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Introduction

This manual was written to provide a set of standardized accounting procedures for the administration of Student Activity and Campus Activity Accounts in all elementary and secondary schools in the San Benito Consolidated Independent School District.  This manual also includes the administration of discretionary expenditures directed by HB 3646, Section 67.  The discretionary expenditures must be related to the District’s educational purpose and provide a commensurate benefit to the district or its students and meet the standards of Section 52, Article III, of the Texas Constitution, regarding expenditure of public funds. 

Principals, bookkeepers, student activity clerks and other employees involved in the handling of these funds should become knowledgeable of the instructions prescribed in this manual.

The principal, teachers and clerical staff are placed in a position of trust by parents and students when funds are placed in their care.  Adequate measures to control these funds will assure parents and students that funds are handled properly.  

This manual replaces all prior publications regulating the administration of student and campus activity funds including all earlier editions of the manual itself.

General Information

General Principles Governing Activity Funds

Student Activity Funds and Campus Activity Funds, though similar in nature are accounted for by separate means.  Activity Fund are designed to account for funds held by a school in a trustee capacity or as an agent for students, club and organizations of the campus, teachers and general administration of the school.  These funds are used to promote the general welfare of schools and the educational development and morale of students.  The detailed accounting function for the Activity Funds is delegated to the campus principal and must comply with the policies and procedures outlined by this manual.  Each school will have both a Student and a Campus Activity Fund.  

Transactions within Student Activity and Campus Activity Funds will be processed using the accounting software program, EDP ® and will be tracked at the campus level using Quicken Books ®. 

The sections below will discuss each activity fund in more detail.

There are two main categories of activity funds:

Campus level funds are funds that persons other than students (teachers, sponsors, principals, administrators, etc.) have access to and are subject to the same purchasing laws and local board guidelines as the school district’s general fund.
Student Activity funds is the property of student groups held by the school in trustee capacity.  These funds shall be used only for purposes authorized by the organization and must be expended for the benefit of the students.
Clubs and organization funds should be used for the benefit of the students who participated in the club’s activities.  These funds should be expended on an annual basis so that students who generated the funds can have the benefit of their use.
1.1 RESPONSIBILITY FOR ACTIVITY FUNDS
All campus personnel including principals, bookkeepers, secretaries and faculty will be held responsible for any campus and student activity funds entrusted to them.  Money (or property purchased with campus or student activity money) which is lost due to carelessness, theft or fraud will be reimbursed by the responsible party.  In the event that a possible violation/potential misappropriation is suspected to have occurred, it is important for the Business Office to be notified so that proper determination is made.

Campus Principals have ultimate responsibility for the proper collection, disbursement and control of all campus activity funds.  This responsibility includes:

1. Providing for the safekeeping of funds;
2. Proper accounting of transactions and administration of funds;
3. Expenditure of funds in compliance with applicable state laws, and local board policy and administrative procedures;
4. Adequate training and supervision of all personnel designated by the principal to maintain the bookkeeping of activity funds.

5. It is the principal’s obligation to see that all faculty sponsors have signed the responsibilities of Faculty Sponsors of Student Groups and that these forms are kept on file. 

The delegation of duties to other personnel does not relieve the principal of responsibility for compliance with the manual and District Policy.

Principals are not responsible for funds collected, disbursed and controlled by parent or booster organizations.  These parent and booster organizations’ funds should not be accounted for in the school’s Activity Fund.

Bookkeepers or Secretaries are responsible for following San Benito CISD procedures and guidelines in processing transactions. Such responsibilities are: 
1.
Maintain the accounting records as required in the policies and procedures manual;

2.
Maintaining a distribution record of all receipt books issued to teachers and other persons authorized by school principal;
3.
Depositing activity funds on a timely basis (daily or weekly);
4.
Completing monthly bank reconciliation;

5.
Reporting Fund Balances to sponsors on a Monthly Basis.
The bookkeeper shall advise the principal of situations where club/activity sponsors continue to disregard required procedures. Due to internal controls, the campus bookkeeper should not participate in the collection of funds from fundraising activities. Bookkeepers are not to accept gifts from sponsors or vendors.

Club/Activity Sponsor is responsible for the following:

1. Is required to sign a “Sponsor Acknowledgement of Responsibilities”

2. Follow the procedures presented in the Student Activities Sponsors’ Manual

3. Safeguarding and accounting for all student activity funds entrusted to him/her;

4. Maintaining detailed financial records to support the financial activities of the group;

5. Completing Fund Raiser Application and Profit and Loss Statement to account for all fund raisers;
6. Maintain a positive balance in his/her account.

1.2 AUDIT OF ACTIVITY FUNDS
Activity Funds are audited periodically by the District’s Business Office.  
1.3 Change in Administration
Whenever there is a change in administration (Principals / Assistant Principals/ Activity clerks), an audit is to be performed.  Principals may request in writing a special audit if a situation or event warrants it.

