
Activity Fund 
Procedure Manual 

College Station ISD 
Business Services 

July 2023 
  



1 
 

 
 

 

  



2 
 

Contents 
General Statement ........................................................................................................... 6 

Definitions ......................................................................................................................... 6 

Activity Funds ................................................................................................................ 6 

Campus Activity Funds .............................................................................................. 7 

Agency Funds ............................................................................................................ 7 

Social Committee Funds ........................................................................................... 7 

Spending Guidelines ......................................................................................................... 8 

HB 3646 ......................................................................................................................... 8 

Staff Development and District Meetings ................................................................ 8 

Appreciation Meals ................................................................................................. 10 

Gifts/Tokens of Appreciation for Employees or Community Members ................ 10 

Gifts to Students ...................................................................................................... 11 

Accounting ....................................................................................................................... 11 

Responsibilities ................................................................................................................ 11 

Campus Principals ........................................................................................................ 12 

Bookkeepers/Secretaries ............................................................................................. 12 

Club and Activity Sponsors .......................................................................................... 12 

Certified Personnel ...................................................................................................... 12 

Volunteers .................................................................................................................... 13 

CSISD Business Services............................................................................................... 13 

Independent auditors .................................................................................................. 13 

Bona-fide Student Organizations ................................................................................ 13 

Fundraising ...................................................................................................................... 14 

IRS regulations ................................................................................................................. 15 

Food Fundraisers ........................................................................................................ 16 

Requests for Fundraising Activities ............................................................................ 16 



3 
 

Cash Receipts and Deposits ............................................................................................ 17 

Cash Handling Controls ................................................................................................... 17 

Receiving Cash and Checks ............................................................................................ 19 

Deposit Procedures ......................................................................................................... 21 

Deposit Slips ................................................................................................................. 21 

Deposit Bag Packaging and Sealing Procedures ....................................................... 22 

Supplies ....................................................................................................................... 22 

Donations ........................................................................................................................ 22 

Donations to CSISD ..................................................................................................... 23 

Acceptance of gift cards or gift certificates ........................................................... 23 

Miscellaneous .......................................................................................................... 23 

Donations from CSISD ................................................................................................ 24 

Allowable collection of funds for donation ............................................................ 24 

Other allowable types of donations ....................................................................... 25 

Disbursements from Campus Activity Funds ................................................................. 25 

Expenditures ............................................................................................................... 25 

Petty Cash ................................................................................................................... 27 

Tax exemption ............................................................................................................ 28 

Sales Tax Collection and Payment ................................................................................. 29 

What is a sale? ............................................................................................................. 30 

Sales Tax Reporting ..................................................................................................... 31 

Meals and Food Sales .................................................................................................. 31 

Materials and Services ................................................................................................ 32 

Tax-free Days ............................................................................................................... 33 

Recordkeeping Requirements ....................................................................................... 35 

Travel Guidelines ............................................................................................................. 35 

Lodging........................................................................................................................ 36 

Transportation ............................................................................................................ 36 



4 
 

Personal Vehicle ...................................................................................................... 36 

Rental Car ................................................................................................................ 37 

Airfare ...................................................................................................................... 37 

Public Transportation .............................................................................................. 37 

Meals ........................................................................................................................ 37 

Day Trip .................................................................................................................... 38 

Student Travel ............................................................................................................. 38 

Meal Money ............................................................................................................. 38 

Lodging .................................................................................................................... 38 

Appendix ......................................................................................................................... 39 

Cash Deposit and Inventory Record version A .......................................................... 40 

Cash Deposit and Inventory Record version B ........................................................... 41 

Club Application .......................................................................................................... 42 

Club Responsibility Required Tasks Check List .......................................................... 43 

Credit Card Refund Request ....................................................................................... 44 

Daily Deposit Form ...................................................................................................... 45 

Donation Fundraiser Request ..................................................................................... 46 

Examples of non-taxable items .................................................................................. 47 

Examples of taxable items ......................................................................................... 48 

Existing Club Renewal ................................................................................................ 49 

Fundraiser Event Information .................................................................................... 50 

Fundraiser Profit/Loss .................................................................................................. 51 

Fundraiser Request ..................................................................................................... 52 

Non- Credit Card Refund Request .............................................................................. 53 

Petty Cash Request Form ........................................................................................... 54 

Resale Tax Exempt Certificate .................................................................................... 55 

Sample of Club Bylaws ................................................................................................ 56 

Signature Page ............................................................................................................ 57 



5 
 

Startup Cash Funds Transmittal ................................................................................. 58 

Tax Exempt Certificate ............................................................................................... 59 

Tax Free Day request .................................................................................................. 60 

Ticket Sales .................................................................................................................. 61 

Smart Snacks links .......................................................................................................... 62 

Smart Snacks fundraiser fact sheet ............................................................................ 62 

Smart Snacks Calculator ............................................................................................. 62 

Smart Snacks Guide .................................................................................................... 62 

 

  



6 
 

 

General Statement 
Procedures for the handling of cash receipts are designed to provide accountability 
for monies received in accordance with accepted standards of internal controls.  All 
employees within the District are responsible for complying with the policies and 
procedures described below.  Failure to adhere to these policies and procedures may 
result in disciplinary and/or legal action being taken.  Compliance with these 
procedures will protect the employees when questions arise and protect the District 
from criticism by auditors and other reviewing officials.  All employees have an 
obligation to report any suspected theft, fraud, embezzlement, or any other 
irregularity causing a loss of cash.  Employees who are aware of criminal activity and 
fail to report such may be subject to disciplinary action.  Employees are required to 
cooperate with any police or audit investigation, and they may be requested to keep 
their knowledge of the investigation confidential. 

All principals, secretaries/bookkeepers, sponsors, teachers, and students who will be 
handling money will be required to take annual Cash Handling and Fundraising 
training, pass a Cash Handling test, read these procedures, and receive InTouch 
training before being allowed to hold fundraisers and handle any money.  

Definitions 

Activity Funds 

The Texas Education Agency defines activity funds as funds consisting of monies 
received and held by the school as trustee to be expended or invested in accordance 
with the conditions of the trust. The TEA stipulates that these funds must be used to 
promote the general welfare of the school and the educational development and 
morale of all students, and further states all funds collected by school district 
personnel from students are defined as activity funds and must be processed 
through the activity fund accounts. Activity funds should be accounted for in one of 
two different fund groups. These funds are: 

• Fund 461 = Campus Activity Fund 
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• Fund 865 = Student Activity Fund 

Campus Activity Funds 
TEA and Board Policy CFD Legal mandate the use of Fund 461 to account for activity 
funds designated as campus activity funds. All uses of campus activity funds must 
provide a measurable educational or instructional benefit to the students of CSISD. 
Use of campus activity funds to provide an individual benefit to an employee or non-
employee is prohibited. Campus activity funds are considered District funds. 

Agency Funds 

Student Activity (Trust & Agency Funds) 
TEA and Board Policy CFD Legal mandate the use of Fund 865 to account for activity 
funds designated as student activity funds. Student activity funds are those raised by 
and expended for an official student club or group. All uses of student activity funds 
must provide direct benefit to student group. Use of student funds to provide an 
individual benefit to an employee or non-employee is prohibited. 

Social Committee Funds 
Funds generated or contributed solely by the school faculty to be utilized and 
expended at their own discretion. All expenditures for hospitality, condolence, 
luncheons, lounge facilities, or any other purpose for the sole benefit of the faculty 
shall be paid out of Social Committee Funds. 

The revenue source of this fund typically includes faculty donations. These funds do 
not belong to the District. There is greater flexibility in expenditures from this fund 
since the funds do not belong to the District.  

All funds collected by faculty or administration for a Social Committee Fund is to be 
kept in a locked safe. There is to be a committee that oversees and reconciles these 
funds. These funds should NOT be deposited into the Campus Activity Fund.  

