandise being purchased is for the organization's own use in providing education, is being made 
in the name of the organization, and that payment shall be made from the organization's own funds.  

 

Purchases for their own use by individuals, even though connected with a school or school organization, 
are not exempt from the tax. Examples - cheerleaders purchasing their own uniforms, band members 
purchasing their own instruments, and athletic teams purchasing their own jackets.  
 

Exempt School Items 
Public and non-profit private schools and school-related organizations need not collect sales tax on the 
following: 

• Fees and admission tickets, including football and drama tickets              
• Club memberships 
• Sales of food and soft drinks during the regular day 
• Sales of food and soft drinks that are: 

1. Sold or served during the regular school day. 
2. Sold or served by a parent-teacher association. 
3. Sold by a person under 19 years of age who is a member of an organization devoted to 

the exclusive purpose of education, and groups associated with public or private 
elementary schools as a part of a fundraising drive for its exclusive use. 

 

Exempt Food Sales - Additional Explanation 
Sales tax is not collected on meals and food products, including candy and soft drinks, served in an 
elementary or secondary school during the regular school day by a school, student organization or PTA 
subject to agreement with school authorities. 
 
This exemption from the sales tax applies to guests, employees or teachers served in a school cafeteria 
or teacher's lounge during the regular school day. The sale of food, including candy and soft drinks, is 
exempt from the sales tax when sold by an organization associated with a public or non-profit private 
elementary or secondary school (4-H clubs, FFA, FCLA, etc.) if: 

1. The sale is part of a fundraising drive sponsored by the organization; and 
2. All net proceeds from the sale go to the organization for its exclusive use.  
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School Sponsored Trips 
Meals purchased by the school for athletic teams, bands, etc. on authorized school trips are exempt 
from the sales tax if the school contracts for meals. The school must pay for the meals and provide the 
eating establishment with an exemption certificate. 

 

Individual members of the athletic team, band, etc. may not claim exemption from the sales tax on the 
meals they purchase while on a school-authorized trip. An exemption may also be claimed by the school 
from the Hotel Occupancy Tax if the school contracts and pays for the accommodations and provides 
the hotel with a completed Hotel Occupancy Tax Exemption Certificate. Teachers, Coaches, Staff, etc. 
MAY NOT claim exemption from sales tax on individual purchases while on school business even 
though they are reimbursed by the school for expenses.  

 

Taxable Sales (Beeville’s Sales Tax is 8.25%) 
• Supplies and Publications 

Public and non-profit private schools and school-related organizations must collect sales tax 
on the following:  

1. School-purchased supplies sold directly to students including athletic 
equipment and all uniforms. 

2. Fees for materials when the end product becomes a possession of the student.  
3. Student publications such as yearbooks and football programs. 
4. School rings.  
5. Books sold to students at book fairs. 
 

• Sales by Teachers and Students 
Teachers and students MUST COLLECT sales tax on merchandise other than food products 
they sell. If the school assumes responsibility for the activity and/or sales, the school is 
responsible for ensuring the tax is paid. The school may purchase items tax-free and must 
collect the tax when the items are sold.  

 
• There are no tax exempt numbers. Exemption certificates DO NOT require numbers. 

 

The Exception – Tax-Free Days 
Effective August 30, 1993, each school district, each school and each bona fide chapter of each school 
is allowed to have two (2) one-day, tax-free sales each calendar year. During these tax-free sales, the 
organization may sell any taxable item tax-free when the price of the item is $5,000 or less. There is no 
limit on the number of bona fide groups at a school or school district.  State Comptroller Tax Guidance 
 

The school district qualifies for a tax-free day. 
 The school-wide fundraiser qualifies for a tax-free day. 
 The Basketball Club qualifies, but the basketball team does not. 
 The Cheerleader Club qualifies, but not the cheerleaders. 
 The Debate Club qualifies, but the debate teams and classes do not. 
 The French Club qualifies, but the French classes do not. 
 The Senior Class qualifies, but not one particular class that has seniors in it. 
 