1.4 RETENTION OF RECORDS
Records must be kept current and in order; for a period of five years, and must be available for audit any time.
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BASIC RECORDS

2.1 PREPARATION OF RECORDS
Records must be completed in ink, be legible and organized, and readily available to be audited at anytime.  Any changes must be marked and initialed.  

2.2 COLLECTION OF MONEY

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 business day, the funds should be stored in the campus safe or vault. 

An acceptable check should contain the writers name, address, phone number and driver’s license number of the individual issuing the check. Under no circumstances should personal checks be held for more than five days before being submitted to the campus for deposit.

Personal check cashing by faculty members is prohibited.  Activity fund collections must be deposited intact, in the same manner in which they were received.

Cash is never to be held and spent on expenses; all disbursements must be made with a check as a result of a voucher request.  Expenditures must be made in compliance with existing purchasing rules, laws and regulations.  San Benito CISD is not required to reimburse a sponsor for purchases not approved or within school guidelines.  Also, sales tax is not a reimbursable item.

2.3 ACTIVITY FUND CASH RECEIPTS
Cash Receipts are the only means of accurately recording cash received and provide support for deposits. All money collected must be recorded in detail. Receipts issued should only be signed by club sponsors not students. Only pre-numbered cash receipt books approved or provided by the District are to be used.
2.4 Depositing of Funds with Campus Bookkeeper

When money is received by the campus bookkeeper from any source, a receipt must be issued in triplicate. 

1. An original for the business office

2. A copy attached to the cash receipt held by campus bookkeeper

3. A copy to the sponsor

Funds should be verified in the sponsor’s presence.  This is simply a prudent cash handling procedure that protects both the campus bookkeeper and sponsor. 
The bookkeeper must provide a receipt to the sponsor; it should be initialed by both parties, documenting the amount of the deposit.

If for some reason immediate verification is not possible, the funds should be locked in the sponsor’s locking bank bag or sealed in a tamper-evident bag and placed in vault or safe until both individual are present for cash verification.  The sponsor will bear responsibility for any missing deposits or shortages if funds are not verified in the presence of the bookkeeper.

2.5 REQUEST FOR CHECK
Check requests are the authority to issue a check drawn on the activity fund checking account.  They provide support to substantiate each bank withdrawal.  

A.  Reimbursement – To request a check from the activity fund account a Voucher Request Form (See Appendix A). Original invoices or receipts must accompany the request.

B. Advances – To request a check from the activity fund account a Voucher Request Form (See Appendix A). A statement with an explanation of what the funds will be used for must be written on the form.  Upon completion of activity, the sponsor shall return any unused funds and all receipts and supporting documentation.   Settlement of advances should be completed no later than 5 days after the completion of the activity. 

2.6 PRE-NUMBERED CHECKS
Pre-numbered checks are used to disburse all funds from the Activity Fund checking account.  Activity fund’s expenditure transactions must be paid with a check.

2.7 BANK DEPOSIT SLIPS
Deposit slips, once validated by the bank, serve as a record for the specific date that receipts were credited for the bank account.  Deposit slips are obtained from the business office as needed.
2.8 MONTHLY BANK STATEMENTS
The bank statement is the official bank record reflecting all transactions affecting the cash balance on deposit during the preceding month.  When properly reconciled, the statement serves as official support for the cash balance indicated in the Activity Fund records.  A bank statement should be received and reconciled monthly.  Reconciling items must be cleared up on a timely basis.

2.9 MONTHLY ACCOUNT BALANCES REPORTS
The General Ledger for Activity Funds is maintained in detail at the campus level and as a summary in the District’s central computer system.  The General Ledger at each campus shall summarize all transactions of the Activity Fund during the month.  A copy of the Campus General Ledger or Detail Transaction Report must be provided to the business office.  This Ledger balance must be reconciled with the District’s Balance.  Transaction’s documentation (receipts, fund raising related forms, and expenditures) must be maintained or filed for audit purposes.  
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BANKING PRACTICES AND PROCEDURES

3.1
BANK ACCOUNTS
A.
Student activity funds must be kept with the District’s designated depository bank and be subject to all regulations.  Student activity funds and campus funds are accounted for separately.  Monies received will be deposited into this account, and disbursements will be made by a check drawn on this account. 

