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 618.  STUDENT ACTIVITY/SPECIAL PURPOSE FUNDS 

1. Purpose 
 

The Board is responsible for adopting and enforcing reasonable policy and rules 
regarding the management, supervision, control and prohibition of student activity 
and special purpose funds. 
 

2. Delegation of 
 Responsibility 

The Superintendent or designee is responsible for developing and implementing 
administrative procedures governing student activity funds. 
 

3. Guidelines 
 

Management of Student Activity Funds 
 

 A student activity fund will account for the raising and expenditure of funds by 
various student activities. These funds should be used for one (1) purpose: to 
promote the general welfare, education and morale of all the students and to finance 
the normal, legitimate extracurricular activities of the various student activities. All 
funds raised by an individual student activity as a whole must be expended only to 
benefit that student activity as a whole or, at their discretion, other groups of 
students, as properly recorded in minutes, memos, etc. 
 

 Funds not derived from the students must be recorded elsewhere and shall not be 
commingled with student activity funds. For example, faculty, PTA, Band Parents or 
other outside organization funds will not be recorded in these accounts. 
 

 SC 440.1, 623 Funds of any student body organization may be deposited or invested in banks 
whose accounts are insured by FDIC or investment certificates or withdrawable 
shares in state-chartered savings and loan associations doing business in-state and 
insured by FDIC or FSLIC. 
 

 Responsibility for Activity Fund 
 

 Pol. 811 
 

The building principal is responsible for working with students and advisors, 
implementing policies and procedures, and maintaining fiscal records.  The principal 
shall serve as custodian of the funds and shall countersign all checks drawn upon 
them.  The principal shall be bonded. 
 

  
 

Activity advisors are responsible for working with students in assigned activities and 
ensuring compliance with policy and procedures by the student organization. 
 

 The organization’s student treasurer and faculty advisor are responsible for 
maintaining records of all funds collected and disbursed and submitting required 
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reports to the Board.  This will be facilitated through a designated agent in each 
building. 
 

 Each student activity covered by this policy must be recognized and budgeted by the 
student organization before funds can be collected or disbursed in the name of the 
group. 
 

 All funds collected by student organizations shall be deposited in a student activity 
fund in a local bank designated by the Board. 
 

 No school-sponsored student organization is permitted to establish an account 
separate from the student activity fund. 
 

 Funds collected shall be turned over to the custodian of the fund before the end of 
each school day, and they shall be safeguarded until deposited as soon as possible. 
 

 SC 511 Records of the receipt and disbursement of all funds in designated accounts shall be 
maintained according to the bylaws of the activity involved. 
 

 All student activities shall be on a self-sustaining basis, except for situations 
approved by the Board. 
 

 Student activity funds shall not include any improper funds from support groups (for 
example, faculty funds or other outside organizations such as Band Parents, PTA, 
Quarterback Club, Young Farmers, etc.) 
 

 The student activity fund generally may not be used as a clearing fund for receiving 
funds and writing a check for a specific purpose (for example, a book club by which 
students bring in their own money for a purchase and the funds are deposited and a 
check is written). An employee may provide this service through their personal 
checking account or obtain a money order to make the purchase. The cost of the 
money order will be considered an allowable expense of the district's general petty 
cash fund. 
 

 Organization of Clubs/Organizations 
 

 For purposes of this policy, student activity funds shall include the funds of Board 
approved student groups.  Student activity funds shall be raised by students and 
expended for purposes related to the activity, with student participation in the 
decision-making process regarding these areas. 
 

 Each bona fide activity group at the secondary level will consist of a student 
president, student treasurer and faculty advisor. The faculty advisor and student 
treasurer must maintain a record of their activity balance. The elementary schools 
will not have student involvement. However, each elementary activity group will 
consist of the building principal, principal's secretary, and faculty advisor. 
 

 At the beginning of each year, club bylaws shall include plans for the coming year 
and requests for administrative approval for various fundraising projects. 
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 Expenditures 
 

 The following activity fund expenditures shall be prohibited: 
 

 1. Equipment, supplies, forms, postage for typical curricular or classroom use or for 
district business. 

 
 2. Repairs and maintenance of district-owned equipment. 

 
 3. Professional books and magazines and membership in professional 

organizations. 
 

 4. Membership in and contributions to out-of-school organizations such as Rotary, 
Fire Company, or Boosters. 

 
 5. Custodial supplies and equipment. 

 
 6. Salaries for services which are the responsibility of the district or for district 

assignments. 
 

 7. Articles for personal use of district employees or others. 
 

 8. Gifts, loans, credit or accommodation purchases for district employees or others. 
Token gifts for teacher/staff appreciation are permissible. 

 
 10.9. Personal purchases, either by staff or students, in order to receive a 

discount or avoid the payment of sales tax. 
 

 The following expenditures shall require written approval from the Superintendent: 
 

 1. All equipment which is to be attached to the building, which requires the use of 
public utilities, or has a life span of greater than one (1) year. 