The District’s Tax-Exempt Number may not be used to claim tax exemption by 
individuals making purchases from personal funds, even though such purchases are 
on behalf of the school. Payment must be made by school check to legitimately gain 
exemption from state and local sales taxes. 
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Spending Guidelines 

HB 3646 

HB 3646, 81st Regular Legislative session, requires school districts to adopt a policy 
governing the expenditure of local funds from vending machines, rentals, gate 
receipts, or other local sources of revenue over which the District has direct control. 
The policy must require discretionary expenditures of local funds to be related to the 
District’s education 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. The College Station ISD policy CFD (Local )-A 

The Superintendent shall ensure that student activity accounts are maintained to 
manage all class funds and other funds raised and collected by student clubs or 
organizations for a school-related purpose. The principal or designee shall issue 
receipts for all funds prior to their deposit into the appropriate District account at the 
District depository. 

The Superintendent shall ensure District accounting practices and procedures 
address the expenditure of District and campus activity funds generated from 
vending machines, rentals, gate receipts, concessions, and other local sources of 
revenue over which the District has direct control. Funds generated from such 
sources shall be expended for the benefit of the District or its students and shall be 
related to the District's educational purpose. 

Staff Development and District Meetings 
Light refreshments may be integrated as part of a staff development or District 
meeting (including a meeting involving the community), so long as they are provided 
during the meeting and are made available or served to conduct the meeting more 
efficiently.  

For instance, refreshments may be served at an extended meeting if the 
refreshments are light and presented for consumption during the meeting. An 
example of light refreshments would include coffee, water, soda, fruit juice, cookies, 
popcorn, snack mix, donuts, cinnamon rolls, kolaches, snack pastries and/or snack 

https://pol.tasb.org/PolicyOnline/PolicyDetails?key=224&code=CFD#localTabContent
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breads. The following are not light refreshments: regular or finger sandwiches, pizza, 
or breakfast buffet. 

Meals may be integrated as part of a staff development training or District meeting 
(including a meeting involving the community), so long as the meal is provided during 
the training or meeting and is made available or served to conduct the meeting more 
efficiently. These meals do not count towards the two Appreciation meals allowed. 

For example, a boxed lunch may be served during an in-service training if the price-
per-participant for the meal meets District guidelines (see below), and the meal is 
part of a working lunch that allows participants to remain at the training, rather than 
being allowed to leave for a lunch break. The agenda for the meeting is to indicate 
the time of the meeting and a notation of the “working lunch” or “working 
breakfast.” The agenda will need to be maintained with the purchase order for the 
meal and retained in accordance with our record retention policy. 

The District has established a policy that the cost of a meeting meal is not to exceed 
$15.00 per participant, exclusive of tax and gratuity (if applicable). 

Some examples of expenditures of campus activity funds that are permissible 
under HB 3646: 

• New staff in-service breakfast 
• Student Teacher Orientation Welcome Breakfast 
• Light refreshments during an employee service recognition 
• Light refreshments during a school-wide meeting celebrating a milestone (25th 

anniversary or a new school dedication) 
• Light refreshments during after school staff meetings 
• Light refreshments during student/parent events such as Donuts for Dads and 

Muffins for Moms 
• Light refreshments during PTO meetings 
• Light refreshments during CIP meetings 
• Lunch for teachers on STAAR testing days 
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Appreciation Meals 
A maximum of two meals per school year may be provided for faculty appreciations 
(does not have to be served as a part of a meeting or training). The District has 
established a guideline for the cost of an appreciation meal to not exceed $15.00 per 
participant, exclusive of tax and gratuity (if applicable). 

Meals funded from Social Committee or donated funds (donor must specify in 
writing) designated for this purpose are permissible expenditures. Since these are 
not District funds, there is more flexibility in their use. There are no per person dollar 
limitations or number of event limitations. 

Gifts/Tokens of Appreciation for Employees or Community Members 
Gifts to employees not associated with an employment obligation or expectation are 
not permissible under the spending provisions of HB 3646. 

Examples of expenditures of campus activity funds that are permissible under the 
HB 3646 spending authority ($25 or less): 

• One Teacher/Staff spirit or faculty shirt per school year ($25 or less) if 
teachers/staff are required to wear these items during certain activities (Meet 
the Teacher, Curriculum Night, or Friday Spirit Days) 

• Employee lanyards for ID badges because all employees are required to wear 
ID badges during work. 

• Teacher/Staff items for the classroom such as paperclip holders, tote bags, end 
of day note holders or clipboards. 

• De Minimis (defined by IRS as value of $25 or less) tokens of service 
recognition or special awards, such as service pins, recognition plaques, clocks, 
and small retirement corsages. 

Examples of expenditures of campus activity funds that are not permissible under 
the HB 3646 spending authority: 

• Door prizes at staff development that are funded by public funds (e.g., gift 
card to Starbucks) 

• Gift cards 
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• Items, such as cards for birthdays, loss of loved ones, wedding/baby showers, 
if purchased from public funds. HOWEVER, these items may be purchased 
from Social Committee funds that are generated solely from donations from 
staff. Social Committee funds are private funds and may be used for the 
purchase of items such as retirements, birthdays, weddings, births, greeting 
cards, and condolence flowers. 

Gifts to Students 
Gifts to students when associated with an educational purpose or need are 
permissible under the spending provisions of HB 3646. (Keep in mind, that gifts and 
prizes for students should generally be something for which all students can qualify. 
For instance, a drawing for students qualifying for perfect attendance.) 

Examples of expenditures of campus activity funds that are permissible under the 
HB 3646 spending authority: 

• Student incentive items for STAAR 
• Building modifications (library/kindergarten reading lofts) 
• Door prizes for students in activities to encourage student attendance 
• Student incentives for recognition of achievement 
• School Supplies Fund for economically disadvantaged and at-risk students. 

Accounting 
College Station ISD uses a combination of centralized and decentralized accounting 
and bank reconciliation systems. 

Responsibilities 
The superintendent, principal, and sponsor, as applicable, shall be responsible for the 
proper administration of District, Campus Activity Funds, and Student Activity (Trust 
& Agency) Funds in accordance with state law and local policy, District-approved 
accounting practices and procedures, and the TEA Financial Accountability System 
Resource Guide. 
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Campus Principals have ultimate responsibility for the proper handling of all 
activity funds on their campus, the correct accounting for these funds, and overall 
adherence to the procedures and guidelines set out in this handbook. Every month 
the Campus Principal will reconcile the bank statements for accuracy and send a 
signed copy of the reconciled bank statement to the Business Office. All 
Administrators will be required to complete annual cash handling and fundraising 
training. 

Bookkeepers/Secretaries and other designated support personnel are 
responsible for following CSISD procedures and guidelines in processing transactions. 
They will assist the sponsor with the entry of purchase orders. They will also assist 
with the deposit of funds. They will issue prenumbered District receipt books. They 
will train all new sponsors, staff, and club treasurers on proper cash handling and 
District procedures. All Bookkeepers and Secretaries will be required to complete 
annual cash handling and fundraising training.  They will also need to ensure that all 
staff and students handling money have completed cash handling, fundraising and 
InTouch training annually. 

Club and Activity Sponsors are responsible for following the procedures and 
guidelines as set out in this manual. Only certified personnel (see below) may be 
assigned as official sponsors of Activity Fund Accounts. Paraprofessionals may assist 
with the collections and preparation of various paperwork transactions for the 
accounts. Parents and students may help with activities and count money. However, 
the official sponsor (administrator, counselor, or teacher) shall be cognizant of all the 
account activity and shall sign off on all disbursement requests and deposits. 

All Club and Activity Sponsors will be required to complete annual cash handling, 
fundraising, and InTouch training.  They will also need to assure that any club 
presidents and treasurers receive annual Cash handling and fundraising training 
before handling funds. 

Certified Personnel are current faculty members approved by the campus 
administrator who have administrative authority to organize. 
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Volunteers 

Community members who assist at the campus or within the District to assist 
students or District events. All volunteers MUST complete the online application at 
CSISD.org prior to assisting any clubs or student organizations. 