A bona fide chapter is a group that must be organized for some business or activity other than 
instruction or a participatory group. Essentially, any student group that is recognized by the school and 

https://comptroller.texas.gov/taxes/publications/94-183.php
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is organized by electing officers (not just participatory captains), holding meetings and conducting 
business are bona fide chapters of the school and each group may have two (2) one-day, tax-free sales 
in a calendar year. Groups meeting for classroom instruction or team sports are not categorized 
as bona fide chapters and do not qualify for the tax-free day sales. 
 
One day means 24 consecutive hours; the delivery should be made on a single day. Generally, the title 
passes to the purchaser when the item is given to the purchaser. In the case of preordered and prepaid 
sales, a title can transfer as soon as the seller (school) receives the order. Therefore, the date the items 
are delivered by the vendor to the seller is designated as the one day for the purposes of the tax-free 
sales. However, persons buying from surplus stock on subsequent dates after the tax-free day owe tax 
on the items. 
 
When the school or school group receives a commission, the tax-free day sale provisions cannot apply 
because the sale is the vendor’s sale, not the school’s sale. The school group would collect and remit 
the tax to the vendor, and the vendor would report the sale and remit the tax to the Comptroller’s office. 
 

One-Day Tax-Free Sales Procedure 
In the event that a campus wishes to use the one-day tax-free sales procedure, they are to advise the 
Beeville ISD Finance Office, in writing, of the campus intent to declare a tax-free sale day. The 
information must include the date of the sale, the organization (or campus) and the type of items sold 
that will be tax-exempt. The Finance Office will keep the declarations for documentation in the event 
of an audit. It is the Principal’s responsibility to ensure that the sale is conducted as required to maintain 
the exemption from sales tax.  

 

Toll-Free Numbers 
The State Comptroller's office maintains a toll-free tax information number for quick response to any 
state tax questions you may have. You can reach the Comptroller's Office by dialing 1-800-252-5555.  

 
Remittance of Sales Tax  
All sales tax collected by the school shall be remitted quarterly to the Finance Office unless contractual 
agreements with a vendor stipulate that such taxes should be remitted to the vendor.  
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FUNDRAISING ACTIVITIES 
 

Definition of Fundraising Activities 
A fundraising activity may be defined as any activity involving the participation of a student body or a 
school-recognized student group undertaken for the purpose of deriving funds or making a profit for a 
school or a school-sponsored group. 

 

Fundraising Activities for a School - General 
• Fundraising activities are not confined to regular school hours but are considered an 

extension of the school program. When fundraising activities are in the name of the school, 
all funds raised become school funds, belonging to the school-sponsored group responsible 
for raising the money. 

 
• In September of each year (before any fundraiser is scheduled), each Principal shall submit 

to the Superintendent an annual fundraising plan on the Fundraising Request Form (see 
Section 24) listing the organizations which will engage in fundraising activities with the 
intended use of the funds specified.  

 
• Each organization is limited to a maximum of four (4) fundraising activities. (Two (2) 

per Semester) unless approved by the Superintendent.  
 

• To request permission to conduct a fundraising activity, the club sponsor should complete 
the application portion of the Fundraising Application and Financial Recap Application (see 
Section 24). 

 
• All requests submitted will be screened by the Superintendent/Finance Director. 

 
• Additional requests shall be eligible for consideration at other times and shall be reviewed 

by the superintendent.  
 

• Those fundraising activities and student activities which require solicitation of funds from 
a business or commercial establishments or residents shall be limited to those that are 
approved in advance by the Superintendent/Finance Director. No student shall solicit funds 
or attempt to sell ads to the public unless prior approval is secured. 

 
• At the elementary level, door-to-door fundraising by students in activities sponsored by the 

school or by a school-related organization is prohibited. Students are encouraged to seek 
family and friends. 

 
 
 
 
 
 

Section 
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Accounting for Fundraising Activities 
 
Collections and Disbursements:  

• All collections must be receipted and all payments must be made in accordance with Section 
4 of this manual. 

 
• All collections and disbursements associated with any fundraising activity coordinated by 

the school or a school-recognized student group shall be transacted through the Activity 
Fund.  

