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FINANCIAL PROCEDURES FOR SCHOOL DISTRICT FUNDS
North Kansas City School District 2000 NE 46th Street
Kansas City, MO 64116 www.nkcschools.org

INTRODUCTION
2 The manual is designed to provide a set of standardized controls, procedures, and
forms for the
North Kansas City School District

Administration, Administrative Assistants, and Sponsors are responsible for following the controls and procedures prescribed in this manual. Fiscal responsibility is an expectation of all North Kansas City School District employees. At any given time, Central Office may audit these controls and policies without notice.

	For Questions please contact:
	

	Dr. Amy St. John, Assistant Superintendent of Finance
	(816) 321-5549 

	Kera Pepperdine, Finance Associate
	(816) 321-4306

	Maria Paez, Finance Associate
	(816) 321-6758

	Ronda Hornick-Financial Reporting
	(816) 321-6649



FORMS
· AAA – Administrator Acknowledgement
3
· ADTS – Deposit Tote Sheet
· ARC – Sponsor Report Confirmation
· ARV – Verification of Reconciliation
· Fundraiser Application
· Budget Transfer Form
· Budget Transfer Multi-Cost Center Form
· Journal Entry
These forms can be found on the link below
· https://www.nkcschools.org/district/dept/finance/forms
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Section 1 –GENERAL INFORMATION
5
1.1 [bookmark: _TOC_250018]PURPOSE OF SCHOOL ACTIVITY FUNDS
The school district has general control and management of all schools, school funds, and school property, including money generated in the school’s name from the students, student groups, and/or school personnel. Revenues include funds from athletics, student activities, donations, field trips, and fundraisers. All funds are considered “taxpayer” money and must be expended only for a public purpose. Expenses must directly benefit the students who generated the revenue, and students must be involved in the decision-making for expending funds that they helped to generate. Section 165.021, RSMo. Reads: “All money received by a school district shall be disbursed only for the purposes for which they were levied, collected or received.”
All funds need to be used for their intended purpose. Activity funds for football should be used for football. If the people who paid/donated the funds in the activity account did so to support a specific activity, they should go to that activity. Ultimately, people shouldn't be using district funds to support their desire to be charitable. The district should not be raising funds for philanthropic purposes by utilizing district activity accounts.

1.2 [bookmark: _TOC_250017]FUNDS MANAGEMENT
Money raised through activities sponsored by administrators, teachers, students, the Board of Education, or any group within the school program, by any means or for any purpose, should be deposited in one of the funds authorized by state law daily and withdrawn only in the manner prescribed by state law. All funds collected by school district personnel from students or patrons must be handled through the activity fund account or the general fund, which is a part of the district’s bank account.
Only the Board of Education President and Treasurer have the authority to open a bank account under the district’s tax identification number.

For liability and funds management purposes, it is essential that district staff do not confuse district-sponsored fundraising with fundraising conducted by OWNS, Booster clubs, PTA’s or other groups not directly controlled by the district as it is considered its own entity.
Although the District welcomes community involvement and support of district programs, the district cannot take responsibility for fundraising, or the funds collected by such groups. Money raised for students are student district funds and shall not be comingled with PTA/Booster/Parent group. (Board Policy IGDF)
Any person wishing to form a school-sponsored activity or organization must follow Board Policy IGD.

1.3 [bookmark: _TOC_250016]RESPONSIBILITY FOR ACTIVITY FUNDS
6 The school principal and the administrative assistant are responsible for the proper collections, disbursement, and
control of all school activity money. This responsibility includes:
· Provide safekeeping of money in a school safe. Safe code must be changed when new staff are hired for security purposes.
· Proper accounting and administration of fund transactions.
· Checks and cash of any kind shall not be sent in the district mail (Pony). This includes camp money. Please
communicate with the main school who hosts camp events.
· Patron(s) shall provide exact change when making cash payments. Monies shall not be borrowed or exchanged from other areas of the building (with the exception food service).
· Expenditures of funds in compliance with Board of Education policy and administrative procedures.
· Attending mandatory annual finance training.
· Supervision of all personnel (sponsors) designated by the principal to administer school funds. Segregation of duties is a requirement for high school funds and is strongly recommended at all levels. Cash receipt functions must be separated from the deposit and bookkeeping functions.
· All staff involved with school funds MUST sign an acknowledgment form of the North Kansas City School
District Financial Procedures Manual. The Sponsor’s form (Form ASA) and Administrator form
(Form AAA) must be signed annually. The original ASA form must be kept on file in the principal’s office and readily available to the accounting department when requested. The signed AAA form must be electronically sent to Kera Pepperdine in the Finance Department at Central Office.
· District Forms shall not be adjusted or changed for any reason.