CSISD Business Services is responsible for maintaining and updating these 
procedures and guidelines for activity funds, providing training, processing requests 
for payments, and reviewing the activity of the funds to ensure adherence to 
procedures and guidelines. 

Independent auditors will include activity funds in the annual independent audit 
of the College Station ISD’s financial records. (CFD (Local)-A) 

Bona-fide Student Organizations 

• Before establishing a student group/organization, prior approval from the 
principal must be obtained. 

• No other club shall exist at the campus that addresses the same or similar 
goals and purposes as the proposed club. 

• A student organization is operated by the students with the oversight of a 
faculty sponsor. Any changes in sponsors need to be reported to the campus 
secretary as soon as possible so training can be scheduled. 

• Sponsors must keep detailed records of the organization's activities and 
collection and disbursement of the organization's funds. 

• A student organization must have a constitution and/or by-laws and are to be 
updated every two years. 

• The club must hold regular meetings. Members must sign in at the meetings. 
• A student organization must elect officers each year to conduct the business 

of the club. Any business or activity of the club must be approved by a majority 
vote of the club members. 

• The club must meet the minimum requirement of at least ten (10) participants. 
• Officers must conduct the meetings in accordance with the by-laws and under 

the guidance of the sponsor. 

https://pol.tasb.org/PolicyOnline/PolicyDetails?key=224&code=CFD#localTabContent


14 
 

• Minutes of the organization's meetings must be written, signed by at least 
three officers, and retained. The minutes must be read and approved at the 
subsequent meeting. 

• The club treasurer shall prepare and present a treasurer's report at monthly 
meetings. 

• As mentioned above, the funds raised by a student organization are to be 
expended at the discretion of the students, approved by campus 
administration, and documented in the minutes. 

• Any payments by check related to the club, whether for fees or fundraisers, 
need to be payable to the CAMPUS. On the check memo line, the club’s name, 
reason for payment (e.g., fees, candy fundraiser), and the student's name shall 
be included. 

• An organization must have a statement included in their constitution/by-laws 
stating how the remaining balance in its activity fund shall be disbursed to a 
qualified 501(C)(3) organization in the event of its disbanding. 

• Funds remaining from an organization which made no such documented 
determination and has been inactive for at least one year, shall be transferred 
by the principal to the Campus Activity Fund and used at the principal's 
discretion. 

• Class account funds are to be completely expended prior to graduation. No 
funds will be kept for future class reunions. 

Fundraising 
• A fundraising activity may be defined as any activity involving participation of a 

student body or a school-recognized student group undertaken for the 
purpose of deriving funds for a school or a school-sponsored group. 

• Fundraisers are held only to raise funds for the benefit of the student body or 
an individual student group and are governed by District Policy. 

• Funds raised during a school year must be expended for the direct benefit of 
the student group within the same school year. A small portion of funds raised 
may be kept for the start of the new school year. Funds raised for future 
events like out of state trips taken every few years or Freshman class saving to 
host their Junior Prom would be exempted and allowed to be saved beyond 
the school year. However, once the purpose of the funds being raised has 
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passed, any remaining funds should be expended during the events school 
year. 

• The sponsor is responsible for maintaining accurate records of all sales 
activities and accounting for all items purchased from vendors for resale. 

• Sponsors shall take care to select a reputable company for the purchase of 
fundraising materials. The sponsor will consult the campus 
secretary/bookkeeper for a list of approved/awarded vendors.  In addition, the 
sponsor shall maintain a good relationship with District vendors by submitting 
bills to the campus bookkeeper/secretary for payment of invoices within 30 
days of receipt/services rendered per TEA policy. After 30 days, the District is 
required to pay interest on outstanding balances. 

• Sponsors must keep control of the merchandise and money. Both shall always 
be secured, and funds must be deposited daily. 

• Sponsors shall keep accurate records of buyers of purchased items and funds 
received, collect all money due to the activity account, and keep a detailed list 
of any amounts due from students. Sales details shall be turned in to the 
campus secretary/bookkeeper with all funds collected. The principal shall be 
notified if student obligations are not paid. 

• The sponsor shall submit a fundraiser profit/loss statement to the 
bookkeeper/principal within 30 days of the conclusion of the project. See page 
51 for a suggested format. 

• Raffles and Bingo (Texas Constitution Art. III Sec. 47b) are not allowable 
fundraisers for school districts or activity fund clubs. Only 501(C)(3) organizations 
and churches are eligible to hold raffles. CSISD is not a 501(C)(3) organization. 
 

IRS regulations 
• IMPORTANT: Please note that IRS regulations state that fundraising amounts 

credited to individual students may be considered income to parents. 
According to the IRS, a group or club cannot require that a member participate 
in a fundraiser nor require that each member raise a certain amount. In 
addition, the IRS stipulates that a member who does not participate in a 
fundraiser would be entitled to the same benefits as those members who did 
participate. The general activity account for a group or club needs to be 
credited for all donations and amounts received from fundraising efforts. 
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When fundraising activities are in the name of the school, all funds raised 
become school funds, belonging to the school-sponsored group responsible 
for raising the money. Crediting individual student accounts for their 
fundraising efforts is strictly prohibited. 

Food Fundraisers 

All school fundraisers that are selling food or candy must meet certain nutritional 
requirements if sold to students during school hours. See USDA requirements in the 
Smart Snacks links. Failure to follow requirements could result in the loss of federal 
funding for the school district, club probation, or possible club disbandment. 

• School Hours are considered midnight through 30 minutes past the last bell. 
• Food must meet nutritional guidelines and not compete with cafeteria sales. 

o Smart Snacks Calculator 
• Schools are allowed up to 6 “free” days per school year. Check with school 

administrator for list of campus chosen days. 
• Online, Ready to Eat food sales must be delivered after school hours. 
• Any questions regarding what is allowed to sell, contact Child Nutrition. 

Requests for Fundraising Activities 

The Campus Principal and the Fine Arts or Athletics Director, if applicable, shall pre-
approve all fundraisers. The sponsor shall complete an Authorization to Conduct a 
Fundraiser Form (page 52) for submission to the principal for approval. Upon 
approval, the principal will retain the original, and a copy shall be sent to Business 
Services at AR@csisd.org.  Fundraiser applications shall be submitted for approval 
during the month of September for Fall fundraisers, the month of January for Spring 
fundraisers, and in May for Summer fundraisers. 

During a school year, school-sponsored clubs and student organizations may have a 
MAXIMUM of TWO fundraisers per semester.  Fundraisers for charities are not 
included in the TWO-count maximum. 

https://fns-prod.azureedge.us/sites/default/files/cn/fundraisersfactsheet.pdf
https://foodplanner.healthiergeneration.org/calculator/
mailto:AR@csisd.org
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Cash Receipts and Deposits 
School personnel are placed in a position of extraordinary trust by parents and 
students when student funds are placed in their care.  Adequate measures to control 
these student funds will assure parents and students that the funds are being 
handled properly.  It is for the purpose of providing this assurance and protection 
that activity fund control procedures have been established. 

The District requires sound cash management of all funds collected from students, 
patrons, and employees. The TEA requires that all funds collected MUST be 
deposited and tracked in the District’s accounting system. All procedures listed 
below are for the protection not only of the District’s assets, but also for the 
protection of the employees as well. 

IMPORTANT: Online payment method is preferred. Payment method accepted may 
NOT be restricted to cash only. Checks may not be made payable directly to District 
employee/club sponsors. 

Do NOT use any online credit payment acceptance vendor other than the District 
vendor InTouch without approval from Business Services first. 