 
 2. Risers and bleachers. 

 
 3. Purchases made from any employee of the district. 

 
 4. Capital outlay items. 

 
 Proper Payment of Invoices 

 
 Monies raised by student organizations must be expended for the benefit of the 

students. 
 

 Disbursements from such funds shall be made only by check upon the request of the 
authorized advisor and the approval of the fund custodian.  Disbursements shall be 
supported by invoices or verified documentation. 
 

 The building principal will not approve payment to be made from the student 
activity fund unless a proper invoice is submitted with the voucher. A proper invoice 
must show the vendor date, itemization of items purchased, total amount and 
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signature of the employee showing receipt of items. A voucher must be attached 
bearing the signature of the following: Secondary – student treasurer, faculty 
advisor, activity fund treasurer and building principal. Elementary – faculty advisor, 
principal's secretary and building principal. 
 

 SC 511 Contracts for materials or supplies, whether on purchase or rental, shall be in 
accordance with bidding requirements and may be made for one one-year period. 
 

 SC 511 All funds accumulated in the name of a specific activity must be closed out annually, 
and any residual funds shall revert to the same group for the following school year.  
Reserves shall be limited to amounts estimated as necessary for the beginning of the 
following year’s operation. 
 

 SC 511 A financial report of the condition of each student activity fund shall be submitted to 
the Board monthly. 
 

 Pol. 619 The student activity fund shall be audited annually during the District’s established 
audit. 
 

 Unused Funds 
 

 All graduating classes shall attempt to expend all funds prior to graduation. Unused 
funds cannot be used for party or reunion purposes after graduation; it must be used 
for an educational and school related purpose. If an inactive organization or 
graduating class desires, they may contribute these funds to another organization or 
class. The class can be encouraged by the building principal for the balance to be 
used towards a purchase such as scoreboard, bleachers, etc. Any balance should be 
spent for the general welfare of the student body and for purposes not currently 
fundable through the district's general fund. All students do not have to benefit 
directly; however, the majority should have the opportunity to benefit. If no response 
is received from an inactive organization or graduating class as to the disposition of 
their balance, the funds may be transferred by the principal to the Student Council or 
designated club and spent according to policy. Monies left unused or uncommitted 
for one (1) year or more after graduation shall be deemed to have been committed 
and transferred to the Student Council for any proper school related purpose. 
 

 An inactive organization is defined inactive if no activity has taken place within their 
account for a period of two (2) years. 
 

 Commissions 
 

 The purchase of items for which commissions are paid is not generally encouraged. 
Commissions are, however, received on the sale of school pictures. These 
commissions directly benefit students through the general student activity account 
and class accounts. 
 

 Commissions or proceeds from the sale of pictures, magazines or other articles from 
fundraising projects involving more than one (1) class or club are to be prorated 
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among the proper class, club or elementary building accounts. 
 

 Interest Income 
 

 The various organizations shall be allowed to waive proration and assign their rights 
to interest earnings to the Student Council or a designated club. 
 

 Each club or organization shall have this waiver properly documented by minutes of 
their action and permission shall remain in effect from year to year without annual 
action required unless a change in policy would be desired. The organization's 
waiver and assignment of interest should be documented to protect school 
administrators and fund custodians from subsequent claims. 
 

 The proration of interest earnings of the individual classes or organizations is 
deemed best since the amount of earnings is inadequate to justify the administrative 
expenses and effort involved in proration. 
 

 Fund Balances 
 

 Large fund balances carried from one year to the next are generally not permitted. 
Individual clubs and organizations shall be encouraged to expend all funds raised to 
benefit the students presently involved. Any balance exceeding $500 at the close of 
the school term must be reported in writing to the building principal, with reasons 
for this large balance and plans to reduce it. Unless a specific and reasonable plan is 
approved by the principal, additional fundraisers will not be permitted.  
Organizations permitted to retain a larger balance would be the Sophomore Class, 
Junior Class, Yearbook Club, and Scholarship Fund. 
 

 Federal Tax Requirements 
 

 A federal form shall be issued for any individual or business that renders service to 
the district and receives remuneration in a specified amount in a calendar year 
(January 1 to December 31). 
 

 Ticket Sales 
 

 All tickets to athletic events shall be prenumbered and a reconciliation made to 
verify the receipts against the sale of tickets. These reconciliation sheets shall be 
retained with all other records and submitted to the administration office for annual 
auditing purposes. 
 

 Bidding/Quotations/Contracts 
 

 SC 511, 807.1 
 

All purchases of materials or supplies by any organization, club, society or group, or 
by any school or class shall be made by the purchaser in accordance with the 
requirements of law. 
 

 If purchase of materials such as rings and pictures are made directly by the students 
and no transactions go through the student activity fund, then bidding shall not be 
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required. If rings and pictures are purchased through the student activity fund, 
bidding shall be required. However, long-term contracts may be desirable and 
service should certainly be considered when reviewing the bids. 
 