B.
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.  PTA’s or Booster Clubs must obtain a separate Federal I. D. number to establish a checking account.  These organizations cannot use the District’s Federal I. D. number.
3.3
BANK RECONCILIATION
A.
Upon receipt by the Business Office, the bank statement is reconciled to the General Ledger and broken down to match campus’ detailed ledger balances.  This reconciled balance will be forwarded to the campuses for their records and individual reconciling.
B.
One of the most important aspects of the campus activity funds clerk’s job is the reconciliation of the Activity Fund bank account ledger to the District’s ledger balance.  It is the principal's responsibility to see that the activity funds’ clerk has adequate time to complete the bank reconciliation on time each month. All activity reports are due by the 15th of the following month.  
C.
Discrepancies between District ledger balance and Campus’ sub ledger balance must be researched and cleared in a timely manner.
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RECEIPTS

4.1 
Cash Receipts

The receipts issued will be pre-numbered and prepared in triplicate.  Pre-numbered receipts must be in consecutive order so that each receipt in a book is accounted for.  The original receipt is issued to the individual who submitted the cash.  The first copy is filed along with all of the financial records of the student group in the school office.  The second copy remains in the receipt book to provide a chronological record of cash received.

Receipts will be prepared in ink and will always be legible.  If it is necessary to make a correction to a receipt, the bookkeeper will void receipt by writing “void” across the face of the receipt and begin a new receipt.  The original and all copies of voided receipts will be maintained in the receipt book.  A receipt may not be issued to more than one person for the same transaction.
Receipts provide the written proof that cash has been received in the office.  When not in use, the receipt books should be secured in a locked drawer.  The bookkeeper is responsible for maintaining an adequate supply of receipt books and to see they are used in numerical order.   
4.2 
GENERAL RECEIPTING PROCEDURES

      Receipts must identify the school and the club generating such documents.

A.
All cash and check collections must be recorded (in triplicate) by the person receiving the money: 

1.
Original (white) to person submitting the money.

2.
Posting copy (yellow) (Business Office)

3.
Permanent copy (pink) retained in the receipt book at the campus location.

B.
The receipt must be completed in its entirety, including:

1.
Date, activity fund site and amount 

2.
The individual or company’s name submitting the money.  A receipt may not be issued to more than one person for the same transaction. 

3.
An explanation of the purpose for which the money was received 

4.
The correct Activity Fund club name to be credited. 

5.
The signature of the person receiving the money.  The signature must be manual; signature stamps are forbidden. 

C.
An actual cash count should be made by the person signing the receipt in the presence of the person turning in the money. 

D.
Post dated checks cannot be accepted from any source. 

E.
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. 

4.3
RECEIPT OF MONEY BY PERSONS OTHER THAN THE CASH RECEIPT CLERK

A.
The campus activity funds’ clerk is responsible for maintaining an adequate supply of deposit slips (Appendix D) and Cash Sub-Receipts.

B.
A distribution record must be kept of all Cash Sub-Receipts issued to teachers, sponsors and other individuals approved by the principal to collect funds. 

C.
Money may be collected by an authorized individual other than the campus activity funds’ clerk (teachers, librarian, clerks, etc., but only as approved by the principal) for such items as books, student fees, fund raising activities, etc.  In such instances, the individual collecting the monies must account for the monies collected as follows:

1.
Deposit Slips must be completed with all information provided. 

2.
In some cases, the authorized individual may issue Cash Receipts to payers for monies collected.  The permanent copy should be stapled to a deposit slip.
3.
Collections shall be submitted to the campus activity funds’ clerk weekly or whenever the aggregate amount of such collections exceeds $50.00. 

4.
The original completed deposit slip and the attached yellow copy of Cash Receipts, if used, shall be sent with monies collected to the Cash Receipt Clerk who will count the funds in the presence of the depositor and prepare an Activity Fund Cash Receipt once the deposit total is verified.  The Cash Receipt Clerk should also sign the deposit slip. 

5.
The business office should keep file for 5 years for audit purposes. The original deposit slip with attached Cash Receipts should also be filed.
6.
Individual sponsors/collectors should keep verified copies of the deposit slip collected for 5 years for audit purposes. 
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DEPOSIT OF FUNDS

5.1
      GENERAL OPERATING PROCEDURES

Deposits shall be made to the bookkeeper or other designated employee on a daily basis, unless there is less than $50.00 to be deposited; however, all money received should be deposited at least once a week, regardless of the amount.    All schools are provided a safe it is to be used to safeguard all the money until it is properly deposited at the business office.  The bookkeeper will count all cash and checks on hand.  This total should agree with the total of receipts issued since the last deposit 
A.
High school and middle schools must make daily deposits.  Elementary level collections must be deposited whenever the aggregate amount reaches $50.00.
B.
Deposits must be made on Friday even though the cash on hand does not exceed the maximum allowable. 

C.
All checks held for deposit shall be endorsed as follows:


For Deposit Only





(Name of School) Activity Fund




Account Number

It is recommended that all checks be endorsed at the time they are receipted or accepted. 