Cash Handling Controls 
• For control purposes, there shall be at least two people involved in the 

collecting and depositing of cash. Therefore, all activity fund accounts will 
have a sponsor separate from the bookkeeper or secretary.  There must be a 
separation of the components of cash handling among staff members in the 
following areas: collection of funds, depositing of funds, and reconciling funds 
with bank statements. Each month the Business Office will reconcile the bank 
statements and send a copy of the reconciliation and bank statement to the 
Administrator. The Administrator will review the bank statement and 
reconciliation, address any issues, sign the reconciliation form, and send the 
reconciliation back to the Business Office within two weeks. 

• A pre-numbered receipt is required each time cash is received or changes 
hands.  The use of receipts is a critical element in internal control, as well as 
the resolution of any differences that may arise later with the payer. 
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• All monies collected are to be turned in to the secretary or bookkeeper daily.  
Cash is never to be held and spent on expenses; all disbursements must be 
made with a check, via a purchase order, a District credit card, or vendor cards.  
All funds received are to be deposited within 2 days of receipt. 

• All money collected must be submitted in the same form as collected. A staff 
member is not to substitute their personal check for cash collected. No 
personal checks are to be cashed from the funds collected. 

• All cash/checks must be kept in a secure location such as a fireproof cabinet or 
safe. Under no circumstances will the cash/checks be kept overnight in a 
teacher’s desk or classroom, nor in their personal possession. Daily, funds 
shall be counted by the sponsor, secured in a locked box or bag, and 
recounted with the bookkeeper or secretary for storage in a locked secure 
cabinet or safe until deposited at the bank. 

• No temporary checks shall be accepted. 
• Checks will only be accepted in the amount of the purchase and may not be 

pre or postdated. 
• Checks must NOT be made payable to an employee or to any individual. The 

following information should be included on the face of the check: 
o Full name 
o Street address (no PO Box) 
o Home phone number (w/ area code) 
o Secondary phone number (w/ area code) 
o Current date (do not accept postdated checks) 
o Purpose of the check (lunch, field trip, library fine, etc.) 

• Funds received via mail will be receipted through InTouch or manually in a 
CSISD pre-numbered receipt book and deposited within 2 days. 

• All money collected must have some type of verification back-up. The sponsor 
must provide a listing when receiving collections from multiple individuals and 
it is necessary to maintain a record of who has paid. Computer-generated lists 
or handwritten ledger sheets are acceptable provided all pertinent information 
is furnished (date, names, number of items sold, amounts paid, and method of 
payment). See Appendix for suggested forms. 

• If it is not feasible to record each individual payee, but only the number of each 
item sold (such as sales at a table, tickets, etc.), a cash receipt voucher may be 
used detailing the beginning inventory, ending inventory, amounts sold, and 
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funds received. This form shall be given to the campus secretary/bookkeeper 
along with the funds collected. 

• Copies of individual receipts used when the purchaser requires a receipt for 
future reference such as yearbook sales, etc., may be used as back-up with 
deposits. Receipts shall be pre-numbered and accounted for in a numeric 
sequence. The receipt is to be prepared by the original person taking the 
money. Copies of the receipts, including any voids, shall back up the deposit 
given to the campus secretary/bookkeeper. Merely providing the receipt 
numbers with no other support does not constitute appropriate supporting 
documentation for collections. 

• The sponsor shall count cash collected to ensure the total agrees to the total 
collections per the Cash Deposit Form. Amounts shall be turned in daily to the 
campus bookkeeper or secretary. 

• The Bookkeeper shall count the funds in the presence of the sponsor, for 
verification of the sponsor’s cash deposit form.  Both the person presenting 
the funds for deposit and the campus secretary/bookkeeper must sign the 
campus deposit form when the verification of funds is completed. 

• The secretary/bookkeeper shall transfer the EOP from the sponsor’s terminal, 
if applicable, and finish the EOP in the presence of the sponsor at the time the 
cash was counted. 

• Upon verification of the cash count, the bookkeeper shall prepare a bank 
deposit slip. The bookkeeper shall provide the sponsor with a cash receipt for 
funds received for deposit. Sponsors shall make sure that a receipt is returned 
to them. If the sponsor fails to receive a receipt or if the amount does not 
agree to their records, the bookkeeper shall be contacted promptly. 

Receiving Cash and Checks 
If the person presenting the cash or check brings the payment directly to the campus 
secretary, bookkeeper, or designated cashier, the campus secretary, bookkeeper, or 
cashier will log in to their InTouch terminal and enter the payment.  A payment 
receipt is automatically generated for the person presenting the payment. 

If the person presenting the cash or check brings the payment to a sponsor or 
teacher, the original person taking the money (sponsor or teacher) MUST prepare a 
signed pre-numbered receipt for all cash and/or checks received or enter payment 
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into InTouch if they have access. Under no circumstances are receipts to be pre-
signed.  

The receipt must include: 

• What the payment is for 
• The name of the person or organization making the payment 
• The date 
• The amount 
• The method of payment (cash or check, and the check number if applicable) 
• The signature of the person accepting the payment 

Funds collected by a sponsor or teacher are to be brought to the campus 
secretary/bookkeeper with a completed campus deposit form listing all payments 
received and the total amount of cash, coins, and checks included in the deposit. 
Never, at any time, is a student to be given custody of or asked to transport a 
deposit (cash or checks) to the campus secretary/bookkeeper. All backup 
documentation verifying the deposit amount shall be included with the deposit. 

If the funds brought to the campus secretary/bookkeeper are NOT already sealed 
with tamper-evident tape, the campus secretary/bookkeeper and the person 
presenting the funds for deposit must both sign the campus deposit form when the 
count and verification of the funds are completed. The count and verification must be 
made at the time of the presentation of funds in the presence of the 
secretary/bookkeeper and the person presenting the funds for deposit. If the 
verification cannot be made when presenting the funds, the secretary/bookkeeper 
must secure all cash and checks in a sealed tamper evident envelope. The envelope 
must be sealed in the presence of the person presenting the funds for deposit and 
kept in a secure location (locked fireproof cabinet or vault) until the person 
presenting the funds for deposit is available to count and verify the funds in the 
presence of the secretary/bookkeeper. This must be accomplished within 24 hours. 

If the funds brought to the campus secretary/bookkeeper are already counted, 
verified by the sponsor/teacher and one additional employee, and in a sealed tamper 
evident envelope, the secretary/bookkeeper will enter the declared deposit amount 
from the signed campus deposit form into InTouch, if not entered by sponsor. 
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Administrative departments may bring deposits directly to the Business Services 
Office. 

The campus secretary/bookkeeper will close out each InTouch terminal DAILY by 
running an EOP (End of Period) and generating deposit reports. 

Review your InTouch deposit report and verify that the description in the memo field 
is precise and meaningful to your campus/dept. This description will be used for State 
and Federal reporting purposes. 

Deposit Procedures 

Deposit Slips 

The Daily Deposit form serves as a deposit ticket. Complete one form per deposit. 

On the District deposit slip, list each dollar amount for each component (currency, 
coin, and checks). Itemize each check by its check number and amount. If the number 
of checks exceeds the spaces allowed, include one copy of the check register from 
your EOP and write “See attached list” in the Checks area of the deposit slip. 

 

Put only like denominations together and count currency/coin twice before 
strapping/placing in a coin envelope. 
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Each check must be properly endorsed (above the endorsement line) with the CSISD 
ISD endorsement stamp. 

Remove all staples, tape, and attachments from the checks. 

Place the original deposit slip and one additional copy (plus the copy of the check 
register, if applicable) in the deposit bag or a sealed envelope. 

Deposit Bag Packaging and Sealing Procedures 

Place currency, coin envelope, checks, and deposit slips in the deposit bag. Include a 
copy of the check register with checks, if applicable. If there are multiple deposits 
placed in one locked deposit bag, each deposit must be sealed in its own envelope 
with the amount written on the envelope. 

Bags must be properly sealed. 

Log deposit bag information in the Deposit Logbook and place both the deposit and 
logbook in the safe until a courier arrives to pick up the deposit. 

Have the courier sign the logbook at the time they pick up the deposit. 