1.4 [bookmark: _TOC_250015]GIFT CARDS
Gift Cards are not an appropriate purchase for student incentives as they are considered cash. All gifts for students need to be tangible
7 items and cannot exceed the amount of $35.00. Examples of tangible items are school supplies, candy, pizza parties, printed books, snack packs, etc.
RECEIVING A GIFT CARD
Employees will not accept gifts over $100 from an individual student, parent/guardian, vendor, vendor's representative, or any person who does or is attempting to do business with the district unless authorized by the Board or the employee's immediate supervisor. Gifts include, but are not limited to, money, personal property, free meals, tickets to events, travel expenditures, and games of golf valued over the amount set by the Board. Door prizes and other randomly awarded prizes, such as those awarded from drawings or other fundraising events, are not considered a gift or gratuity. (Board Policy GBCA)


1.5 [bookmark: _TOC_250014]EXPENDITURES
A Purchase Request must be created and approved for all District purchases. Expenditures must comply with existing purchasing rules, laws, and regulations. Under no circumstances should a purchase be made without proper approval. Purchases should be expended to the appropriate line regardless of the budgetary availability. If there are insufficient funds in the line, a budget transfer may be necessary. To the greatest extent possible, purchases should be planned in sufficient time to allow them to be made by a Purchase Order. All expenditures and reimbursements must be paid in the fiscal year in which they occur. No purchase order or check request should be made with activity funds unless the account has the proper balance. An employee that makes a purchase in the school district’s name may be held personally responsible for paying such an invoice.
Contact Purchasing for the complete Purchasing Guide

TAX-EXEMPT
The North Kansas City School District is a tax-exempt entity. Therefore, purchasers are required to ensure that the district receives the benefit of its tax-exempt status, as stated in Board policy. The vendors we have set up in Business Plus receive our tax-exempt number on our PO’s but may require a copy of the tax-exempt letter that we keep on file in Purchasing. A tax-exempt letter can be provided upon request.
Although Missouri does not have reciprocal agreements with other states, it is always good to ask for the tax-exempt status. Often this request will be honored or may require a few steps to be completed before it can be attained. This is true for Purchase Orders, online, or P-card purchases. To the best of their ability, the end user must seek tax-exempt status before purchasing services, materials, or equipment.


[bookmark: _TOC_250013]Section 2 - SPONSORS PROCEDURES
SPONSOR: All extracurricular activities or groups must have an appointed sponsor, advisor or coach. In general, the Sponsor, advisor or coach must be a district employee; however, upon the recommendation of the superintendent and approval by the Board, an individual who is not an employee may serve as a sponsor, advisor, or coach subject to the completion of the criminal background check required of employees – (Board Policy IGD) Non-District employees may not assist or handle any cash at games or events.8


Sponsors must complete sponsor training to ensure knowledge and understanding of the proper procedures for operating and maintaining an activity account. No use of activity funds will be allowed until the required training is completed.

2.1 COLLECTION OF MONEY BY THE SPONSOR
Sponsor MUST provide receipts using the pre-numbered handwritten receipt or printed from My Payments Plus to each person from whom money is collected. Receipt books are available from Stores Inventory (Stock #050000). (An excel sheet document with numbers and student names is not considered a receipt)
Sponsor must bring money to building office daily. It is against Board Policy to hold money.

My Payments Plus (MPP)– is the district’s online payment system. ALL activities and fees MUST be entered into the software for record keeping and payment history. Examples of items that must be entered: T-Shirts, Field Trips, Yearbooks, Uniforms, etc.


Money collected should NOT be kept overnight in a desk or file cabinet, nor should the sponsor take it home or leave it in a vehicle. Money MUST be kept in a school safe. Personal check cashing by faculty members is prohibited. Do not accept post-dated or third-party checks. In addition, cash collection may not be used to purchase supplies, refreshments, and/or used for any other purpose. If you require these items, submit a PO for purchase.