 
• Upon completion of fundraising activities, a financial recap of the activity should be 

completed by the sponsor.  
 

• This report should indicate gross collections and list any expenses incurred relative to the 
activity merchandise (advertising, sales tax, prizes, etc.). 

 
• Disposition of the net proceeds (profits) should also be disclosed if funds were collected for 

a specific purpose.  
 

• The club sponsor or activity chairman is responsible for keeping accurate records for all 
money-raising activities. Such records should include at a minimum:  

1. Distribution Lists; 
2. Daily Collection Reports; 
3. Tabulation of sales tax collections; and 
4. Original cash receipts received for money turned in to the Campus 

Secretary/Clerk. 
 

• At the conclusion of the fundraising activity, all records should be turned in to the Campus 
Secretary/Clerk with the original copy of the completed Fundraising Application and 
Financial Recap form (see Section 24) and retained for audit purposes.  
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TRANSFER OF FUNDS  

BETWEEN ACTIVITY ACCOUNTS 
 

General Policies  
Some activity accounts are established for the single purpose of isolating transactions for a specific 
activity, collection, solicitation, etc., thereby enabling the profitability of the activity to be determined 
(a Picture Account or a Candy Sale Account). Net proceeds remaining in such an account must be 
transferred to the account approved on a Transfer of Activity Funds Authorization Form (see Section 
24). For example, if pictures were taken to provide funds for new library books, then the net proceeds 
should be transferred to the Library Account on a Transfer of Activity Funds Authorization Form.  
 
Some activity accounts are expected to be revenue-producing by the very nature of the accounts. 
Receipts almost always exceed possible expenditures and the balance in such an account will increase 
indefinitely unless some disposition is made of the excess revenue; vending machine accounts are an 
example. As detailed in Section 12, vending machine revenue should be transferred, at the option of 
the Principal, to accounts related to the supporters/payers from whom the profits were generated or 
other accounts for student related purposes.  
 
Occasionally, a club will compensate for another school organization for goods purchased or services 
performed. This may occur when a club purchases advertising in the yearbook, newspaper, etc. A 
transfer of funds shall be made between accounts in such instances in lieu of issuing an Activity Fund 
check.  
 
Likewise, a club may desire to make a voluntary donation or contribution to partially defray the 
expenses incurred by another club in directing a certain activity. In such cases, the contribution shall 
be effected by an internal transfer of funds.  
 
Transfers require the approval (in writing) of the Principal and club sponsors or account custodians 
when the transfer involves accounts with delegated responsibilities.  

 

Documentation of Transfers 
• Each transfer shall be initiated by preparation of a Transfer of Funds Authorization form 

disclosing both the amount of and reason for the transfer. 
 
• When all required approvals have been obtained, the Campus Secretary/Clerk may proceed 

with the necessary journal entries. 
 

• All copies of the Transfer of Activity Funds Authorization Forms shall be maintained with 
the School Activity Fund Records.  

 
 
 

 

15 
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SALES – REVENUE RECEIVED 
 
Often times, there is confusion as to whether something is a sale or not. For all revenue received, we 
must decide if it is a sale or if it is not a sale.  
 

Sale Not a Sale 
• Admission – athletic, dances, dance 

performances, drama performances 
• Admission – summer camps, clinics, 

workshops, project graduation 
• Donated items that are sold 
• Fund-raisers where we are the seller, 

not just the middle-man 
• Rental of items 
• Rental of facilities 
• Sales of food 
• Sales of merchandise – including items 

made by students 
• Sales of services 
• School publication sales 

• Collection of money from students to 
pay a company for admission or 
services, i.e., Sea World, Six Flags, 
PSAT test 

• Commissions received 
• Donations of money to the school or 

school group or donations for a 
commemorative brick 

• Dues received for clubs 
• Fees – musical instrument maintenance, 

lab, uniform cleaning, transcripts 
• Fieldtrip collections 
• Fines received – textbooks, library 

books, parking, locker, uniforms, 
calculators, obligations 

• Fundraisers when the school group 
merely receives a commission, i.e., 
library book fairs, some author sales, 
recycling 