Supplies 

Coin envelopes may be purchased from the District's warehouse or an approved 
office supply vendor. Deposit slip books, receipt books, bank endorsement stamps, 
and deposit bags are requisitioned from the Business Office Accounts Receivable 
department. 

Donations 
While CSISD firmly believes in the educational value of giving back to the community, 
the giving and receiving of donations for a school district is governed by legal and 
practical considerations. District procedures attempt to balance the generous 
impulses of CSISD students and staff with the applicable laws and regulations. 
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Donations to CSISD 

All donations must meet the District’s policy set forth in CDC(Local)-A.  

Donations for a specific purpose should only be accepted if the purpose aligns with 
District or Campus goals and initiatives. If the value of the donation is between 
$2500.00 and $5000.00, the donation must be reviewed and accepted by the 
Executive Director for that Campus or department. If the value of the donation is 
greater than $5000.00, the donation must be reviewed and accepted by the Chief 
Financial Officer. 

An employee shall obtain prior approval from the employee's supervisor before using 
the name or image of the District, a campus, or any student. 

Acceptance of gift cards or gift certificates 
The District shall NOT accept gift cards or gift certificates at any time. If the gift cards 
are to be passed to CSISD staff this “monetary” gift is considered taxable wages.  

Gift cards of a diminutive amount passing directly from the hands of a community 
business to an employee are allowable, assuming no conflict-of-interest issues are 
raised, and if they do not at any time pass through CSISD.  

Miscellaneous 
No District student or employee may endorse or promise to endorse in any way a 
specific vendor product in exchange for a donation. 

Temporary “donations” from any source which are later given back to that source 
are not allowed. Examples of these types of donations include, but are not limited to: 

• Property/equipment donations made to the District with the caveat that the 
items be available for use by the donating entity at a future date. 

• Donations made to the District with the intent that the donation will be 
returned to the donor. 

https://pol.tasb.org/PolicyOnline/PolicyDetails?key=224&code=CDC#localTabContent
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Donations from CSISD 

Although the collection of funds to donate for charitable purposes creates a 
wonderful learning experience for students, there are legal and practical restrictions 
which must be observed. For these reasons, community service projects with an 
emphasis on civic service rather than monetary collections are encouraged. 

Allowable collection of funds for donation 
• Funds may be collected for donation purposes only after approval has been 

received from the Leadership function. Prior to the collection of any funds, the 
“Student Fundraising Projects for the Purpose of Donation” form (page 46) 
must be completed and submitted to the Campus Administration for approval. 

• Funds may be collected and donated only to the entity qualified under federal 
tax law to receive donations for charitable purposes. A copy of the entity’s 
approved 501(c)(3) form must be obtained prior to collection of funds. 

• Funds may NOT be collected and donated to an individual or to any 
organization that does not have a 501(c)(3) approved status. 

• Funds may be collected for donation purposes only by an established student 
organization. (See bona-fide student groups section on page 13) 

• Recognizing that not all campuses may possess an established student 
organization, each campus may choose to participate in an annual fundraiser 
for donation to a charitable organization. The fundraiser must follow the 
approval process set forth above. 

• In the event of a national or international tragedy (e.g., Hurricane Katrina, Haiti 
earthquake), the Superintendent may authorize additional campus wide 
fundraisers for donation to the victims. 

• Groups wishing to conduct a donation fundraiser that does not fit into one of 
the categories above (e.g., cheerleader fundraisers conducted for Susan G. 
Komen) should: 

o Consider a civic service project instead. 
o Approach their PTA or Booster Club to head up the fundraiser. 
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Other allowable types of donations 
In-kind or non-monetary types of donations usually consist of goods and services that 
are donated for charitable purposes. Types of in-kind donations are food drives or 
clothing drives. 

In-kind donations: 

• May only be donated to an entity qualified under federal tax law to receive 
donations for charitable purposes. A copy of the entity’s 501(c)(3) form must 
be obtained prior to collection of funds. 

• Must be approved by the Campus Administration through the submission of 
the “Student Fundraising Projects for the Purpose of Donation” form. 

• Are not limited to only an established student group. There is no limit to the 
amount of in-kind donations from a specific campus, team, class, or other 
group, provided that the correct permissions are obtained from Student 
Services. 

Disbursements from Campus Activity Funds 

Expenditures 

All activity fund disbursements shall be expended for the benefit of the CSISD or its 
students and shall be related to the CSISD’s educational purpose. 

All disbursements from activity funds shall be in compliance with CSISD purchasing 
policies. Effort shall be made to disburse funds by means of a CSISD purchase order 
with a CSISD-approved vendor. All questions regarding approved vendors and the 
purchase order process shall be directed to the CSISD Purchasing department. 

CSISD WILL NOT PAY for purchases (any commitment of District dollars) made unless 
a purchase order was issued first. Any supplies/equipment/services obtained without 
a properly drawn and issued purchase order will be at the employee’s expense. 

It is the responsibility of the requestor to use the appropriate budget code and to 
ensure sufficient funds are available in the school club’s budget prior to initiating any 
purchasing action. 
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All CSISD purchasing procedures apply, and approved vendors must be used. 

Reimbursement payments are discouraged, but if they cannot be avoided, they 
require acceptable documentation: vendor’s original invoices and/or sales receipts or 
cash register tapes.  Balance due statements, copies, and credit card slips that only 
show a total are not acceptable because the items do not provide appropriate detail. 

The sponsor shall provide the appropriate documentation to the 
bookkeeper/secretary when submitting invoices for payment. The original vendor 
invoice or quote must be submitted. Invoice copies and vendor statements of the 
balance due are not acceptable forms of documentation. If disbursement is from a 
student activity account, a copy of the club minutes which notes those present, 
details of the approval of the purchase, and is signed by the club president or 
designee is required. The bookkeeper/secretary will maintain this documentation. 
Disbursements for Campus Activity Funds require principal or principal designee's 
approval. 

All requests for payments must be submitted in a timely manner. Late payments to 
vendors reflect on the entire school district and could result in late payment fees or 
interest charged to the account. Texas Government Code Chapter 2251 requires the 
District to pay vendors within 30 days of the latter of: the date the goods are 
received; the date of performance of the service; or the date the invoice is received 
by the school district. 

All payments are to be made by check. No payments can be made with cash. 

Payments to District employees must be made through the CSISD Payroll or Accounts 
Payable departments. Cash payments shall never be made to employees from the 
Campus Activity Fund or Student Activity (Trust and Agency) Fund for services 
rendered, extra duty, or overtime. Activity funds can be used to reimburse payroll 
budgets. 

People or companies who are not current District employees and are paid for services 
provided to an activity fund account must be identified as independent contractors. 
HR makes this determination. Some individuals do not qualify as independent 
contractors and must be hired through HR as temporary employees per IRS 
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regulations. At least six (6) weeks prior to the event, contact HR about the individuals 
that need to be hired for approval. If it is deemed the individual needs to be hired as a 
temporary employee, fingerprinting, background check, and paperwork is required. 
Payments to contractors will be reported to the IRS and a form 1099 will be issued to 
the contractor if yearly amounts paid are over $600. An IRS form W-9 indicating the 
taxpayer ID and CSISD Miscellaneous Contractor form must be completed and 
forwarded to Accounts Payable before the contractor can be paid. 

Sponsors are responsible for communicating with the bookkeeper before 
committing to any contracted service. The bookkeeper will check to see if the vendor 
is active in the CSISD system and determine if a contract is required. All contracts and 
lease agreements must be reviewed by CSISD’s Business Office prior to approval. 

• Presenter/Performer including disc jockeys, seminar, and workshop speakers, 
etc. 

At the beginning of this manual there is a quick reference guide created for principals 
and office staff that provides guidance on allowable/non-allowable expenditures 
from general operating, campus activity, and student activity funds. The list is not all-
inclusive and shall be used as a guideline. 

