
Procedures for Handling Activity Funds 
 
Activity funds consist of monies received and held by the campus to be expended for the 
benefit of students in accordance with District policy. 
 
There are two types of Activity Funds that are common for Texas public schools. 
 
The first is a clearing account that is used for such things as school pictures and 
yearbooks.  These funds shall be used to promote the general welfare of each school and 
the educational development and morale of all students. 
 
The second type consists of funds that are the property of student organizations such as 
student council, choir, and FFA.  The District is required to provide stewardship by 
properly safeguarding and accounting for these funds.  Decisions on the use of student 
funds are the concern of the specific student groups to whom the funds belong, as long as 
the decision regarding the use of funds does not conflict with Board policy and/or legal 
regulations or restrictions. 
 
Sponsor’s Responsibilities 
 
The sponsor of each student organization is required to sign a Sponsor Acknowledgement 
of Responsibilities form and submit to the campus Principal.  A copy will be forward to 
the Business Office.  The sponsor of each student organization is required to maintain 
adequate records to support the financial activities of the group.  Student Activity records 
should be retained for 7 years.  These records are subject to review during the audit of the 
school’s activity funds and should include, at a minimum, the following: 
 
 ● Monthly financial reports for the organization 
 ● Copies of money receipts and tabulations of monies collected 
 ● Copies of invoices or disbursement vouchers 
 ● Copies of fund raising applications 
 ● Detailed records, by student, of fund raising proceeds 
 ● Minutes of the organization’s meetings which detail, at a minimum,  
                        attendance, discussion of fund raising activities, and review and approval  
                        of expenditures and financial status. 
 
Each month, the sponsor should compare his or her balances and financial records to 
those kept by the campus secretary.  If there is a discrepancy, the sponsor should 
promptly contact the campus secretary. 
 
Collection of Money 
 
● An official money receipt that is prenumbered should be prepared immediately  
            for all money collected by an organization or club for fees, dues or other fund  
            raising activities.  Should be prepared in ink.   



● The organization should not accept postdated checks.  All collections must be  
            deposited in the school activity fund within 48 hours. 
 
● An actual cash count by the person signing the receipt should be made in the        
            presence of the person turning in the money.  The total of cash and checks should  
            be shown separately on the cash receipts. 
 
● The maker of a check must be indicated on the receipt if the maker is someone  
            other than the person turning in the money.  The account name should be placed  
            on each check. 
 
● A copy of the receipt should be given to the person paying the money. 
 
● Originals of receipts must be retained in the activity fund cash receipt book. 
 
● Under no circumstances should a receipt amount or the signature be altered.  If   
            either of these errors occurs in the preparation of a receipt, void the receipt and  
            issue a new receipt. 
 
● The original of the voided receipt must remain attached in the activity fund cash  
            receipt book.  The principal should approve the voiding of a receipt by signing  
            the original receipt. 
 
● Receipts are not to be pre-signed or predated. 
 
● Deposit slips should include receipt numbers and what the deposits is for to allow  
            for a proper audit trail. 
 
Money collected should not be kept overnight in a desk or file cabinet, nor should it be 
taken home by the sponsor.  If, for some reason, all records cannot be completed and 
recorded before the end of the day, the funds should be stored in a secure location in the 
campus administration office (campus safe or vault).  Personal check cashing by faculty 
members is prohibited.  Likewise, cash should not be removed from activity fund 
collections and replaced with the sponsor’s personal check.  In addition, cash 
collection may not be used to purchase supplies, refreshments or for any other purpose.  
Activity fund collections must be deposited intact, in the same manner in which they 
were received. 
 
Sponsors will often be collecting money for more than one activity.  Each activity should 
be clearly documented on the deposit.  
 
Depositing Funds Collected 
 
When a sponsor submits funds collected to the campus secretary for deposit, these funds 
should be verified by the campus secretary in the sponsor’s presence.  This is simply a 
prudent cash-handling procedure that protects both the campus secretary and the sponsor.  



After counting the funds, the campus secretary must provide the sponsor with a 
prenumbered money receipt.  If for some reason immediate verification is not possible, 
the funds should be locked in the sponsor’s locking bag or sealed in a tamper-evident bag 
and placed in the vault until such time that both individuals are present for cash 
verification.  The sponsor will bear responsibility for any missing deposits or deposit 
shortages if funds are not verified in the presence of the campus secretary. 
 
Expenditures of Activity Funds  
 
All expenditures from activity funds must be made by check.  No expenditures should be 
made using undeposited cash.  Expenditures must be made in compliance with existing 
district policy by issuing a Purchase Order.  Under no circumstances should purchases be 
made without proper approval.  Livingston ISD is not required to reimburse a sponsor for 
purchases not properly approved in advanced. 
 
Club and organization funds should be used for the benefit of the students who participate 
in the club’s activities.  These funds should be expended on an annual basis so that the 
students who generated the funds can have the benefits of their use. 