 High school yearbooks must be bid without exception. 
 

 Items for resale shall not be subject to bidding. 
 

 Student groups may obligate themselves by contracts for materials, equipment or 
service with the approval of the building principal, provided that the legal 
requirements for bidding and Board policies are followed. Contracts, presented by 
vendors, such as musical groups and yearbook publishers, should be reviewed by the 
business office and/or legal counsel, as well as by the building principal. 
 

 Only the principal, Business Manager or Superintendent may commit the District to 
the above named contracts.  Contracts signed by any other individual representing 
the District will be considered null and void. 
 

 Fundraising 
 

 School related organizations shall be expected to observe the following guidelines in 
their fundraising activities: 
 

 1. To facilitate proper accounting practices and to ensure a solvent condition, each 
club/organization should operate on a budget, reflecting past experience and 
future plans. This should be a guide to the year's financing activities. 

 
 Pol. 229 
 

2. All fundraisers shall have prior administrative approval. 

 3. Along with the request for a fundraiser, an estimated present balance shall be 
reported and a budget showing anticipated revenue and expenditures from the 
fundraiser and plans for the profit. 

 
 4. A post fundraiser report must be filed with the business office within thirty (30) 

days of the close of the fundraiser. 
 

 5. The faculty advisor of the sponsoring organization must assume responsibility 
for the proper conduct of the project within the terms established. 

 
 6. The building principal shall be responsible for working on a cooperative basis to 

ensure that fundraisers do not overlap and become extensive. 
 

 7. Appropriate financial accounting procedures must be followed and necessary 
reports submitted. 

 
 8. This policy shall apply to any organization that uses the name of the district or 

any of its schools in its title or in the solicitation of funds. 
 

 9. In-school sales of food shall not conflict with cafeteria sales. 
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 10. School related organizations (i.e. Booster organizations, PTO) and non-school 
related organizations (i.e. Boy Scouts) must have the proper administrative 
approvals prior to the project being handled by the school. 

 
 Use of Purchase Orders 

 
 Purchase orders shall be used for all purchases in excess of a specified amount and 

initialed by the appropriate administrator for the athletic account and activities 
account. 
 

 The purchase order number shall be prefaced with AF (for athletic fund) or SA (for 
student activity fund). All purchase orders will be processed through the business 
office. 
 

 A copy of the purchase order will be filed with the invoice when payment is made. 
 

 Purchase orders will not be required for payment of game officials, ticket sellers, etc.
 

 Tax Exempt Status 
 

 Rings, yearbooks, etc., that are paid for totally by students are not tax exempt and 
cannot use the district's tax exempt status. Student stores are not tax exempt. 
 

 Outside organizations such as Band Parents, PTO, Quarterback Club, etc., are not 
permitted by law to use the district's tax exempt status. 
 

 Investments 
 

 Any investments made in the form of certificates of deposit, bonds, etc., must have 
prior review with the Business Manager. All checking accounts should be interest 
bearing accounts. 
 

 General Guidelines 
 

 Rentals/Miscellaneous revenue shall be processed through the business office, and 
shall not be run through the student activity fund.   
 

 All pay for services rendered by any school employee must be processed through the 
payroll department of the district. 
 

 All checks shall be signed by two (2) individuals authorized to approve such 
disbursements. 
 

 All library book money paid for lost books shall be returned to the district's general 
fund. Fine money also shall be returned to the general fund. This money should not 
be passed through the student activity fund. 
 

 General supplies and equipment normally purchased by the district's general fund 
shall not be purchased through the student activity fund. 
 

 Revenue for shop supplies shall not be run through the activity fund. 
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 The person responsible for writing the checks should not be the one reconciling the 
bank statement. 
 

 The person responsible for reconciling a ticket report should not be the same person 
preparing the bank deposit. 
 

 SC 511 
 

A quarterly report of all activity and athletic funds shall be provided to the Business 
Manager and to the Board showing receipts and expenditures of each club or 
organization and a list of bills. Reports for disbursements from funds shall list check 
number, amount, payee, and transaction purpose. 
 

 The athletic fund shall not be a part of the student activity fund. It must be 
maintained by a separate bank account. 
 

 No advances shall be made from any accounts for trips, postage, etc. 
 

 The building principal shall have veto power over all purchases of the athletic and 
student activity accounts. 
 

 Pol. 619 
 

All records and documentation pertaining to the student activity fund shall be 
annually audited by the business office and made available for auditing by a certified 
public accountant and state auditors. All records must be maintained by the building 
principal for a minimum of six (6) years. 
 

 No vending machines may be installed in any of the buildings without prior written 
consent of the Superintendent or Business Manager. 
 

 Memorials to the library are not a permitted purchase unless done by an individual 
club or organization. 
 

  
  
  
  
School Code 
440.1, 511, 623 
 

 

Board Policy 
619, 811 
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