Petty Cash 

Petty cash is on hand, at each campus, to disburse money for small dollar amount 
emergencies or special circumstances. Schools and some departments are given a 
specific amount of petty cash at the beginning of each school year. Receipts are 
reconciled, submitted, and petty cash replenished at least once a month. The Petty 
Cash Request form is to be completed and approved by the campus principal or 
department director prior to any purchase, and then the change and receipt are to 
be returned to the office secretary or bookkeeper immediately upon return from the 
store. 

Petty cash reimbursements will not be made for unapproved purchases or for 
purchases made with vendors where a vendor card or purchase order can be used. 
Petty cash is not to be used to circumvent District purchasing procedures. Purchases 
from vendors that a PO or District vendor card (Amazon, Sam’s Club, Lowe’s, HEB, 
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Kroger, Hobby Lobby, etc.) should have been used for will not be reimbursed unless 
there were extenuating circumstances and the purchase was pre-approved by 
Administration. See the Business Services Procedural Manual for more information 
regarding petty cash transactions. If there is an emergency (ex: school is closed, not 
enough time for a PO, or District credit card not working or unavailable), 
reimbursement may be approved for those expenses; however, these incidents will 
be handled on a case-by-case basis with final approval of reimbursement decided by 
the campus principal, Fine Arts Director, CTE Director or Athletic Director. 
https://www.csisd.org/departments/business_services/procedures 

Tax exemption 

Provisions under Article 21.023 of the Federal Statutes provide tax exemption to the 
school district. CSISD is entitled to an exemption only on items purchased that relate 
to the educational process. The Texas Sales and Use Tax Exemption Certificate must 
be presented each time a purchase is made. The certificate is found on page 59 or 
can be obtained from the Business Services Department. The College Station 
Independent School District Tax-Exempt Number may not be utilized by a parent, 
patron, or alumni organizations to secure exemption from sales taxes. 

Purchases by individual members, teachers, or coaches of classes or teams do not 
have exemption from sales tax even though they relate to the school or a school 
organization. Examples of these types of purchases are cheerleaders purchasing their 
own uniforms, athletic team members purchasing their own jackets, or science 
students purchasing a science board. 

Example: 
Cheerleader uniforms are taxable unless sold to an exempt entity. College 
Station ISD is exempt; however, students attending the schools are not 
exempt. Therefore, if a school buys two uniforms for each cheerleader and 
each cheerleader pays for one of the uniforms, then the uniform paid for by 
the cheerleader is taxable. 

Booster clubs, PTOs, and other associated groups may not use the District’s tax 
exemption certificate or employer ID number. By law, these groups must obtain 

https://www.csisd.org/departments/business_services/procedures
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their own tax exemption status and employer ID number. Sponsors shall never give 
these groups the District’s ID number. 

Sales Tax Collection and Payment 
A school district is a subdivision of the State of Texas and is, therefore, exempt from 
paying state sales tax to vendors. Purchases made by a campus for educational, 
instructional, or for administrative use necessary to the operation of the school are 
exempt from tax (office supplies, duplicating paper, furniture, and equipment, etc.). 
Purchases made by individual members or teachers/coaches of classes or teams have 
no exemptions even though they relate to a school or a school organization. 
Examples: cheerleaders purchasing their own uniforms, band members purchasing 
their own instrument, or science students purchasing a science board. 

Only authorized employees of College Station ISD are allowed to use the District’s tax 
exemption for purchases. The District’s exemption status may not be utilized by 
faculty or students to secure exemption from sales tax for the purchase of items to 
be used for personal benefit. Purchases from the campus social/benevolence 
(Sunshine Fund) are not eligible for tax exemption. 

Each campus will receive a Texas Sales and Use Permit which must be prominently 
displayed in the campus administrative office.  

To be afforded the sales tax exemptions, various certificates are to be presented: 

Tax Exemption Certificates 
The Texas Sales and Use Tax Exemption Certificate is to be presented each 
time a purchase is made. It 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 will be made from the 
organization’s own funds. It must be signed by the employee making the 
purchase, because the form certifies that they are using the exemption legally 
or will otherwise be held responsible. 
 
Resale Certificates 
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A Texas Resale Certificate is to be given to the vendor when merchandise is 
purchased by the school for resale (such as fundraisers). 
 
Texas Hotel Occupancy Tax Exemption Certificate  
This is provided by Accounts Payable when employees travel. Educational 
organizations and their employees traveling on official business of the 
organization are exempt from the Texas state hotel tax: the organization and 
their employees must pay local tax. The Texas Hotel Occupancy Tax Exemption 
Certificate must be presented at the time of registration at the hotel. When 
traveling out of state, District employees or groups are not afforded any tax 
exemption on hotels.  

Note that meals purchased by the school for group student travel on authorized 
school trips are exempt from the sales tax only if the school contracts for meals. This 
would also apply for banquets for school groups. Generally, the meal must be paid 
for with a school check, and the eating establishment must be provided with an 
exemption certificate. Individual members of the groups may not claim exemption 
from sales tax on meals they purchase while on a school or school District authorized 
trip. When individuals request reimbursement for their individual meals, the tax that 
they could not be exempt from should not be reimbursed. 

What is a sale? 

A sale is the performance of a service or the transfer of possession of tangible 
property for consideration (usually money). For a listing of specific examples, please 
refer to the Sales Tax Decision Table in the appendix section. 

Sales tax must be collected when items purchased are made available for resale. 
However, if another agency provides the items to sell and the campus is acting only 
as an agent for the seller, the District is not liable for sales tax. The campus may still 
have to collect sales tax, but the vendor is responsible for reporting the taxable sales 
to the state (for example book fairs, catalog sales). 

When the school or school group purchases the merchandise and then resells these 
items to customers, the school is considered the seller. It is irrelevant if the item will 
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be utilized by a student for a school function; if the item becomes the personal 
property of the student, they must pay sales tax if it is a taxable item. 

School districts, schools, and school groups making sales of taxable items that do not 
have a specific exemption must collect and remit the tax. The items or activities on 
the taxable vs non- taxable tables have been identified as being taxable or non-
taxable by the Comptrollers’ Office when sold or sponsored by a school or by an 
organization within a school. Whether taxable or not, all sales are reportable as sales. 
The taxable vs non- taxable tables (pages 47 and 48) are not all-inclusive but may 
help you make determinations on other similar sales. 

Sales Tax Reporting 

Each month deposits are reviewed by the Business Office to determine which sales 
are taxable and which ones are only reportable. Both taxable and non-taxable sales 
are reported to the state with sales tax being calculated and remitted electronically 
by the Business Office. 

To accomplish that, a monthly sales tax report for the District, is completed by the 
Business Office using the data from deposits that have been posted each month. The 
Business Office will submit the report to the State and remit any tax necessary. After 
the tax is remitted to the state, a journal entry will be posted charging the budget 
codes affected by taxable items. 

Meals and Food Sales 

The sales tax statute exempts the sale of food, including meals, soft drinks, and 
candy, by a group associated with a public or private elementary or secondary school 
when the sale is part of a fundraising drive sponsored by the organization, and all net 
proceeds from the sale go to the organization for its exclusive use. Student groups, 
PTAs, and booster clubs are included in the provision. It does not matter if the sale is 
during the school day, the evening, or on a weekend; if it is a fundraiser, it is not 
taxable. However, tax-exempt sales of food by a school district (i.e., food service) are 
limited to the regular school day. Catered food sales by the District’s food service 
department are taxable unless sold to the school district. All athletic event 
concession sales are taxable unless the sales are part of a tax-free day fundraising 
event. 
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Note: these are the Comptroller’s rules and do not consider the Texas Department of 
Agriculture, Texas Public School Nutrition Policy #7 CFR 210 regarding Foods of 
Minimum Nutritional Value. 