• Lost payments – books, handbooks, 
calculators, locks, ID cards  

• Marathon fundraisers – these are 
donations, i.e., lift-a-thon, jog-a-thon, 
jump rope for heart, basketball hoops 

• Non-sufficient check re-deposit 
• Summer school, Saturday school, 

Community Education tuition and fees 
 

The Question: A Sale or Not 
The majority of Activity Fund collections are derived from transactions which fall into one of two 
categories: sale or not a sale. The first question to be asked and answered: Is the revenue a result of a 
sale or not? 

 
A sale is a transfer of title or possession of a tangible personal property for consideration (usually 
money). A sale also includes the performance of a taxable service for consideration. 

 
In some fundraising activities, the school or school organization is merely acting as a sales 
representative for a vendor and tax must be collected. The tax would be remitted to the vendor and the 
vendor would claim it as their sale, and they would compute and remit the necessary sales tax to the 

Section 
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Comptroller’s office. The school would not report this type of revenue as a sale. Examples are vending 
machine sales where the vendor services the machine, school pictures, and library book sales. In 
addition, vendors will ask if the school wants them to collect the tax (included in the sales price) to be 
remitted to the state. The answer should be a resounding, YES! 

 
The school is the seller when the school or school organization purchases the merchandise and then 
resells these items to customers. The school should then provide a resale certificate to the retailer and 
the school is responsible for remitting the sales tax collected, with proper documentation, to the Finance 
Office for proper handling. 

 
Teachers and students must collect the sales tax or all taxable merchandise they sell unless the sale 
qualifies as one of the organization’s tax-free days. If the school assumes responsibility for the activity 
and/or sale, the school is responsible for ensuring the tax is paid to the Comptroller of the State of 
Texas. The school may purchase items tax-free but must collect the tax when the items are sold. 

 
A Texas Sales Tax Resale Certificate is to be given to the seller when merchandise is purchased by the 
school for resale. This allows the school to purchase the merchandise without paying the tax to the 
vendor. BISD’s ID number must be given on this form. 

 

Fines 
According to the Texas Sales and Use Tax Returns, fines can be imposed by the State Comptroller’s 
office when sales tax reports are not submitted on a timely basis. The following penalties and interest 
can be imposed. 

 
 1 – 30 days late  -  Penalty of 5% of the net tax due 
          31 – 60 days late  -  Penalty of 10% 
         Over 60 days late  -  Penalty of 10% plus interest of 12% per annum 
 

An additional 50% penalty may be assessed after more than two returns are received with a postmark 
later than the due date. 

 

Booster Clubs, PTA’s & Other Associated Groups 
Occasionally, we have found that these groups have used the school district’s tax exemption certificate 
or the employer identification number. By law, these groups MUST obtain their own tax exemption 
status and employer identification number independent of the school district. 
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NON-TAXABLE AND  
TAXABLE SALES 

 
Once the activity has been determined to be a sale, the issue then becomes to tax or not to tax. 

 

Non-Taxable Sales 
• Ad sales – yearbooks, athletic programs, newspapers, posters 
• Admission – athletic events, dances, dance performances, drama, and musical performances 
• Admission – summer camps, clinics, workshops, project graduation 
• Admission – bids, prom, homecoming 
• Admission – tournament fees, academic competition fees 
• Bake-sales 
• Cosmetology services – (products sold to customers are taxable) 
• Discount/Entertainment cards and books 
• Facility rentals for school groups 
• Food items sold during fundraisers – time or day does not matter; the seller does not matter; 

(all net proceeds must go to the organization for its exclusive use) 
• Food sold during regular school hours by the school district 
• Labor – automotive, upholstery classes (note: parts are taxable) 
• Magazine subscriptions greater than 6 months 
• Parking permits 
• Services – car wash, cleaning 
 