2.2 [bookmark: _TOC_250012]PREPARING COLLECTIONS FOR DEPOSIT
The FULL activity account number should be noted on each check. This will allow any insufficient funds checks (NSF) or questions to be directed to that school account. If checks are 2 weeks old, the parent must be contacted and will need to re-write the check (with a current date) to avoid any NSF mishaps.
9	Complete the deposit tote sheet (Form ADTS) with at least two signatures (there will be 3 signatures if a sponsor fills out the form). Copies of all
checks must be attached to the deposit tote sheet to be taken to the office. A receipt will be given to the sponsor at this time. This receipt should
be attached to the copy of the tote sheet and checks to be kept for the Sponsor's records. It is prohibited to send checks and or Cash through the Pony to schools and or departments. You must deliver the money yourself.
It is preferable that the administrative assistant responsible for the deposit re-count the money when the receipt is issued. If not possible and a discrepancy is discovered, a corrected deposit tote sheet will be reviewed with the sponsor.
2.3 [bookmark: _TOC_250011]SPONSOR BALANCE COMPARISONS
The Sponsor of each student organization is required to maintain adequate records to support the financial activities of the student group. These records are subject to be reviewed during the audit of the school's funds and shall include, at a minimum, the following:
· All payments must be in the district’s online payment system, My Payments Plus. If Cash or checks are received, a receipt will be
printed and kept on file. Ex: Yearbooks, Field trip, T-shirts etc.
· Copies of invoices or disbursement vouchers
· Detailed records of fundraising proceeds & approved applications
· All start up Cash for book fairs or concessions will be requested on the Start Up Request form and processed through central office. Last
minute requests could be denied so give plenty of notice for the request. It is prohibited to use personal funds for start-up cash.
Each month the Administrative Assistant will run the Activity Detail Report (GL2026) so that the sponsor can compare their balances and financial records. If the Activity Detail Report has not been provided, the Sponsor must request this report.
There should never be a negative balance in your activity account. The only exception allowed is due to a timing difference or an Activity Equipment line. (Central Office will reduce the original activity account at the end of the year to offset the Activity Equipment line). With the exceptions being noted, expenditures may be rejected by purchasing if the account has insufficient funds. This negative balance should be resolved within 30 days. If the negative is not reconciled within 30 days, the Finance Department will process an internal transfer to clear the deficit. The Sponsor should explain the negative balance on the Monthly Report Confirmation (Form ARC). The Activity Director or Principal must then explain the negative balance to accounting.
Please see Sponsor Addendum for additional information.

SECTION 3- ADMINISTRATIVE ASSISTANTS PROCEDURES

10 3.1 ISSUING RECEIPTS TO SPONSORS
Cash receipt records accurately record Cash received and provide support to substantiate each school’s fund deposit. To maintain effective control,
the following procedures shall be followed:
All cash and checks collections must be receipted in the office using a pre-numbered triplicate receipt book. (Stock #049005).).

1) Original copy (white) to sponsor submitting the money with this receipt number referenced on the Sponsor’s Deposit Tote Sheet (Form ADTS) with two signatures. It is preferred that the Office re-count the money before issuing the receipt. If not possible and a discrepancy is identified, a corrected Deposit Tote Sheet shall be reviewed with the sponsor. All checks must be endorsed at the time the office receipts them.

2) Second copy (yellow) for posting and file copy. This copy should be kept with the initial money and the Deposit Tote Sheet (Form ADTS) and locked in the school safe until the deposit is prepared for armored car pickup.
3) Permanent copy (pink) retained in the master receipt book and on permanent file. If a discrepancy is found in the original deposit, the administrative assistant will cross through the error and initial the change on this permanent copy. Do not blacken out the error or use correction fluid.

Student obligations (class dues, activity passes, participation fees, yearbook, and parking pass) must be entered in My Payments Plus and payments reflected for all cash/check.

The receipt must contain the following to be considered properly completed:
a) Date and amount.
11 b) Name of Sponsor submitting cash.
c) Explanation of the purpose for which the money was received.
d) The correct School Fund account code.
e) The signature of the office person receiving the money.

The administrative assistant’s responsibility is to ensure that the Sponsor correctly completes the Deposit Tote Sheet form (Form ADTS) with their deposits. Forms are on the district’s website. If applicable, a copy of an approved fundraiser form must be provided to the administrative assistant for recording keeping.