D.
All cash receipts supporting cash deposits shall be deposited in numerical sequence. 

E.
Re-deposits (of returned checks) must be deposited separate from other funds collected. 

F.
All monies on hand at the end of the school year must be deposited prior to closing the books for the year.

5.2
PROCEDURES FOR PREPARATION OF BANK DEPOSITS CAMPUS LEVEL
A.
A student activity deposit slip (Appendix D) shall be prepared in duplicate and shall include the following: 

1. The date and amount of the deposit

2. Name of the campus originating the deposit and the name of the club or account to be credited. 

3. The cash receipt number(s) issued that make up the deposit.

4. A listing of each check in the deposit (or a tape).
5. Checks must be endorsed on the back and the payee section must show the school/club name.
6. Campuses must turn in completed student activity funds’ deposit slip to the business office for proper recording of transactions.

BUSINESS OFFICE

C. Student Activity deposits must be in the Business Office no later than 3:00 pm for processing.  Deposits received after 3:00 pm will be processed for the next business day.
D. All monies deposited need to be wrapped in like denominations and coins need to be wrapped accurately.  

E. Bill and coin wrappers will be available upon request.

C.
The business office bookkeeper will issue cash receipt to the campus activity funds’ clerk and will prepare a deposit slip for the bank.

D.
The original copy of the deposit slip is retained by the bank and returned with the monthly bank statement.  The duplicate copy is validated by the bank and returned at the time of the deposit.  The campus activity funds’ clerk must verity the validated amount.

E.
The sum of the amounts of the supporting cash receipts must agree with the amount of the deposit slip. 

F.
Procedures on handling returned checks redeposit and deposit corrections.
5.3
CASHING OF CHECKS
A.
The practice of cashing personal and/or payroll checks is prohibited.

B.
No I O U’s or promises to pay shall be accepted in exchange for cash or merchandise.

C. Post Dated Checks will not be accepted.
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RETURNED CHECKS AND RE-DEPOSITS

6.1 Voiding Outstanding Checks

It will occasionally be necessary to void a check that has been outstanding for more than six months, has been lost or has been returned for some reason.  The following steps should be followed:

1.  If the check has been lost, a stop payment order should be requested from the Business Office. 


6.2.
RETURNED CHECKS
A check which has been deposited may be returned unpaid 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:

A.
The campus activity funds’ clerk shall immediately notify the maker of the returned check and request that it be redeemed with cash. 

B.
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 once; after such time only cash may be accepted. 

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

D.
No checks shall be accepted from a party who has not redeemed a previously returned check. 

E. Retain all bank memorandums in the school files. 

      F.
NSF checks will be accessed an administrative fee of $15.00 at the time of collections.  Such fees will be reimbursed to the business office periodically (fee is subject to change depending on Depository Bid).

6.2
REDEPOSITS
When a returned check is redeemed by the maker, the resulting deposit is known as a re-deposits."  Procedures to be followed are: 

A.
Prepare a separate deposit for the NSF only disclosing: 

1.
Date and amount of re-deposits

2.
Name of the maker of the returned check and check number. 

3.
The previous cash receipt number or the activity account where the check was originally deposited. 

B.
DO NOT issue cash receipt since such actions would constitute duplication. 

C.
If a person redeems a returned check with cash, give him/her the returned check as his receipt. (Keep photocopy for records.) 

D. Prepare deposit slip for collected item and refer to NSF information.

      E.
Post to ledger as a separate item in corresponding account and refer to all of the information relevant to the check.     

6.3
UNCOLLECTED CHECKS
Individual schools are responsible for the collection of returned checks.  The following procedures are for checks deposited twice in the School's Activity Fund Account and returned the second time by the bank marked non-sufficient funds or account closed.

A.
Send a letter (Appendix E) 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 will be turned over to the Worthless Check Division of the District Attorney's Office for the filing of criminal charges.  This letter should be sent Certified Mail - Return Receipt Requested.   Make a file with copies of notice letter, receipt certification, and original check.  These documents will be used for further action.

B.
If this second attempt fails, send copies of your notes and letters along with the check to the Internal Auditor for issuance of final notice.  Only checks of $50.00 or more should be forwarded.  Attempts should be made to collect returned checks of less than $50.00 by the campus activity funds’ clerk until the close of the school year.  The check should then be written off. 

C.
Collections made at the Business Office, a copy of the receipt and deposit will be forwarded to the school for proper recording on ledger.

E. If no collection is made, the bad check will be written off by the campus activity funds’ clerk.  The bad check will then be forwarded to the District Attorney for action.
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DISBURSEMENTS

7.1
GENERAL POLICIES
A.
Expenditures shall be processed thru the Business Office and paid by check from the Activity Fund checking account.

B.
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.

C.
No expenditure of funds shall be approved by the principal unless sufficient funds are available in the appropriate activity account.  Thus, no check shall be drawn on any account with a negative balance unless sufficient funds are available in the appropriate fund account, or unless funds are anticipated at a later date in the appropriate activity fund account

7.2
VOUCHER REQUEST FOR CHECK
Before a check may be written from the Student Activity Account, it must be authorized in writing using the Voucher Request form (Appendix A).  The purpose of this form is (1) to provide authorization for the expenditure (2) to document the purpose of the expenditure (3) to identify the account to be charged and (4) to verify that there are adequate funds in the account to cover the check.  Check requests from the Campus Activity Account shall follow the district’s purchasing guidelines.
The Voucher Request Form must be signed manually by the principal and the club sponsor.  Under no circumstances will a payment be authorized when there are not sufficient funds in the account to cover the check.  Once the check is processed, a copy will be sent to the campus and needs to be posted to the accounting software.

