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INTRODUCTION

These Activity Fund Guidelines and Procedures have been prepared to provide
assistance in the proper handling and accounting for activity fund monies on
Somerville ISD campuses.

The Texas Education Agency provides some guidance and requirements on activity
fund accounting in the Site Based Decision Making Module of the Financial
Accountability Resource System Guide (FASRG). This handbook incorporates the
guidance provided in the FASRG and sets out specific guidelines and procedures for
Somerville ISD.

Financial accounting is essential to the successful operation of schools and school
districts. The accuracy of financial information depends on the proper recording of
individual transactions. Properly recording transactions at individual campuses is the
responsibility of campus personnel. The campus principal is ultimately responsible for
the activity fund monies and the proper accounting of these funds.

This manual is provided to ensure that generally accepted accounting principles are
followed and that sound internal controls are in place to provide protection of student
and campus activity funds. The procedures and guidelines provide both
administrative and accounting controls to safeguard assets and ensure reliability of
the financial records. Adhering to these guidelines and procedures can help to prevent
the misappropriation of funds, violations of Federal, State, and District regulations,
and acts of fraud or negligence.

This manual will be continually updated and improved with more detailed guidelines
and information. Please notify the Business Manager with any suggestions.




WHAT ARE ACTIVITY FUNDS?

Activity funds are funds generated and accumulated by the school from the collection
of student fees, school-approved fund raising, and other activities. These funds are
held in trust by the school and are used to promote the general welfare of the school
and educational development and morale of all students.

There are two main categories of activity funds:

activity funds are funds generated by specific student groups, not by the
district or campus. Decisions about the expenditure of student activity funds are
made by the students.

activity funds are funds raised locally at the school or donated to the school
and include school office and departmental accounts. Campus activity funds are
considered by TEA to be district general funds. The expenditure of these funds must
comply with state and board policy and with district regulations.

ACTIVITY FUNDS ACCOUNTING

Somerville ISD uses a centralized accounting and bank reconciliation system. Data is
processed by the SISD Business Office using one accounting system. This allows for
campuses to collect and pay funds through their separate bank account, but provides
centralized control and oversight of the activity.

ACTIVITY FUND RESPONSIBILITIES

The responsibilities of the various people involved in handling and accounting for
activity funds is outlined below. Specific roles and responsibilities for each group will
be detailed in this handbook.

CAMPUS PRINCIPALS Campus principals have ultimate responsibility for
the proper handling of activity funds on their

campus, safekeeping of all money, the correct
accounting for these funds, and overall adherence to
the procedures and guidelines set out in this

handbook.

CAMPUS SECRETARIES Campus secretaries are responsible for following
these procedures and guidelines in processing
transactions.

CLUB & ACTIVITY SPONSORS Club and activity sponsors are responsible for

following the procedures and guidelines for sponsors
as set out in this handbook

SISD ADMINISTRATION OFFICE SISD is responsible for maintaining and updating
these procedures and guidelines for activity funds,
providing training for principals, secretaries and
sponsors, and reviewing the activity of the funds to
ensure adherence to the procedures and guidelines.
INDEPENDENT AUDITORS The district’s independent audit firm will include
activity funds in the annual independent audit of the
district’s financial records.




BANK ACCOUNTS

One bank account for the district will be maintained for the activity accounts at the
school district’s depository bank. The school district’s current depository bank is
ICitizen State Bank.

The district is required to comply with state laws regarding selection of a district
depository bank and investing of district funds. All questions or requests
regarding banking services should be directed to the Superintendent.

All financial transactions for campus clubs and activities must be accounted for
through the district activity bank account.

1. All cash and checks received for the activity fund must be deposited to the bank
and all payments must be processed with a check written on the bank account.
No transactions should be made from cash.

2. In no circumstance should checks be pre-signed. Checks must be written and
signed at the time they are needed and with proper documentation. All checks
must indicate the payee and the dollar amount before being signed.

3. Monthly bank reconciliations will be performed by the SISD activity fund
bookkeeper to reconcile the ending bank balance to the SISD accounting system
balance as of the end of the month. A detail activity report will be sent to the
Club/Activity Sponsor each month after it is completed.

INFORMATION FOR ACTIVITY FUND SPONSORS
The various types of transactions that may occur with activity funds are described
here with directions for the account sponsor in the processing, handling, documenting

and recording of each.