* All checks should have the school account number written at the top and a student ID to reference the payment. This allows any insufficient fund checks (NSF) or questions to be directed to that school account. Copies of all checks must be attached. Check cashing is prohibited. Third party and post-dated checks are also prohibited.


3.2 [bookmark: _TOC_250010]IN COMING POST OFFICE MAIL/CHECK
Whoever is distributing the mail in the building, checks must stay in the main office instead of putting it in another mailbox. Our goal is to minimize the number of people handling money. Front office staff shall scan a copy of the check(s) to the staff member or sponsor for record keeping, but there really is no reason for the physical check to flow through an additional set of hands. All mail must be opened and remain in the front office, regardless of whom it is addressed to.
There have been many cases where a check(s) has been left in an unlocked drawer for more than serval months
without being deposited. Mail/checks with a district address is considered district mail and not personal mail.
Incoming post office mail shall always be open and distributed as such. It is prohibited to hold mail for days, weeks at a time due to checks being delivered for depositing purposes.


3.3 [bookmark: _TOC_250009]DONATIONS

All gifts accepted by the district become the property of the district, to be expended or used at the discretion of the Board of Education and in accordance with Board polices and law for the benefit of the district as a whole.
If your building receives a generous donation of $500.00 or more, please forward the information to Maria Paez in the finance department. The Board of Education would like to send out a thank you letter to those who donate, please provide the following:
Purpose of the donation Copy of the check
A current address of where to send the thank you letter.
When entering the deposit in Business Plus, please ensure you enter 5192 as the object code. This is the donation code used for reporting purposes. PTA, PTO, Booster Club, and Education Foundation fundraisers are considered donations.



3.4 [bookmark: _TOC_250008]RAFFLE VS DRAWING

A raffle is a gambling competition in which people obtain several tickets, or a payment is required, which is not to be conducted
12 on school grounds.
A drawing is a winning opportunity with no payment requirement which is acceptable on school grounds.

3.5 [bookmark: _TOC_250007]PREPARING BANK DEPOSIT
Deposits must be prepared daily by the “bookkeeper” administrative assistant with no exceptions. Each day’s receipts are to be deposited intact, that is in the same form as they were collected. The integrity of the dollars must be maintained. A bank deposit slip must be prepared using the four-part deposit booklet provided by Central Office. The following information must be included:13


· The date and amount of deposit.
· All checks MUST be stamped with “Deposit Only"
· The name of the School and School Fund clearing account number so Central Office will credit the appropriate account. For Activity accounts please write AXXX-5179 (xxx=school code). For Budget accounts please write the entire account code on the slip. Please make sure EVERY deposit slip has the school's name and account number.
· It is prohibited to write another school’s account code on the deposit slip. If needed, the check can be brought to central office for depositing and posting.
· Do not borrow deposit slips from other buildings or from food service. For auditing purposes, deposit books are logged in the finance
department when distributed to the schools.

· The sum of the supporting cash receipt amounts must agree with the deposit slip by currency, coin and checks.
Send the first three copies of deposit slips to the bank. Enter the cash receipt in Business Plus to reflect the deposit. The administrative
assistant’s responsibility is to reconcile posted cash receipts with their yellow deposit slip copies monthly.
A photocopy of the deposit slip, receipts, deposit tote sheets, approved fundraiser application, and checks included in the deposit must be attached
to the cash receipt.

The deposit should be placed in the fraud stopper bags for armored car pickup. (Bags are available from Central Office Pony drivers). The seal from the bag should be kept with the school’s deposit file. A sealed deposit bag should NEVER be reopened regardless of the circumstances.
Contact the finance department immediately if a situation should arise.
All deposits must be kept in a locked safe. Deposits must be entered on the District Deposit Log and scanned to Maria Paez and Arletta Ownbey
daily.