Additional Documentation


Every check written from the Student Activity must be documented further by some additional support.  In most cases this will be an original invoice which will be presented along with the Voucher Request Form.  It is advised that whenever possible the Principal insists that the invoice be presented before the check is written.  Once the check has been released, it may be more difficult to obtain the appropriate documentation.  There are some cases when an invoice is not available in advance.  The additional documentation is critical in maintaining control over the student activity and campus accounts.  It is the responsibility of the sponsor or other designated employee who requests a check to provide all of the support required in this section.  However, it is ultimately the Principal’s responsibility to see these requirements are met.  

All required fields should be filled out.
7.3
ISSUANCE OF CHECKS


All student activity expenditures shall be paid by check from the appropriate checking account using pre-numbered checks in numerical sequence.  No check will be written without prior authorization from the principal (and the faculty sponsor in the case of the student activity account).  


No check shall be drawn on any account with a negative balance.
 Checks will be made to a specific person, company or organization.  Checks will not be made to “cash” or to the school itself.  If an error is made it is necessary to void a check. The word “void” will be written clearly across the check and the signature lines will be cut off.  
A check may be issued to the person authorized (sponsor or other designated person) to make the purchases in an amount adequate to cover the estimated cost of the purchase.  The sponsor or designated person will then be required to submit an invoice documenting the amount of the purchase.  Note:  Checks may be made payable to an employee when taking students on educational field trips.

In the event that the amount of the check exceeds the cost of the purchase, a cash receipts voucher must be completed and the excess money deposited into the account from which the check was issued.  The bookkeeper or student activity clerk will then issue a receipt to acknowledge the return of the excess money.  An additional check will be issued when the estimated cost did not cover the expense. 
Purchases of a personal nature shall not be commingled with purchases made for District Use.  Personnel cannot use the District’s tax-exempt status to avoid paying sales tax on personal items.  If an employee makes both personal and school related purchases from a vendor at the same time, the two purchases shall be rung up separately.  Sales tax will not be reimbursed. 
Checks are processed on Tuesdays and Thursdays.

Voucher requests received after 8:00 am on the day of check run will be processed on the next processing day.  A faxed copy will be accepted for payment; however the original form must be routed to the Business office immediately.

7.4
ADVANCE PAYMENTS
A.
Advance payment may sometimes be requested for necessary expenses to be incurred by clubs or other student groups engaged in out-of-town travel or activities requiring pre-payment (movie tickets).  The voucher request form shall indicate that the check is for a travel advance and must have itinerary or acknowledgment from vendor. 

B.
Upon completion of the activity, the sponsor shall return unused funds to the campus activity clerk for issuance of a receipt.  The supporting documentation and the receipt for unused funds shall be attached to the original voucher request for check form.

C.
The settlement of all advances (original receipts due) must be completed no later than five (5) working days after the completion of the activity for which the advance was made, except in cases deemed necessary by the principal.  In all cases settlement should be attained prior to the end of the school year.

7.5
SUPPLEMENTAL PAYMENTS TO EMPLOYEES FOR SERVICES
The principal may occasionally compensate District employees for additional services performed.  Such auxiliary services are those discharged by the employee in addition to his normal, specified duties and will usually be performed outside of regular work hours.  Example: DJ services.  Such payments should not be made directly to the employee.  The correct procedures are as follows: 
A.
Complete an Extra Pay Request form. 

B.
Issue an activity fund check payable to San Benito CISD in the amount of the supplemental payment. 

C.
Prepare a Transmittal of Funds form. 
D.
Include the check, Transmittal of Funds form and Extra Pay Request with the next payroll transmittal

E.
Payment will be made to the employee on their next regular paycheck. 

8

PETTY CASH

8.1
GENERAL POLICIES
              Petty Cash is not a common practice and not allowed.
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FIXED ASSETS

9.1
DEFINITION
Fixed assets are purchased or donated items that are tangible in nature, have a life longer than two years, have a unit value of $300.00 or more, and/or may be reasonably identified and controlled through a physical inventory system.

EXCEPTIONS:

1.
Computer software having a unit value of $500.00 or more is considered a fixed asset

2.
Library books and audio visual materials of any value are considered fixed assets if they are to be catalogued in the library. 

 9.2
PURCHASES FROM ACTIVITY FUNDS
              Under no circumstance should purchases be made without proper approval.

Activity fund purchases of fixed assets are required to be added to the campus inventory by completion of a FAS Acquisition. 
Lost textbook and Library book monies collected shall be submitted to the business office on a yearly basis (June).  These funds will be used to replace lost textbooks and library books.