Materials and Services 

Funds received and deposited into activity funds from the sale of materials or 
services must be analyzed to determine if the sale is subject to the collection and 
remittance of state sales tax. All sales, both taxable and non-taxable, must be 
reported to the state. CSISD Business Office will report sales and remit the tax to the 
state monthly. A taxable sale is defined as the transfer of title or possession of 
tangible personal property for consideration (usually money) or the performance of a 
taxable service for consideration. Schools must collect sales tax on all sales that are 
not specifically exempt. (See pages 47 and 48 for lists of tax exempt and taxable 
sales.) Best practice is to consider all sales taxable unless proven to be exempt. 

For example, sales tax must be collected on: 

• School purchased supplies sold directly to students including athletic 
equipment 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. 
• The sale of a school newspaper if the sales price per copy exceeds $.75 per 

issue. 
• School rings (unless acting as an agent for the vendor and the vendor is 

collecting and remitting sales tax). 
• Books sold at student book fairs (unless acting as an agent for the vendor and 

the vendor is collecting and remitting sales tax). 
• Charges to the general public for parking. 
• Admissions to Amusement parks and events (Six Flags, Houston Symphony, 

Water Parks, Grand Station, etc.). 

Schools are not required to collect taxes on the following: 

• Fees and admission tickets (for school sponsored events: dances, concerts, 
theater productions). 
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• Student club membership fees. 
• Parking permits and fees charged to students, faculty, or staff for parking 

(Rule 3.315). 
• Sales of food or soft drinks that are: 

o Sold and served during the regular school day. 
o Sold by a person under 19 years of age who is a member of an 

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

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

Sponsors must report taxable sales and collection of sales tax to the campus 
bookkeeper or secretary. The sales tax rate is 8.25% (6.25% state, 1.5% City of College 
Station, and .50% Brazos County). As funds are deposited, the sales amount is 
reported in the Activity Fund, and the Business Office will pay the taxes from each 
fund. 

When imposing sales tax, the school has the option of: 

1. Adding the tax to the selling price of the item. If the selling price were $1.00, 
the school would collect $1.08 from the buyer. 

2. Absorbing the tax in the selling price of the item. If total sales were $100.00 
including tax, the organization would divide the total sales by 1.0825 to find 
taxable sales or $92.38. Multiply total sales by .0825 to find sales tax to be 
remitted of $7.62. 

Tax-free Days 

Each bona-fide chapter is permitted TWO tax-free sales days per CALENDAR year.  
The sponsor will determine at the beginning of the school year which two CALENDAR 
days will be their organization's tax-free days. These dates will be reported to the 
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campus bookkeeper and District accountant. It is now a requirement that tax-free 
days be indicated on the Fundraiser Approval form and be accompanied by meeting 
minutes that include the vote and approval by the general membership to use a tax-
free day. The minutes shall also include a brief description of what the club will be 
selling and must designate a specific date for the sale. 

A bona-fide chapter is a group that must be organized for some business or activity 
other than instruction or a participatory group. Essentially, any student group that is 
recognized by the school and is organized by electing officers (not just participatory 
captains), holding meetings, and conducting business, is a bona-fide chapter of the 
school. Groups meeting for classroom instruction or team sports are not categorized 
as bona-fide chapters and do not qualify for the tax-free day sales. 

For example: 

• The school district qualifies for a tax-free day. 
• The school-wide fundraiser qualifies for a tax-free day. 
• The Basketball Club qualifies, but the basketball team does not. The 

Cheerleader Club qualifies, but not the cheerleader team. The Debate Club 
qualifies, but debate teams and classes do not. 

• The Senior Class qualifies, but not one particular class that has seniors in it. 

Collection and remittance of state sales tax is not required on qualified sales made 
during each one-day period. One day is defined as a consecutive 24-hour period. 
Items sold after the completion of the one-day sale are taxable. If items are pre-sold, 
such as yearbooks, items delivered from the vendor within one 24-hour period are 
non-taxable. Items sold after the completion of the one-day event are taxable. 
However, tax-free orders for merchandise can be taken for more than one day, if the 
merchandise is all delivered on the same day and the money has been collected. 

Yearbook tax-free day example: 

Between August 15th and May 1st of the school year money is collected for the 
current school’s year’s yearbook presales. On May 2nd, the yearbooks are handed out 
to the students. This day is you tax-free day for all presales and any books sold on 
May 2nd. Starting on May 3rd, all sales for that school year’s yearbook become taxable. 
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Information and clarification regarding all state and local sales tax statutes may be 
obtained from the Business Office. 

Recordkeeping Requirements 
All records such as receipt books, deposit slips, check requests, purchase orders, 
sales records, cash reconciliation forms, student organization minutes etc., must be 
kept in an orderly fashion and retained for audit purposes for a total of seven (7) 
years. Activity funds may be audited by the CSISD’s internal or independent auditors 
and CSISD Business Services staff. All records of the sponsors and secretaries or 
bookkeepers are subject to audit and must be made available upon request. 

All funds shall be left in the appropriate account, and each sponsoring group shall 
retain the carryover funds for the next fiscal year. If an organization ceases to 
function or exist, the unexpended funds of the organization shall be credited to the 
appropriate administrative activity account. 

At the close of a student organization, such as a Class Club, the students must vote 
on how any remaining balance in their account will be distributed. A copy of the 
minutes must be attached to the final check request and given to the bookkeeper. 
Accounts with no activity for a period of one (1) year will be closed by the Business 
Office. Funds from the closed accounts will be moved to the Principal’s Campus 
Activity Fund Discretionary account. 

Travel Guidelines 
All travel must be approved by the department or campus administrator prior to 
travel arrangements being made. 

All out of state travel must be preapproved by the Superintendent before any travel 
arrangements may be started. Depending on the amount of the trip’s costs, it may 
also require Board approval. For example, a high school band traveling out of state 
that costs over $50,000. 

General travel information to be familiar with include: 

Full CSISD travel procedures are found in the Business Services Procedural Manual. 
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https://www.csisd.org/departments/business_services/procedures 

Lodging 

Lodging is to be reserved with a District credit card, NOT an employee’s personal 
card. No hotel room bookings are to be completed through a third-party site (i.e., 
Expedia, Orbitz, Kayak, etc.). By booking through these sites the hotels are unable to 
provide the District a detailed receipt at time of checkout, and they are unable to 
remove any taxes, the District is exempt from paying. 

The original hotel receipt is required and must be sent to Business Services within 2 
days upon returning from travel along with the credit card. The hotel bill is to clearly 
indicate the name and address of the hotel, the name of the employee, and daily 
itemization of lodging charges. The District is exempt from Texas state sales tax on 
lodging and hotel parking. An exemption form is provided for each trip in your travel 
packet and is also available on the CSISD website. This form should be provided to 
the hotel at time of check-in. The traveling employee is responsible for requesting and 
obtaining credit for any Texas state sales tax charges or any other errors. Room rate, 
city, and other taxes should be the only charges showing. Incidentals are to be paid 
with personal credit cards. 

Even if a $0 balance is showing when a bill is slipped under the room door the 
morning of departure, the traveler is to check out at the hotel desk and get a 
finalized bill reflecting a $0 balance and verify the bill does not include state tax or 
charges the employee did not make. 

Transportation 

Transportation is the cost of traveling to and from a destination while on CSISD 
business. See below for specific guidelines related to modes of travel. 

Personal Vehicle 
Travelers should arrange to have four people per car when multiple people are 
attending the same event. The driver will complete the mileage information on 
his/her Employee Travel Request form and include the names of the other riders. 

https://www.csisd.org/departments/business_services/procedures
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Mileage 
Mileage incurred in an employee’s personal vehicle may be reimbursed at the rate 
adopted by the Texas Comptroller of Public Accounts and is calculated from your 
campus/Central Office to the travel destination. This rate is subject to change by the 
State. 

Rental Car 
The District has a state contract with Enterprise and Hertz. Our state contract 
includes a set rate. Insurance is included in the rate given. Under the state contract, 
the District is covered for liability and a damage waiver is included. Rental cars are 
paid with a purchase order. The rental also includes roadside assistance. No 
additional insurance should be needed. 