Taxable Sales 
• Agenda books 
• Agricultural sales 
• Art – supplies and works of art 
• Artistic – CDs, tapes videos 
• Athletic event concession sales – unless part of a fundraiser 
• Auction items sold 
• Automotive – parts and supplies 
• Band equipment, supplies, patches, badges, uniform sales or rentals 
• Books – workbooks, vocabulary, library, author (when we are the seller) 
• Brochure items 
• Calculators 
• Calendars 
• Candles 
• Car painting, pinstriping 
• Catered food sales by the school district’s food service - unless sold to the district 
• Clothing – school, club, class, spirit 
• Computer – supplies, mouse pads 
• Cosmetology products sold to customers 

Section 
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• Cups – class, plastic, paper 
• Decals 
• Directories – student, faculty 
• Drafting – supplies 
• Family and Consumer Science – supplies and sewing kits 
• Fees – copies, printing, laminating 
• Flowers – roses, carnations, arrangements 
• Food sold by a school district – if outside the school’s regular school day 
• Greeting cards 
• Handicrafts 
• Horticulture items 
• Hygiene supplies 
• Identification cards – when sold to the entire student body (not just the fine for a lost ID 

card) 
• Locks – sales and rentals 
• Lumber 
• Merchandise, tangible personal property 
• Magazines – subscriptions less than 6 months 
• Magazines – when sold individually 
• Musical supplies – recorders, reeds 
• Parts – career & technology classes (not to include products used in cosmetology) 
• Parts – upholstery 
• PE – uniforms, supplies 
• Pennants 
• Pictures – school, group (if the school is a seller) 
• Plants – holiday greenery and poinsettias 
• Rentals – equipment of any kind 
• Rentals – uniforms of any kind, towels 
• Repairs to tangible personal property – computer repair, remodeling 
• Rings and other school jewelry 
• Rummage, yard, and garage sales 
• Safety supplies 
• School publications – athletic programs, posters 
• School publications – brochures 
• School publications – magazines (unless more than 6-month subscription) 
• School publications – newsletters, newspapers 
• School publications – reading books 
• School publications – sheet music, hymnals 
• School publications – yearbooks 
• School store – all items except food 
• Science – science kits, boards, supplies 
• Spirit items 
• Stadium seats 
• Stationery 
• Supplies – any sold to students 
• Uniforms – any type to include PE, dance team, drill team, cheerleaders, athletic, club shirts 
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• Vending – pencils and other non-edible supplies when the school services the machine 
• Woodworking crafts – an entire sale to include parts and labor 
• Yard signs 

 
Texas sales tax statutes impose a tax on the sale, lease or rental of tangible personal property and 
selected services. Tangible personal property includes personal property that can be seen, weighed, 
measured, felt, touched or that is perceptible to the senses in any other manner. When an individual 
purchases a tangible item and it becomes the personal property of someone, it is taxable. It is irrelevant 
if the school logo is on the item or that the item will be utilized by a student in a school group for a 
school function. 
 
School districts, schools and school groups making sales of taxable items that do not have a specific 
exemption must collect and remit the tax. The items or activities on the lists above have been identified 
as being taxable or non-taxable by the Comptroller’s Office when these items are sold or sponsored by 
a school, by an organization with a school, PTAs, Booster Clubs and employee associations. Whether 
taxable or not, all sales are reportable as sales on line 1 of the Texas Sales and Use Tax Return. These 
lists are not all-inclusive but may help determine the tax status of other similar sales. 
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THINGS TO KNOW 
 

• Principals are required to have written procedures for activity fund management. 
 
• PTO money is never to be handled by school personnel. 
 
• PTO money is never to be commingled with Activity Fund money. 
 
• If your school’s PTO uses the school’s address for mail, you need to provide a secure mailbox 

where all PTO correspondence can be placed, unopened until picked-up by an appropriate PTO 
officer. 

 
• A district employee is not to be an authorized signatory on a PTO bank account for a   PTO chapter 

at one of our schools unless campus Administration has been notified and approval has been 
received. 

 
• PTO, Booster Clubs and other associated organizations must have their own tax-exempt status and 

employer identification number (EIN/TIN). They must not use the school district’s EIN. 
 