 9.3
DONATIONS
A. Any donation of cash or property to a campus or campus organization must be properly documented by completing a Gift & Bequests Form (Appendix G) within 14 days of receiving the donation.

B.
Donated fixed assets as well as all other donations must be submitted to the Board of Trustees for approval and forwarded to the Superintendent. 

C.  Donations for Scholarships must be processed thru the Business Office.  A voucher request form needs to be submitted and attach the following information: acceptance letter to university/trade school, copy of scholarship program.  These monies will be accounted for in a separate trust fund.  These funds will be disbursed at the principal’s request and for the purpose it was donated.
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PURCHASING POLICIES AND PROCEDURES

10.1
PURCHASES FROM ACTIVITY FUNDS
A.
The school principal is fully responsible for all purchases and commitments requiring the present or future disbursement of Activity Fund monies.  Teachers must have a commitment from the school principal before making any purchase in the name of the school. Under no circumstance should purchases be made without proper approval
No purchases shall be made unless sufficient funds are available in the proper Activity Fund Account.

To the greatest extent possible, purchases should be planned in sufficient time to allow them to be made by purchase order or activity fund check.  San Benito CISD is not required to reimburse a sponsor for purchases not properly approved in advance by the principal.  

Therefore, sponsors’ requests for personal reimbursement should be limited in nature.  In addition, requests for reimbursement should be submitted within 30 days of the date of purchase.  San Benito CISD does not reimburse sales tax under any circumstances.

10.2 
Miscellaneous 

Alcoholic Beverages

The purchase of alcoholic beverages with district or activity funds is strictly prohibited.


Awards

At certain times during the school year it may necessary to award a student or group of students for their achievements (honor roll, perfect attendance, etc).  The principal of a school should exercise caution when rewarding students for an activity that could be associated with the UIL to ensure compliance with UIL rules and regulations.  Students participating in fund raising activities may be awarded a maximum of $50.00 for top sales.
Benevolence/Campus Funds
There are specific criteria that must be adhered to when using these funds.  Principals may at his/her discretion use funds from the campus account to purchase flowers in the event of a campus employee, employee relative or campus student’s death.  Purchases should be limited to $50.00.
At no time should budget monies be used for this purpose.

Gift Cards

In the event a Gift Card is purchased, the following procedures shall be performed to monitor the use.  

· When gift cards are purchased for employees or students, the Gift Card Receipt Form must be completed and submitted as support. 


Staff Parties

Administrators should use discretion when providing meals for staff meetings.  If meeting attendance is mandatory and will require attendance during lunch, meals may be purchased for the group from campus activity funds.

Break/Workroom Supplies

Campuses may purchase break/workroom supplies from campus activity funds.  Examples of supplies include: coffee, creamer, paper plates, spoons and forks.

10.3
COMPETITIVE BIDDING REQUIREMENTS
Although purchasing procurement is not applicable to Student Activity Funds, it is prudent practice to follow the purchasing guidelines presented below when making purchases through the Activity Fund.  The Purchasing Manual must be consulted, and those policies and procedures followed when applicable to the purchase(s) being contemplated.

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

B.
Purchases from $1,000 to $10,000 require, as a minimum, written quotations secured from three (3) or more competitors recorded on Quote Tabulation (Appendix G) 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. 

C.
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. Upon request the SBCISD Purchasing Department will assist in quote, bid and contracting processes by:


1.
Supplying information on existing contracts. 


2.
Publishing, receiving and tabulating quotes and bids for review and recommendation of the budget manager. 


3.
Reviewing contracts to be signed. 

11

Vending Machines

11.1
GENERAL POLICY
Revenue from vending machines situated within the school, whether school-serviced or vendor-serviced, shall be controlled by the school principal and processed through the Activity Fund.  
11.2
VENDOR-SERVICED MACHINES
The school receives a periodic commission check from the vendor.  Vending machines profits (i.e., the 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.

The San Benito CISD currently has a contract with Coca-Cola Co. to service coke machines. Consequently, the School District cannot purchase any Coca-Cola brand products from any establishment other than Coca-Cola Co.

12

Sales Tax

12.1



   Public schools are exempt from paying the state sales and use tax.  Therefore, public schools do not pay sales tax on items purchased for their own use.  However, exemption from paying sales tax does not relieve public schools from the obligation to collect sales tax on taxable sales.  In most cases when a school or school organization sells items to individuals which become the property of the individual, sales tax must be collected.  Some items are specifically exempt from sales tax and there are some cases when sales which would ordinarily be taxable are exempt.  
Ruling No. 95-0 from the State Comptroller, effective October 1, 1969 states:

"The sale, lease or rental of tangible property directly to or for storage, use or other consumption of tangible personal property directly by an educational organization. . . . , which property is necessary to its function as such, and paid for by the organization is exempted from the computation of (state and local sales) taxes."

