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ACTIVITY FUNDS (CAMPUS) - FUND 461 
 
Campus Activity Funds are school funds that are district controlled and managed under the 
direction of the campus principal.  These funds may be used only to promote the general 
welfare of the school and the educational development and morale of the student.  Typical uses 
may include field trips fees, awards, incentives, etc.  Any purchase or disbursement made from 
these funds require an approved purchase order. Activity funds are auditable funds. 
Deposits made to a 461 Activity Fund MUST be made via a GENERAL OPERATING deposit 
slip. (CFD Local) 
 
 
 
 

CASH HANDLING PROCEDURES 
 

1.  The appointed teacher/sponsor is held responsible for all cash handling. 
2.  All cash should be deposited the same day as it is received and should never be left  

overnight.  If any cash is received after hours, it should be locked in a secure place and 
deposited immediately the following the day. Never should cash be held until the end of 
a fundraising event.  

3. The teacher/sponsor should, along with two (2) elected club officers, count all cash.  
This amount should be recorded on an AGENCY deposit slip and initialed by all parties. 

4. Deposit slips must also include the account number to which the deposit belongs and  
the name of the event/activity from which the cash was generated.  

5. A personal check may never be substituted for the cash collected, nor may a personal  
check ever be cashed for any individual from the the cash proceeds. 

6. Under no circumstance should the collected cash be utilized for any expenses or costs. 
7. Postdated checks will not be accepted. 

 
 
 
 
 
 
 

ALLOWABLE USAGES 
 
 
CHARITABLE DONATIONS: Money raised must be utilized for the betterment of the 
group/organization by which the fundraiser was sponsored.  A charitable donation made from 
said funds is allowable only if approved by the student officers and/or members of the 
organization and the campus administrator.  Minutes and vote count from the organization 
meeting must be documented.  In addition, the fundraiser MUST be advertised in advance 
stating that a portion will go to charity and must include the name of the chosen charity. 



Verification of the advertising and meeting minutes must be provided to the Business Office 
before a check is processed for a charitable donation.  
 CASH AWARDS:  Monies raised in the club/school name may not be used to pay cash awards 
or to buy cash prizes for individuals. Cash awards or prizes include currency, checks, savings 
bonds or any medium which can be readily converted to cash. 
Any items or equipment purchased from fundraiser proceeds become the property of the 
District. 
SCHOLARSHIPS:  Agency funds may be used to award scholarships to students on the basis 
of educational merit. The scholarship award can be made payable to the Maroon and Gray 
Foundation to be designated for said student or made payable to the student if proof of 
enrollment at their chosen college is provided.  
AWARDS AND PRIZES:   Awards such as merit certificates, gift certificates, trophies, plaques 
or other means of recognition with reasonable value ($25.00 or less) may be purchased from 
agency/activity funds in recognition of scholastic, attendance or fundraising achievement for 
students.  
       
           

PURCHASING 
Standard district purchasing procedures apply to all purchases made from agency/activity 
accounts.   

 
 
 
 
 

  FUNDRAISERS   
(FJ Local) 

 
●  All fundraisers must be approved in advance by the campus administrator. 
●  Raffles of any kind are unallowable. (CDC Local) 
●  Internet solicitations are allowable with prior administrator approval.  All  

             funds received become the sole property of the District. (CDC Local) 
●  The Business Office must be provided with an approved Fundraiser Calendar.  
●  All tax free sales must be indicated on the Fundraiser Calendar along with the  

             beginning and end dates of each fundraising event. 
● A fundraiser worksheet should be completed and submitted to the Business Office 

immediately following the end date of the sale. 
 
 
 
 
 
 
 



  
   

SALE VS. NOT A SALE 
 
A sale is the transfer of title or possession of tangible personal property for consideration 
(usually money), or the performance of a taxable service for consideration. Tangible personal 
property includes personal property that can be seen, weighed, measured, felt, touched or that 
is perceptible to the senses in any manner. 
 
 

Sale Not A Sale 

Admission - athletic, dances, dance performances, 
drama performances 

Collection of money from students to pay a 
company for admission or service (i.e., Magic 
Theatre, Sea World, PSAT test) 

Admission - summer camps, clinics, workshops, 
project graduation 

Commissions received, Deposits 

Donated items that are sold Donations of money to the school or school group 
or donations for a commemorative brick. 