• PTO, Booster Clubs and other associated organizations are not eligible for the tax-free days until 

an exemption has been obtained from the Internal Revenue Service. 
 
• Any payment to a district employee for any reason other than reimbursement for an allowable 

expenditure must be processed through payroll and be accompanied by a memo in writing to the 
Payroll Department stating the employee’s name, employee number and budget account to be used. 
A check from the Activity Fund should be sent with the memo to reimburse the General Fund. 
For example, all summer camps will fall under this rule. No exceptions are applicable. 

 
• Sales tax is not to be paid on an original invoice or on a reimbursement. 
 
• In the case of reimbursements, the tax-exempt certificate should be sent with the school employee 

making the purchase. These employees should be told which stores honor the certificate upon 
presentation. 

 
• Any payment to a consultant can be made only with a completed and current W-9 on file, a clear 

background check, and completion of a consultant agreement form. 
 
• All gifts must be reported to Administration. Gifts valued at $2,000 or more must be expressly 

approved by Board action or donations for a specific designation.  
 
• All fixed assets must have a barcode and be recorded in the district’s fixed asset system. 
 
• All purchases and/or donations become the property of the district. 
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• Purchases made with activity funds are subject to the district’s competitive bidding requirements 
and conflict of interest guidelines. 

 
• Activity Fund records are to be retained at the school for a period of five (5) years in accordance 

with the Local Government Records Act. 
 
• All records and documents of the district are considered to be governmental records and the 

intentional destruction, concealment, removal or other impairment of a governmental record which 
renders the record untrue, illegible or unavailable is an offense (Section 37.10, Texas Penal Code). 
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STUDENT ORGANIZATIONS 
 

 
• A student organization must have a qualified sponsor. (Must have completed Activity Accounts 

training). 
 
• A student organization must have bylaws and officers and hold regular meetings. 
 
• The organization’s meetings must be written and retained. 
 
• The funds raised by a student organization are to be expended at the discretion of the organization 

and documented in the minutes. Expenditures must be appropriate. 
 
• Sponsors must keep detailed records of the organization’s activities and collection and 

disbursement of the organization’s funds. 
 
• An organization to be disbanded may determine the use of the remaining balance in its activity 

fund. 
 
• Funds remaining from an organization which made no such documented determination may be 

transferred by the Principal to the campus activity fund and used at the Principal’s discretion and 
with the Chief Financial Officer’s approval. 
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FUNDRAISING 
 

• Texas law prohibits schools from conducting raffles, bingo and any other games of chance. 
 
• PTO’s are allowed to hold raffles; however, raffle tickets must be numbered and show the name of 

the sponsoring organization. 
 
• A prize to be given away in a PTO raffle must either be in the possession of the PTO at the time of 

the raffle or adequate funds must be held in the PTO bank account to purchase the prize. 
 
• Material or merchandise for a fundraising project may not be ordered prior to receiving 

approval for the fundraiser from the Principal. 
 
• Any person who orders merchandise without prior approval of the fundraiser will assume full 

responsibility for the bill. 
 
• Fundraisers done by pre-orders are suggested. This allows the sponsor to be less liable.  
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AUDITS AND  
THEFT/ LOSS OF ACTIVITY FUNDS 

 

Audits 
All activity fund records are subject to review at any time. 
Unannounced and surprise visits are the norm, although invitations are accepted. The purpose of 
internal audit is to help identify risks and make recommendations to minimize those risks.  
 
Any unresolved cash discrepancy must be reported to the Finance Office immediately. Any cash 
problem resulting in a loss of funds must be reported immediately to the Finance Office. Although a 
call is sufficient for notification of such an occurrence, a Cash Incident Report is being developed for 
accurate reporting of the incident.  
 
All reviews result in a report to the Board. However, with rare exception, you will first be asked/allowed 
to respond to the report, documenting the procedures which you have implemented to address the 
problem and to help prevent a recurrence. A report to the Board with the problem shown as being 
addressed is much better than being tomorrow’s headline. 
 
