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ACCOUNTING CFD
ACTIVITY FUNDS MANAGEMENT (REGULATION)
GUIDELINES All activity should be in accordance with the Activity Fund Manual located

on the Finance Department's website.

1.
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Records will be kept in accordance with generally accepted
accounting principles (GAAP) and the TEA Financial
Accountability System Resource Guide (FASRG).

Activity funds will be audited according to campus assessed risk
utilizing four criteria:

¢ Materiality of annual cash receipts.

e Time elapsed since last audit.

e Change in principal or secretary/bookkeeper at the
campus,

¢ Internal control environment at the campus.

A rating scale of 1-3, with 3 having the greatest risk, is applied to
the criteria. Schedule of audits for activity accounts is as follows:

e High Risk School Every Two Years
¢ Moderate Risk Schools Every Three Years
e Low Risk Schools Every Four Years

All activity fund records will be kept on file in the school for a
period of five years.

Collections of funds will be remitted to the campus bookkeeper
timely accompanied by appropriate supporting documentation.

Bank deposits will be made timely accompanied by appropriate
supporting documentation and duplicate deposit slips.

Purchases made with CAF are subject to purchasing laws.
Purchases with all funds are subject to district vendor and
accounting department requirements.

Payments from the SAF or CAF will be made by check for the
designated purpose and as supported by appropriate
documentation. Checks must be signed by two authorized
persons.

The transfer of funds from one individual account to another will
be by mutual written agreement between the sponsors and the
Principal.

Monthly bank statements will be reconciled by the Finance
Department as soon as possible upon receipt.
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10. Funds held in the activity funds will be included in the Annual
Financial Report.

e Campus Activity Fund (CAF) as a special revenue fund.
e Student Activity Fund (SAF) as a custodial fund.

11. Upon the dissolution of any activity fund group, the school
principal will ensure that any liabilities of the group are liquidated.
Any remaining assets of that group will be transferred, with the
approval of the principal, to another activity fund account.

All property purchased by school organizations, activity funds accounts,
or contributed by outside organizations become the property of the
District.
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