FUND RAISING

1. The campus principal must pre-approve all fund-raisers. The Superintendent
must have the final approval, before the fundraiser can be started.

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

3. The Authorization to Conduct a Fund Raiser form is used to request pre-
approval for the fund raiser, notify the Superintendent of planned fund raisers,
and provide an accounting of the fund raising activity.
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4. The sponsor will complete the form and submit the form to the campus principal
for approval. The pre-approved form will be sent by the principal to the
Superintendent, for final approval. The Superintendent will send the form back
to the sponsor by campus mail, either approved or denied.

5. The sponsor will complete the Fund Raiser Profit/Loss Statement form, within
30 days after the termination of the fund raising activity. This form will give
exact details of the fundraiser, as denoted through receipts given to the campus
secretary and invoices incurred during the fundraiser.

6. Items may be purchased on a pre-order basis using vendor sales brochures and
order forms. For pre-order sales, the sponsor should receive a sales summary
from the vendor, which indicates the amount of funds to be collected. This
amount should be entered on the form and a copy of the sales summary from
the vendor should be stapled to the form. The vendor’s sales summary amount
is compared to the total amount collected and any differences must be explained
on the form.

Example: The vendor provides a sales brochure or catalogue. The students take orders for
items in the catalogue and the activity sponsor places an order with the vendor. The items are
shipped by the vendor and distributed by the students. Funds may be collected by the students
when orders are placed or when the items are delivered.

7. When items are purchased from a vendor for resale without preorders, the
sponsor will receive an invoice from the vendor indicating the number of resale
items purchased. This information is entered on the Fund Raiser Profit/Loss
Statement. The number of any damaged or unsold items that will be returned
to the vendor for credit is listed and subtracted from the number of items
purchased to determine the number of items available for resale. This number
is then multiplied by the sales price to determine the amount of funds that
should have been deposited. Any difference between the expected deposits and
the actual deposits should be explained on the form.

Example: The activity fund sponsor purchases items directly from a vendor for resale. (Items
not sold are usually allowed to be returned to the vendor). Students sell the items and eollect the funds
as sales are made.

8. Sponsors should take care to select a reputable company and maintain a good
relationship with district vendors by submitting the bills to the activity fund
bookkeeper for payment in a timely manner.

9. Sponsors must keep control of the merchandise and money. Both should be
secured at all times. Deposit the collected funds with the campus secretary
regularly (daily is recommended).

10. Sponsors should keep good records of who purchased items and funds
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received. Collect all money due to the activity account and keep a detailed list of
any amounts due from students. Notify your campus administrator if student
obligations are not paid.

11. Raffles are not allowable fund-raisers for the school district or activity fund
clubs. Attorney General opinion no. JM-1176 states that independent school
districts and their related activity fund accounts are not qualified to hold
charitable raffles.

12.0ften times, fundraisers are food sales. Due to Foods of Minimal Nutritional
Value (FMNV), federal regulations prohibit the sale of certain foods to students
during the school day.
*Elementary: May not serve FMNV at any time, anywhere on the school
campus during the school day. Snacks can only be during nutritional
breaks.
*Middle School: May not serve FMNV during meal times. Nutritional
snacks can only be after lunch.
*HS: May not serve FMNV during meal times.

reimbursements fr the day and require the schooltoreimbw‘se ﬂtefood sewm account
for the lost reimbursement.

For additional information on FMNV guidelines, please check with Barbie Lewis.

COLLECTING & DEPOSITING FUNDS

1. All money (cash and checks) collected must be deposited to the activity fund
bank account. Cash collected may not be used to make purchases or payments
of any kind. All payments from the activity fund must be made with a check
from the activity fund bank account.

2. All money collected must be deposited in the same form as collected. A personal
check may not be substituted for cash collected. No personal checks are to be
cashed from funds collected.

3. Do not co-mingle personal funds and district funds for any reason.

4. For control purposes, there should be at least two people involved in the
collecting and depositing of funds. All activity funds will have a sponsor who is
not the campus secretary for the campus. Sponsors are responsible for
collecting, counting, and turning in all funds collected to the campus secretary.
The secretary is responsible for verifying the count and depositing the funds to
the bank account.