The keyword is “internal”. It means we work for the same team in pursuit of the same goal - an efficient 
and effective underlying operation designed to allow our educators to concentrate their efforts on the 
education of our children. 
 

Theft or Loss of Activity Funds 
In the event that a theft or loss of activity funds occurs, the appropriate Principal/Finance Director must 
immediately report the incident to the Chief Financial Officer (CFO). The CFO will collect all relevant 
information about the incident. All necessary administrative personnel including the superintendent 
should be informed. A formal report will be written by the Finance Director and turned in to the 
Superintendent upon completion of the investigation. 
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BOARD POLICIES  
AND PROCEDURES 

 
 
 

 
Beeville ISD website: www.beevilleisd.net 

 
Click on:  Useful Links, then on Policy Online 
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FORMS 
 

The following forms are included:  
A Fundraising Activity Form 
B Weekly Activity Account Reporting Form 
C Sales Accountability Sheet 
D Request for Check Form 

    E Tabulation of Monies Collected from Students  
F Sample Letter – Uncollected Checks 
G Quote Tabulation Form 
H Transfer of Activity Funds Authorization Form 
I Accountability Sheet  
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FUNDRAISING APPROVAL FORM                              
 
 

Club or Organization                                                                                                                                                                                              
 
Sponsor 
 
Student Officer (IF APPLICABLE) 
    
The person responsible for proper cash handling and reporting  
 
 
 
Fund Raising Activity (Be specific) 
 
  
 
What will the proceeds be used for? (Be specific) 
 
 
Amount expected to be earned    
 
Amount of profit BISD will receive     ________________________________________ 
 
Amount Vendor will receive      ________________________________________ 
 
Where will the activity take place? (Circle one) 
 

ACJ      MJH      TJBA       Hall      FMC      HMD      Other 
 

 
Date Fund Raiser will begin  
 
 
APPROVED / DISAPPROVED          Reason: 
 
 
 
 
 _______________________ 
Principal/Director Date 
 
        
CFO/Director of Finance           Date 

 
__________________________________                 ___________________ 
Superintendent Date 
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For the week of: ______________ 

WEEKLY ACTIVITY ACCOUNT REPORTING FORM 
(to be turned in to the Principal each Friday by 10:00 a.m.) 

 
TODAY’S DATE  
 
ORGANIZATION 
 
SPONSOR 
 
STUDENT OFFICER 
 (IF APPLICABLE) 
 
TIMELINE FOR FUNDRAISER 
 
DATE OF DEPOSIT         AMOUNT   RECEIPT # 
 
DATE OF DEPOSIT          AMOUNT   RECEIPT # 
 
DATE OF DEPOSIT          AMOUNT   RECEIPT # 
 
DATE OF DEPOSIT          AMOUNT   RECEIPT # 
 
DATE OF DEPOSIT          AMOUNT   RECEIPT # 
 
 
TOTAL DEPOSITS FOR THE WEEK 
(COPY OF DEPOSIT SLIPS) 
EXPENSES RELATED TO THE FUNDRAISER 
(COPY OF INVOICE ATTACHED) 
 
PROFIT MADE FROM THIS FUNDRAISER 
 
DATE REPORT SUBMITTED 
 
DATE PRINCIPAL APPROVED FINANCIAL REPORT 
 
SIGNATURE OF PRINCIPAL/DIRECTOR 
 
Secretary/Clerk will send a copy to the Finance Department on Fridays.  
 
 
Date received by Finance Department 
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 SALES ACCOUNTABILITY SHEET  
 

(To be turned in to the Principal with receipt book at the end of the sale) 
 

TODAY’S DATE  
 
ORGANIZATION 
 
SPONSOR 
 
STUDENT OFFICER 
(IF APPLICABLE) 
TIMELINE FOR FUNDRAISER 
 
TOTAL DEPOSITS WEEK #1 
 
TOTAL DEPOSITS WEEK #2 
 
TOTAL DEPOSITS WEEK #3   TOTAL DEPOSITS 
TOTAL DEPOSITS WEEK #4 FOR FUNDRAISER 
 
 
VENDOR SALES SUMMARY (pre-ordered sales only) 
OR VENDOR INVOICE (MUST BE ATTACHED)  
LESS DEFECTIVE ITEMS 
LESS UNSOLD ITEMS 
DIFFERENCE (total deposits – vendor sales summary or invoice)  
IF DIFFERENCE, EXPLAIN  
 