Provisions under Article 21-023 of the Federal Statutes provide tax exemption to the School District. 

In accordance with these rulings: 

A.
TAX FREE PURCHASES
All items purchased by a public school, school district or non-private school for the schools 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 (Form J). A 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. 

D.
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 certificates.

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 (Form K).

Teachers, coaches, 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. 

E.
TAXABLE SALES
1.
Supplies and Publications

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

· School-purchased supplies sold directly to students including athletic equipment, uniforms, band supplies, t-shirts, jackets, school supplies and physical education uniforms

· Fees for materials when the end product becomes a possession of the student. 

· Student publications such as yearbooks and football programs

· School rings. 

· Articles such as pencils, cups, etc with the school logo which are sold during fund raisers

· Books sold to students at book fairs


Remember that the items above are presented for purposes of illustration.   The list is not intended to be all inclusive.


Public schools and school related organizations are NOT required to collect sales tax on the following:

· Admission tickets, if the event is entirely for educational purposes.  This includes sporting events and drama or musical performances by students.  (An educational purpose exists when 100% of the proceeds from admissions go to an educational organization)
· Student club memberships

· Sales of food and soft drinks that are 

· Sold or Served during the regular school day

· Sold or Served by a parent – teacher association during a fund raising sale, the proceeds of which do not benefit an individual

· Sold by a person under 18 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 or secondary schools as a part of fund raising drive sponsored by the organization for its exclusive use.

· Newsapers whose sales price per copy does not exceed $.75 that are printed and distributed periodically at intervals of four weeks or less; for the dissemination of new of a general character of a general interest.  Of course, school newspapers which are not sold are not subject to sales tax.
2.
Collecting Sales Tax
Schools and school organizations must collect sales tax (currently 8.25%) on all taxable items.  
Teachers and students MUST COLLECT the sales tax on merchandise other than food products they sell or surrender some of its profits to pay taxes on taxable sales.  Sale of items held on one day might qualify for the “One Day Sale” sales tax exemption.  Contact state comptroller for details.

If the school assumes responsibility for the activity and/or sales, the school is responsible for insuring 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. 

All sales tax collected by the school shall be remitted quarterly by elementary and middle schools and monthly by high schools to the Financial Services Department, unless contractual agreements with a vendor stipulate that such taxes should be remitted to the vendor. 



A copy of Sales Tax Report and backup documents must be submitted to student activity bookkeeper at the Business Office.

Reporting Sales Tax


Each organization, class or club which sells merchandise must report its sales once the sale is concluded.  The Sales Tax Report on page A-9 should be completed and turned into the campus bookkeeper no later than the last day of the month of the sale.   The total sales, taxable and nontaxable, are reported on this form.  Nontaxable sales and one-day tax-free sales are deducted from total sales to arrive at net taxable sales.  If there is a sales tax liability, the bookkeeper will charge the appropriate organization when the check for sales tax is written.

One Day Tax –Free Sales

Each school in the District, each organization within that school, and each outside organization affiliated with that school are allowed to have two one-day tax free sales during a calendar year.  One day tax-free sales mean that collection and remittance of state sales taxes is not required on qualified sales on that day.  The delivery of yearbooks to student s on a single day qualifies a yearbook sale as a one day tax free sale even thought the yearbooks were sold over a longer period.  This rule can be applied to other fund raisers when the delivery is made to the students on a single day.  Note that the time limit for the two (2) one-day tax-free sales is a calendar year which is January 1 through December 31 rather than a school year.

While the sale of yearbooks can be selected as one of the two one-day tax-free fundraisers, a book fair is usually not a qualified tax-free event because the school is not the actual seller.  The school is acting as an agent for the vendor.  The sale of items received from a vendor, in which the school and the respective vendor have an agreement that the vendor will take back any unsold items, would generally not qualify as a tax-free sale because the vendor is not an exempt organization.

1. The tax-free status of a one-day tax-free fund raiser must be so designated on the Fund Raiser Report and approved in advance by the principal.


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 from anywhere in Texas by dialing: 1-800-252-5555. 

13

Fundraising

Fund raisers can put a great deal of stress on parents and staff because often they end up doing most of selling and buying.  Therefore, each bona fide club, as approved by the principal, will be allowed to conduct a maximum of two (2) fund raisers in each school year.  No fund raisers will be initiated without written authorization of the principal or administrator.  In order to establish control over the funds raised by student or other groups all faculty sponsors are required to complete a Fund Raiser Report for each fund raising project.  Although the report is the obligation of the faculty sponsor, the Principal is responsible for enforcing compliance with this requirement. 
13.1
DEFINITION OF FUND-RAISING ACTIVITIES
Fund Raising is an organized activity to raise funds for an organization or campus.  Campuses are not allowed under Texas Law to conduct raffles, bingo and other games.  
Each campus and or organization will be allowed two fund raising activities per year, which involve an outside vendor. 