3.6 [bookmark: _TOC_250006]MY PAYMENTS PLUS

My Payments Plus (MPP) is the North Kansas City School District’s payment system. All obligations and activities where a student is charged a fee are required to be entered into MPP. All cash/check payments need to be posted in MPP. The main Administrative Assistants will have access for such activity. Sponsors may create their own activities and fees as long as the main Administrative Assistant has requested access and they have been trained. If there are several fees that need to be entered an import file is available.14

Examples of what needs to be in MPP:
· Fundraisers
· Obligations owed
· T-shirt sales
· Camp fees
· Field Trips
· Yearbook
· Uniforms
· Refunds-We will refund all payments in the same year. If a parent paid in a prior year, it will not be refunded except for summer (the district will refund up to 3 months into the new year from the prior year). Fill out the refund form, attach the payment confirmation, and electronically email to Kera Pepperdine in Finance.



3.7 ENTERING A CASH RECEIPT INTO BUSINESS PLUS

Activity fund cash receipts (A* revenue codes- obj 5170) must be entered into Business Plus within 1-2 business days from the date of the deposit. Daily is preferable. If cash receipts are not entered promptly, it will affect month-end close and financial reporting. Make sure to attach all necessary documents. (Deposit slip, Approved Fundraiser Application, Deposit Tote Sheet, Checks, and Receipts). Please refer to the activity cash receipt entry video for detailed instructions on entering activity deposits. This video is available at https://www.nkcschools.org/district/dept/finance/training-video. All deposits shall be entered into a revenue account. Funds cannot be deposited into an expense account without approval. The Finance Department will enter all general budget deposits.

3.8 MONTHLY ANALYSIS & SPONSOR REPORTS
15	All administrative assistants are required to reconcile their activity accounts monthly. Sponsors must be given an Activity Detail Report (GL2026) monthly and analyze the accounts for accuracy. The sponsors must confirm their activity fund balances by returning a completed Monthly Report Confirmation form (Form ARC) to the school office within 14 business days.
Once the administrative assistant has the sponsor confirmations back, they will run the Activity Accounts Summary (GL2027) and attach it to the Verification of School Fund Reconciliation (Form ARV) must be signed and submitted via e-mail to Kera Pepperdine by the 20th of each month. Any negative fund balances must be explained and resolved within 30 days. Failure to reconcile a negative balance over 30 days will result in the finance department clearing the negative.
For high school administrative assistants - please be sure to transfer any balances from the *1599 pass-through account at least once per month to keep your reports clean. It is essential to run the monthly budget reports (GL2002) and (GL2022-athletics) to reconcile any negatives with budget lines and submit budget transfers as needed.



[bookmark: _TOC_250005]SECTION 4- START UP CASH
Board Policy will enforce procedures for start-up cash. It is prohibited to provide start-up cash to non-district entities, such as Booster Club, PTA, OWNS, Falcon club, etc. (Board Policy IGDF).
Start up cash will be requested with the proper form and at least 2 weeks prior to the need for the funds. All start up cash will be delivered to a feeder pattern drop location. It is prohibited to use personal money for startup cash. **For bookfairs, if smaller denominations are needed check with your food services manager. In the event the food service manager is out of commission, contact the finance office. It is prohibited for employees to take cash out of the building to make change at a bank.



Ticket procedures:

SECTION 5 – GO FAN

Liability of funds is to be strictly maintained at all high school athletic events for which an admission fee is charged, except for students with passes. Tickets shall only be sold online. No cash will be accepted for athletic event tickets. (This does not include camps)16

*****	*****
· Go Fan is the only option for athletic events sales. (No cash sales)
· My Payments Plus or Go Fan are your two required options for all other ticketed events such as theater, prom, or athletic camps.



[bookmark: _TOC_250004]SECTION 6- NSF’s

Non-sufficient fund checks (NSF’s) will be sent to the appropriate school requesting further collection action. There are two options; try to collect accepting cash only or send it to the district’s collection agency Envision. If the school chooses to send the NSF to Envision, then they can no longer try to collect the funds from the parents. DO NOT accept any payments on NSF’s if they have been sent to Envision. The parents will then have to work it out with Envision. Central Office will notify you when the NSF has been collected so that you may remove the obligation from the students MPP (MY Payments Plus) account. ALL food service NSF’s automatically go to Envision.
Please remember -- if the NSF is sent to Envision, they will charge their service fee of $25.00 per check on top of what the patrons bank charge, plus the check amount. Ex: If the check is written for $10.00, Envision charges $25.00 + bank charge (up to) $50.00 = $85.00 dollars. Please note depositing money daily will possibly avoid any NSF.
If the school account is NOT listed on the check, NSF checks will be posted against a nonactivity pass-thru account:1599 will be used for high school, 1700 for middle schools, and 1900 will be used for elementary schools.