 
 
TOTAL EXPENSES WEEK #1 
 
TOTAL EXPENSES WEEK #2 
 
TOTAL EXPENSES WEEK #3 

TOTAL EXPENSES 
TOTAL EXPENSES WEEK #4  
FOR FUNDRAISER 
  
PROFIT MADE FROM THIS FUNDRAISER 
 
DATE REPORT SUBMITTED 
 
DATE PRINCIPAL APPROVED FINANCIAL REPORT 
 
SIGNATURE OF PRINCIPAL/DIRECTOR            
 
Secretary/Clerk will send a copy to the Finance Department on Fridays.  
 
 
Date received by Finance Department   
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REQUEST FOR CHECK/PURCHASE CARD FORM 

 
Date _______________ 

Amount _______________________  Select: Check _____ Card _____ 

Pay To _____________________________________________________________ 

Fund Name _________________________________________________________ 

Instructions for Remittance ____________________________________________ 

Student Officer Signature________________________________________(If Applicable) 

*MUST ATTACH RECEIPTS OR BACKUP MATERIALS* 

Sponsor Signature_____________________________________________________ 

Principal’s Signature __________________________________________________ 

Reason for Purchase:  

_____________________________________________________________________ 

 

A receipt is due within 2 days or sponsor is responsible for check amount. 
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TABULATION OF MONIES  
COLLECTED FROM STUDENTS 

(To be used in the individual school for miscellaneous collections) 
 

This form shall list contributors and their contributions and be filed with the school Activity fund clerk. 
A receipt for the total amount shall be issued to the teacher. The receipt should agree with the tabulation. 
         _____    Tax Exempt 
Collected by _____________________    Check one ______  Taxable 
 
ACTIVITY INVOLVING RECEIPT OF MONEY ______________________________ 
 

NAME AMOUNT NAME AMOUNT 
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
 
 
 

   

 
Collector’s Signature ________________________________Date _________________ 
 
Deposit to Fund ________________________________ 
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SAMPLE LETTER – UNCOLLECTED CHECKS 
 
 
 

May 1, 2022 
 
 
Ms. Jane Doe 
123 Main Street 
Anytown, TX 78102 
 
 
VIA: Certified Mail – Return Receipt Requested 
 
 
Dear Ms. Doe,  
 
Your check, #1234, in the amount of $35.00, tendered to us on April 5, 2022, has been dishonored by 
your bank. The check was deposited on April 10th and returned by your bank on April 12th. It was re-
deposited on April 20th and returned again April 25th.  
 
Please send payment in cash or by cashier’s check within 10 days of receipt of this notice. 
Otherwise, we shall have no alternative but to commence appropriate legal action for its recovery and 
criminal charges may be filed. 
 
If you have any questions about this check, please contact the Beeville ISD Business Office at 358-
7111.  
 
 
Sincerely,  
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QUOTE TABULATION FORM 
(Must be filed with other Activity Fund Records) 

  
QUOTE COMPANY NAME BID 

1   

2   

3   

4   

5   

6   

    
LOWEST BID 
   

Company Name  Bid 
 
      
WINNING BID 

   
Company Name  Bid 

 
 
IF WINNING BID IS NOT LOWEST BID, EXPLAIN.  
 

 

 

 

 

 

 

 
 
   
Signature of Principal  Date 
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TRANSFER OF ACTIVITY FUNDS AUTHORIZATION  
 

DATE: 
 

FROM ACCOUNT: 
 

TO ACCOUNT: 
 

REASON: 
 

 
*MUST ATTACH RECEIPTS OR BACKUP MATERIALS* 
 

SPONSOR SIGNATURE: 
 

OFFICER SIGNATURE 
 

PRINCIPAL SIGNATURE: 
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