Fundraisers where we are the seller, not just the 
middle-people 

Dues received for clubs 

Parking permits Fees - musical instrument maintenance, lab, 
uniform cleaning, transcripts 

Rentals of items Field trip collections 

Rental of facilities Fines received - textbooks, library books, parking, 
locker, uniforms, calculators, obligations 

Sales of food Fundraisers when the school group merely 
received a commission (i.e., library book fairs, 
some author sales, recycling) 

Sales of merchandise (to include items made by 
students) 

Lost payments - books, handbooks, calculators, 
locks, ID cards 

Sales of services Marathon fundraisers - these are donations (i.e., 
lift-a-thon, jog-a-thon, jump rope for heart, 
basketball hoops) 

School publication sales NSF check redeposit 

 Summer School, Saturday School, Community 
Education tuition and fees 

 
 



In some fund-raising activities, the school group is merely acting as a sales agent for the 
vendor.  Tax must be collected as part of the sale and remitted to the vendor.  The vendor then 
remits the sales to the State Comptroller.  The school would not report this as a sale since it is 
reported by the vendor.   

 
 

TAXABLE SALES VS. NON-TAXABLE SALES 
 
For all sales, it must be determined if the sale is taxable or non-taxable. All sales (whether 
taxable or not) are to be reported on the Texas Sales and Use Tax Return to the State 
Comptroller by the District.  
 
School districts 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 following lists have 
been  
identified as being taxable or non-taxable by the Texas State Comptroller’s Office when sold or 
sponsored by a school/school group.   
 
 

Taxable Sales 
 

Agenda books Family & Consumer Science- 
supplies and sewing kits 

Rings and other school jewelry 

Agricultural sales Fees-copies, printing, laminating Rummage, yard and garage 
sales 

Art supplies and works of art Flowers, roses, carnations, 
arrangements 

Safety supplies 

Artistic CDs, tapes, videos Greeting Cards School publications-athletic 
programs 

Athletic-equipment and uniforms Handicrafts School publications-brochures 

Auction items sold Horticulture items School publications-newsletters, 
newspapers (generally are not 
sold) 

Automotive-parts and supplies Hygiene supplies School publications-reading 
books 

Band-equipment, supplies, 
uniform sales or rentals 

Locks-sales and rentals School publications-yearbooks 

Book covers Lumber School store-all items (except 
food) 

Books-workbooks, vocabulary, 
library, author (when we are the 

Merchandise, tangible personal Science-Science kits, boards, 
supplies 



seller) 

Brochure items Magazines-subscriptions less 
than 6 months 

Spirit items 

Calculators Magazines-when sold separately Stadium seats 

Candles Parts-career and technology 
classes 

Stationary 

Car-painting, pin striping PO-uniforms, supplies Supplies-any sold to students 

Clothing-school, club, class, 
spirit 

Pennants Uniforms-any type to include PE, 
cheerleaders, athletic, club shirts 

Computer-supplies, mouse pads Pictures-school, group (if school 
is the seller) 

Vending-pencils and other non-
edible supplies when the school 
services the machine 

Cups-glass, plastic, paper Plants, holiday greenery and 
poinsettias 

Woodworking crafts-entire sale 
to include parts and labor 

Decals Rental-equipment of any kind Yard signs 

Directories-student, faculty Rentals-uniforms of any kind, 
towels 

 

Drafting-supplies Repairs to tangible personal 
property (i.e., computer repair, 
house remodeling) 

 

 
 
 
 
 

Non-Taxable Sales 
 

Ad sales-in yearbooks, athletic programs, 
newspapers, posters 

Discount/Entertainment cards and books 

Admission-athletic dances, dance performance, 
drama and musical performances 

Facility rentals for school groups 

Admission-summer camps, clinics, workshops, 
project graduation 

Food items sold during fundraisers (including 
annual plants and seeds that produce food for 
human consumption) 

Admission-banquet fees Labor-automotive, upholstery classes (parts are 
taxable) 

Admission-bids, prom, homecoming Magazine subscriptions greater than six months 

Admission-tournament fees, academic competition Parking permits 



fees 

Cosmetology services (Products sold to 
customers are taxable.) 

Services-car  wash, cleaning 

 
 
School districts and “bona-fide”** organizations within the district are allowed to hold two one-
day tax free sales or auctions during a calendar year.  Sport teams and cheer squads are not 
categorized as bona-fide chapters.  Collection and remittance of state sales tax is not required 
on qualified sales made during the each one-day period.  One day is defined as a consecutive 
24-hour period. Items sold after completion of the one-day sale are taxable.  If items are pre-
sold, the day that the merchandise is delivered may be considered the 24 hour period. However, 
any surplus items sold after that date would be taxable. If two or more organizations choose to 
combine their 24 hour tax free day, it would still be count as a separate sale for each 
organization 
 
**Bona-fide organizations are defined as student groups that are organized for activities other than instruction and  
are  recognized by the district. These chapters must be organized by student elected officers who hold and conduct 
meetings in which all activities and usage of fund decisions are made by the said officers once member input is 
received.  A district employee must serve as sponsor, be present at all meetings and oversee the cash handling of 
any/all funds received. See CASH HANDLING PROCEDURES.   
 
 
 
 
 
 