[bookmark: _TOC_250003]SECTION 7 – FUNDRAISING
All district-sponsored fundraising activities must first be approved by the building principal and Ronda Hornick and must comply with the requirements set out in district policies and procedures. All funds collected in a district-sponsored fundraiser will be deposited in district accounts. Per the approved application, a fundraiser can only run for two weeks.17

For liability and funds management purposes, it is essential that district staff do not confuse district-sponsored fundraising with fundraising conducted by Booster clubs and PTA, or other groups not directly controlled by the district. Although the district welcomes community involvement in and support of district programs, the district cannot take responsibility for fundraising, or the funds collected by such groups. To avoid confusing parents, students and community members participating in the fundraising efforts, only district-sponsored fundraising subject to district rules may occur during the school day or class time.
The building’s main administrative assistant cannot be a sponsor of a fundraiser due to segregation of duties.
The fundraiser application is located on the North Kansas City Website. Please follow the procedures as outlined in Board Policy IGDF. For
additional questions, contact Maria Paez.






[bookmark: _TOC_250002]SECTION 8 - GRANTS
IMPORTANT: All grant applications should be submitted to Ronda Hornick in the Finance Department for Board approval. The following information needs to be provided once the Grant is approved:18

Total amount of the Grant:
Specific uses of the Grant as stipulated by the Grantor. (What types of expenditures are allowed? Materials and supplies? Salaries?)

Timing of the Grant to include:
Date funds are to be received (Is the Grant money received as one lump sum or over multiple payments?)
Time frame for utilizing the funds (Is there a time limit? 1 year/multiple ears? When does the district expect to use up the entire Grant?)
Method of funding (Will the District receive a check/ACH/wire?)

Who is responsible for the funds received and the expenditures made? (What cost center?) A Copy of the grant document.
If grant money is received without prior approval (by the board), paperwork will still need to be completed with no exceptions.
All grant money received will follow deposit policies and procedures of the district. Checks should not be held in the safe for long time periods waiting on account codes.

The above information is necessary before receiving funds and processing any PO’s. Additionally, if the grant funding crosses over fiscal years, additional information will be requested in order to allow funds to be available in subsequent fiscal years. Please communicate the important grant information with your entire building staff.

Please note: Your building can be penalized by not receiving the funds for not following board policy.

Any Grant related questions or concerns should be directed to Ronda Hornick Ext 6649 or Steve Marriott Ext 6207.

[bookmark: _TOC_250001]Sponsor Addendum
Any person wishing to form a school-sponsored activity or organization must complete the following steps:

19	► A sponsor who is an employee must be selected. This person must submit a background check if a recent one is not already on file.
· An application to the building administrator must be completed and submitted for approval. Include all applicable constitutions and/or bylaws that will govern the organization.
· All clubs and organizations must operate within the framework of the law, Board policy, administrative procedures, and the parameters of the instructional program.
· The sponsor must be present at all meetings and activities of the organization.
· The superintendent or designee must approve all clubs and organizations before holding any meetings or activities other than completing the steps for formation.
· All sponsors must notify the building principal of the dates, times, and locations of meetings and reserve school facilities through the school
calendar.

Once approved the responsibilities include:
Must attend Sponsor Training and sign a Sponsor Acknowledgement form before any cash handling.
All district-sponsored extracurricular activities must be included on the school calendar per Board Policy IGD.
All cash/checks collected MUST provide a printed MPP receipt or pre-numbered receipt from Stores Inventory. An excel spreadsheet or email confirmation will not be acceptable.
Keep copies of invoices, fundraiser forms, or disbursement vouchers for your records.
Must follow Board Policy and contact Ronda Hornick before starting a fundraiser. All fees/obligations and their payments are entered in My Payments Plus.
To segregate duties, an administrative assistant in charge of athletics cannot be a sponsor during school hours or collect money from their group.
Count & take money to the building administrative assistant the same day it is collected. Money must be in the office safe and not locked in a drawer. It is prohibited to HOLD money overnight.
Parents/students shall provide exact money when making cash payment, no change shall be exchanged.
Verify the deposit total with your Administrative Assistant.
Obtain a receipt of deposit from the school’s administrative assistant when dropping off money to the office.
Money should be tracked from the student's hand to the bank.