13.2
FUND-RAISING ACTIVITIES FOR A SCHOOL
A.
GENERAL
1.
Fund-raising activities are not confined to regular school hours but are considered an extension of the school program.  When fund-raising 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.

2.
In September of each year, each principal shall submit to the business office a listing or calendar of major Fund Raising (Appendix M) and the organizations which will engage in fund-raising activities with the intended use of the funds specified. 

3.
Prior to any fund raising activity, all campuses and organizations must complete a Fund Raising Application (Appendix B) this requirement includes all sponsors, PTA’s and booster clubs desiring to begin fund raising activity.   This application details the vendor, product to be sold or service rendered, and the estimated sales proceeds.  Sponsors who do not properly manage their activities and have large monetary amounts outstanding will not be allowed to conduct subsequent fund raising activities. 
5.
Within one week of the close of the fundraiser, the fundraising recap portion must be completed and submitted to the campus bookkeeper as well as a copy to the business office. This form details the total receipts and expenditures of the sale.  
6.
All fund raising activities involving a vendor or requiring public solicitations must first be approved by the Principal. Under no circumstances should door to door solicitation be allowed nor should the organization enter a contract with a solicitation firm. 
7.    Any sale of food must be approved by food services and be in compliance 
       with the child nutrition guidelines. 
8.
Funds generated from the sale of prepared food purchased from outside vendors must be deposited into the activity account and any expenditure must be paid by the issuance of a check. 

9.
Deposits from fundraising activities must identify the source of such funds by separating amounts and indicating the source.  Do not mix funds from different fundraising activities.
10.
Principals may choose One Major Fundraiser; in which the staff has an active participation, and allocate 80% of profits to student activity and 20% to the campus/staff activity account.  These funds must be used for staff incentives and for the boost of staff morale.  The transfer of funds must be done using the Transfer of funds form (Appendix L).

B.
ACCOUNTING FOR FUND-RAISING ACTIVITIES
1.
Collections and Disbursements: 

a.
Collections must be receipted and payments must be made in accordance with Section 4 of this manual.

b.
Collections and disbursements associated with any fund-raising activity coordinated by the school or a school-recognized student group shall be transacted through the Activity Fund.  No cash payments for merchandise are allowed. 

2.
Upon completion of all fund raising, an Operating Report will be(Appendix H) completed by the sponsor, with white copy to be filed with the campus activity funds clerk and the yellow copy to be retained by the sponsor.  This report must 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 campus activity clerk is ultimately responsible for maintaining the completed records (application, operating report, copy of invoices and payments); however, the person requesting permission to conduct the fund-raising activity must prepare the above-mentioned reports. 

3.
The club sponsors are responsible for keeping accurate records for all money-raising activities.  Such records should include at minimum: 

a.
Distribution Lists

b.
Daily Collection Reports (tabulation form)

c.
Tabulation of sales tax collections

d.
Copy of deposit slips for money turned in to the bookkeeper
e.    Receipt book for moneys turned in by students to the sponsor
4.
At the conclusion of the fund raising activity, all records should be turned in to the campus bookkeeper along with Activity Funds Operating Report (Appendix H) and retained for audit purposes. 

B. Supporting Documentation

Faculty sponsors, bookkeepers, student activity clerks are required to keep all documentation of a fund raiser for five years.  These records should be kept neatly with the Fund Raiser Report and be readily available for examination.

14

Transfer of Funds between Activity Accounts

14.1
GENERAL POLICIES
A.
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 determined; a Picture Account and Candy Sale Account would be two (2) examples.  Net proceeds remaining in such an account must be transferred to the account approved on a Transfer of Funds Authorization Form (Appendix L).  For example, if pictures were taken to provide funds for new playground equipment, then the net proceeds (balance in the Picture Account after all remittances to the studio, etc.) should be transferred to the student account on a Transfer of Funds Authorization form (Appendix L). 

B.
Occasionally a club will compensate 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 (Appendix L) shall be made between accounts in such instances in lieu of issuing an Activity Fund check. 

D.
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. 

E.
Transfers require the approval in writing of the principal and club sponsors or account custodians when the transfer involves accounts with delegated responsibilities. 

14.2
DOCUMENTATION OF TRANSFERS
A.
Each transfer shall be initiated by preparation of Transfer of Funds Authorization Form (Appendix N) disclosing both the amount of and the reason for the transfer.

B.
When all required approvals have been obtained the campus activity funds’ clerk may proceed with the necessary journal entries. 

C.
All copies of the Transfer of Funds Authorization Forms shall be maintained with the School Activity Fund Records.  This documentation takes the place of a check

C. Bookkeeping entries for transfers of funds are detailed (Appendix L).