Gas Cards 
The District will provide gas cards (WEX) if an employee is traveling with a rental car 
paid for by the District or using a District vehicle.  

Airfare 
Airfare is to be paid using a District credit card. Airfare is to be purchased directly 
from the airline and NOT a third-party site such as Expedia, Orbitz, etc. 

Public Transportation 
Employees may use a District credit card to pay for public transportation. Actual 
amounts paid by the employee will be reimbursed with an original receipt. Any 
charges made to the credit card must be accompanied by a receipt.  

Meals 
The Meals and Incidentals Breakdown can be found using the meals tab on the 
Employee Travel Request/Reimbursement form at www.csisd.org under Business 
Services Commonly Used Forms. 

Alcoholic beverages are not reimbursable. 

Gratuities are included in the per diem rate. 

http://www.csisd.org/
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Tips may be paid using general funds or activity funds up to a maximum of 20%. 

No meals will be advanced.  

Day Trip 
When an overnight stay is not required, the employee will not be reimbursed for 
meals unless traveling with students. The IRS requires that meal reimbursement for 
non-overnight trips be reported as taxable income and reported on the employee’s 
W-2 accordingly. Therefore, meal reimbursement is no longer provided for non-
overnight trips. 

Student Travel 

Below are the student travel rates, provided budgeted funds are available. 

Meal Money 
All meals paid from general funds (199) for students and sponsors (non-employee) 
traveling due to student travel are to be calculated at $10 per person per meal. 

Any meal money provided over $10 per person per meal can be paid from Activity 
funds and or Trust & Agency. 

Meals for employees traveling day or overnight due to student travel will be 
reimbursed for actuals up to the allowable rate per the Texas Comptroller. 

Lodging 
Four students per room is recommended, provided there are enough boys/girls. 
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Appendix 
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Cash Deposit and Inventory Record version A 

Links:  (Fillable)  (Non-fillable) 

 

https://drive.google.com/uc?id=1gmjbCCQB3n5us7zGICuwUGNU4kI8hTyF
https://drive.google.com/uc?id=1ZUs8oUVAg8iXNj-EcFQOcidIFrmS_j4G
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Cash Deposit and Inventory Record version B 

Links:  (Fillable)  (Non-fillable) 

 

  

https://drive.google.com/uc?id=1U2Z84rMAQ-Wq74KXOKvhhe4rxSgGUiIf
https://drive.google.com/uc?id=1PhAYc15qpGbj2bgpn5JmNO8J5LT5MRhP
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Club Application 

Links:  (Fillable)  (Non-fillable) 

 

https://drive.google.com/uc?id=1AJbbIZYud8oouZu6eDagGsOUdDYD59mW
https://drive.google.com/uc?id=1GRZQvii9Gys8eioQ32RWOwyvpcpCy8CG
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Club Responsibility Required Tasks Check List 

(Link) 

  

https://drive.google.com/uc?id=1gFeq8AO_H_tONDXujRyIYFk9-I2LUrrq
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Credit Card Refund Request 

Links:  (Fillable)  (Non-fillable) 

 

https://drive.google.com/uc?id=1V2zAHVHho0LaxARE5jc4G05uHzlKlLke
https://drive.google.com/uc?id=131OBIw8zRUy-fUbtg1m8i_V3mPtbMz6O
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Daily Deposit Form 

Links:  (Fillable)  (Non-fillable) 

 

https://drive.google.com/uc?id=1oCObdwrIPOvCQ9BOISu50pafZ8heZTUU
https://drive.google.com/uc?id=1tFG3gTV2AV4hzTtW11y7dE8QEgCN11DM
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Donation Fundraiser Request 

Links:  (Fillable)  (Non-fillable)

 

https://drive.google.com/uc?id=1n4ZFyOnQR5HMB-X7YTreGuECoZB6HZ13
https://drive.google.com/uc?id=1LP2jic1E-t355X4tCs31952Mtf06R5GB
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Examples of non-taxable items 

(Link) 

 

https://drive.google.com/uc?id=1eLaKhFjSWpmARR6S41gCisVxkTEqXMDB
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Examples of taxable items 

(Link) 

  

https://drive.google.com/uc?id=1HILRGZMm1qYswHxqOoIE5gkK9OPXCvYH
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Existing Club Renewal 

Links:  (Fillable)  (Non-fillable) 

 

https://drive.google.com/uc?id=17KDuSdZo1QEL4ybWdBKPYQmmM820LB0t
https://drive.google.com/uc?id=19tkz4pF1I00L1e451F88Zrlz1OjCQDMW
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Fundraiser Event Information 

Links:  (Fillable)  (Non-fillable) 

 

https://drive.google.com/uc?id=13IIxebsgq4oB_7Z-WWWyqi94OSeY6ATb
https://drive.google.com/uc?id=1IVROAueMKhtMdIvSXHMZ91SUh_9jDcTr
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Fundraiser Profit/Loss 

(Link) 

 

https://drive.google.com/uc?id=1DDCW6wrHJ7qU_aYnTIRXgincuw1y2-lz
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Fundraiser Request 

Links:  (Fillable)  (Non-fillable) 

 

https://drive.google.com/uc?id=1xa8CNUrYI1hw_t3fCZR937yh0UJmGeDD
https://drive.google.com/uc?id=1w9WT1IsYXRhalmhx3gvrnP13m3OWr8JK
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Non- Credit Card Refund Request 

Links:  (Fillable)  (Non-fillable) 

 

https://drive.google.com/uc?id=1uCWk_jYf-FEuOEuivVldhzCrwotnBbss
https://drive.google.com/uc?id=16nZFDhPJFyH3oF0_zM73qnA3cFjgIj7Z


54 
 

Petty Cash Request Form 

Links:  (Fillable)  (Non-fillable) 

  

https://drive.google.com/uc?id=1MVpxNNDdf-GW4000qICSq3HoDq0ebUNR
https://drive.google.com/uc?id=1VfI9K5y43KnSXglmZCWiXiosUfkLQDp3
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Resale Tax Exempt Certificate 

(Link) 

 

https://drive.google.com/uc?id=10EXVsip9NwJ03Fm-dBSRc5EBuNI5UVL_
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Sample of Club Bylaws 

(Link) 

 

(continued in linked document) 

https://drive.google.com/uc?id=18_Qo9CPooUhphqO16v1d_68YLPumrbHf
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Signature Page 

(Link) 

 

https://drive.google.com/uc?id=1QEJxewqLLZSjtrjzpblRNZIIXNgv1VOn
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Startup Cash Funds Transmittal 

(Link)

 

  

https://drive.google.com/uc?id=1W2aUZ8YWMxyLVhzymcvC0dmCMesQv3Tm
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Tax Exempt Certificate 

(Link) 

 

https://drive.google.com/uc?id=1gYtaMVXZwU3Knm72usK1EwcB1HPVVGtP
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Tax Free Day request 

Links:  (Fillable)  (Non-fillable) 

 

https://drive.google.com/uc?id=1g29hlx44QoSSuGlk89X6Rdr3AeSM8Q70
https://drive.google.com/uc?id=1DoQI3KSRItvTpgshc4FxYg77wZvxd9Kx
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Ticket Sales 

Links:  (Fillable)  (Non-fillable) 

 

https://drive.google.com/uc?id=11Q1cAwx3jftLhQYvWlionz_FVIQuZ__P
https://drive.google.com/uc?id=1B2OFS00zKtHSAzR1wFIrA0SflAs0kW1D
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Smart Snacks links 

Smart Snacks fundraiser fact sheet 

Smart Snacks Calculator 

Smart Snacks Guide 

https://fns-prod.azureedge.us/sites/default/files/cn/fundraisersfactsheet.pdf
https://foodplanner.healthiergeneration.org/calculator/
https://fns-prod.azureedge.us/sites/default/files/resource-files/smartsnacks.pdf
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