Administrative Procedures DI-AP(1):FISCAL
Accounting and Reporting/Accounting System
All moneys collected within the district's schools shall be handled in a proper fiscal manner and prudently safeguarded.20

Money collected for any purpose will be submitted to the school principal or designee, who will provide for its proper deposit. Money should never be left in a desk, classroom, or common access area of an office. When a teacher or other school employee collects money, that employee shall be held responsible for that money until the employee turns it over to a person responsible for receiving and depositing money. All money should be deposited daily with the designated depositor.
Management of Collected Funds
All money collected by staff members will be counted by two staff members, and two copies of a written accounting will be prepared. One of the staff members will place the money and one copy of the accounting in a cash box designed to lock upon closure. The staff members will not be provided a key to the box. The staff members should retain the other copy of the accounting.
Each building principal will designate and train one or more staff members to act as designated depositors of moneys collected in their buildings. These staff members will have access to forms of deposit available after hours such as a safe in the building or a bank after-hours deposit box.
One of these designated depositors will be assigned to pick up the funds collected at an event or fundraising activity and deposit them in the designated place. If the staff member who collected the money is also designated to receive and deposit money, he or she may also deposit the locked box or bag in the appropriate place.
If possible, security assigned to the event or the administrator supervising the event will be responsible for receiving and depositing the money collected. For large sums of money, the district will call for a law enforcement escort to the deposit location.
Student Activity Funds
Moneys raised through district-sponsored fundraising as defined in Board policy will be deposited in accordance with these procedures in one of the funds authorized by state law and withdrawn only in the manner prescribed by state law.
Expenditures
1. 	Sponsors wishing to make purchases for district-sponsored student activities must submit an expenditure request on a requisition form to the school principal.
2. The requisition, upon approval by the district’s purchasing officer, will be converted to a purchase order and will authorize the purchase.
3. 	Upon delivery of the item purchased and submission of the invoice properly noting receipt of the item to the Board of Education, the Board will then be able to authorize the payment of the bill in the same manner as any other payment.
4. 	The treasurer of the Board of Education or designee shall keep accurate records of all receipts and expenditures of activity moneys using the accounting system designated for that purpose.
5. A complete ledger of all receipts and expenditures shall be maintained, under the guidance of the sponsor, and a monthly reconciliation shall
be made with the Board treasurer or designee.
* * * * * * *
Note: The reader is encouraged to review policies and/or forms for related information in this administrative area.
Policy IGDF: STUDENT FUNDRAISING Status:
21
ADOPTED Original Adopted Date: 02/11/2003 | Last Revised Date: 07/17/200721
Definition
District-Sponsored Fundraising – Any activity that has the purpose of raising funds in support of a student activity or program and that is administered
and conducted by school staff or students involved in the activity or program.
District-Sponsored Fundraisers The Board prefers that the school district financially support district-sponsored student programs and activities. However, in some cases it may be necessary to raise funds to help support these district endeavors, and the district may involve students in these fundraising activities.
The superintendent and principals will be directly responsible for all district-sponsored fundraising activities conducted in the district or sponsored in any manner by the district. All district-sponsored fundraising activities must first be approved by the building principal and/or the superintendent or designee and must comply with the requirements set out in district policies and procedures, including the district's wellness program and district funds management rules. All funds collected in a district-sponsored fundraiser will be deposited in district accounts.
Student-Initiated Group Fundraisers
Student-initiated groups are not district sponsored, but these groups have the same access to district facilities, communications channels, and fundraising opportunities as other district-sponsored noncurricular groups. These groups may conduct fundraising activities but must follow the same rules applicable to other district-sponsored noncurricular groups.
Fundraising by Other Groups
For liability and funds management purposes, it is essential that district staff does not confuse district-sponsored fundraising with fundraising conducted by booster clubs or other groups not directly controlled by the district. Although the district welcomes community involvement in and support of district programs, the district cannot take responsibility for fundraising, or the funds collected by such groups. To avoid confusing parents, students and community members participating in the fundraising efforts, only district-sponsored fundraising subject to district rules may occur during the school day or class time.
A group may only use the name, logo or mascot of the district or of a district school in reference to a fundraiser if the fundraiser has been approved by the superintendent or designee or the School Board and the funds raised go to the district as represented in the advertising.
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