Bynum ISD

Student Activity Accounts

Handbook

Purpose of Activity Funds:

The Activity Fund is designed to account for funds held by a school in a trustee capacity or as an agent for student activities, class funds, organization funds, and any other funds into which students have put money in the name of the school.  

Responsibility for Activity Funds:

The principal of the school shall be responsible for the proper administration and control of all activity fund monies. This responsibility includes:

1.
Providing for safekeeping of monies

2.
Proper accounting and administration of fund transactions.

3.
Expenditure of funds in compliance with state and local law District-approved accounting practices and procedures, and the TEA Financial Accountability System Resource Guide.  

4.
Adequate training and supervision of all personnel designated by the principal to administrator activity funds.

The principal is not responsible for funds collected, disbursed and controlled by parent or booster organizations.  These parent and booster organization funds are not to be accounted for in the school's Activity Fund.

Audit of Activity Funds:

Activity funds shall be included in the annual audit of the District's fiscal accounts, and when a change of principal is about to occur.  The new principal will review the results of the audit before assuming responsibility for the funds.  

Retention of Records

All records should be kept current and in good order for a period of five years.

Bynum Independent School District

Student Activity Fund Procedures

Account Codes and Titles

Each account in the student Activity Fund shall be assigned a permanent account title and a description of the purpose of the account.  Any questions as to whether or not an account should be classified as a Student Activity Account or a Campus Activity account will be determined by the rules in the state accounting manual.

Responsibility of Club Sponsors

The sponsor of each school club is required to maintain adequate financial records of all cash received by the club for fees, dues, fund-raising activities, etc.  All cash collections received by the club must be documented by the use of receipts, a tabulation sheet, or a cash collection form.  All collections must be deposited in the proper account name.  Sponsors are responsible for reconciling their records to the amount deposited.

Banking Procedures

The district has a single Student Activity account, which is in the district's depository bank.  Balances of individual clubs will be kept by the Business Office and reconciled to the school's records.  All monies received by the student activity fund must be deposited into this account and all disbursements must be made via a properly authorized check drawn on this account.  The Superintendent, the Principal, or the Business Manager will sign all Student Activity requests.
Receipt of Activity Fund Monies

The school secretary or other office personnel shall receipt all cash and checks.  Receipts must be issued and must show the date, the amount received, the source of the funds (dues, candy sales, etc.), the activity fund account name, the person submitting the money, and the signature of the party issuing the receipt.  Receipts can only be issued in one name for one account.  The receipt should be issued to the person submitting the money.  All monies submitted by a teacher or sponsor should be accompanied by a tabulation of the monies collected.  The total of this form must agree with the monies submitted.  An actual cash count should be made by the person issuing receipt in the presence of the person turning in the money.  If the count cannot be made immediately, the monies should be placed in a locked box until such time that both individuals can be present for cash verification.  If there is a discrepancy in the actual cash count and the total on the sponsor's tabulation sheet, it should be recounted.  If the counts still do not agree, it shall be the responsibility of the sponsor and the secretary or clerk to locate the error.

Any claim for money deposited that is not verifiable by a receipt becomes the financial obligation of the employee who did not obtain a receipt.
The student activity account name or sub object number should be written in the upper left corner of all checks included in that receipt.  Postdated checks should not be accepted for any reason.  If a mistake is made in completing a receipt the original must be attached to all carbons and marked 'VOID."  Voided receipts should be kept.

Deposit of Funds

Bank deposits should be made as often as possible.  Procedures for preparing deposits are as follows:

1. All checks must be stamped with the district's Activity Fund stamp or write “For Deposit Only” + the group name.

2. For each deposit, a Deposit Summary should be completed, which includes:

a. Date of deposit

b. A list of checks by maker and amount. 

c. A recap of the deposit by total of checks, coin and currency.

d. A notation of the cash receipt numbers issued in support of the deposit.  

3. A deposit slip in duplicate must be turned in with all monies and should have all checks listed with the name of the issuer on it.     

(The duplicate or a copy of the original should be turned in to the Business Office.  It is also advisable to keep a copy for the sponsors’ records.)

4.
All cash receipts should be deposited in the same month the receipt is issued.

5.
A deposit must be made on the last working day of the month consisting of all remaining receipts dated in that month.

6.
All deposits are to be brought to the Office.  The school will retain a copy of the Deposit summary for its records.  The office staff will verify the amount of the deposit and will take all deposits to the bank, retaining a copy of the deposit slip to verify the totals.

7.
Deposits will be taken to the bank daily.  All deposits received by 12 noon will be taken to the bank that day.  Deposits received after that time will be made the next business day.

1. In the event the bank discovers a discrepancy between the district's total deposit and their total, every effort will be made to locate the error and adjust the total accordingly.

Expenditures from Activity Funds

All expenditures from activity funds will be made by Purchase Order or check.  NO EXPENDITURES SHOULD EVER BE MADE USING UNDEPOSITED CASH!  In order for a check to be generated, the sponsor should complete a Check Request Form with the proper invoices attached for audit purposes.  Information to be included on the Check Request is as follows:

1.
Payee Name (If an individual, include the Social Security number)

2.
Payee address.

3.
Purpose of Expenditure

4.
Amount of Check

5.
Student Activity Fund Account Name and/or Account Code.

6. Authorizations (Signature of Student Officer, Sponsor, and Principal)

No sales tax should be paid to any vendor.  If the request is to reimburse an individual who has paid sales tax, the sales tax portion will not be reimbursed.  The principal should determine the availability of funds in the account before approving the request.

All check requests must have proper documentation attached.  Proper documentation includes:

1.
An original invoice.  A monthly statement is not acceptable.

2.
Other documentation, such as letters, registration forms, renewal notices, etc., when the vendor does not issue invoices.

3.
A statement by an individual requesting payment.  The statement must provide a description of services rendered or materials delivered the amount requested, and the signature of the requester.  Social Security numbers and mailing addresses must be included on the statement.

Once the Principal has approved the Check Request, the request will be forwarded to the Business Office, retaining a copy for their records.  The Business Office will verify the availability of funds in the appropriate account and sign the final approval.  A check will then be prepared, signed, and sent to the payee.  A check will generally be cut within one business day of receipt of the request.  The requestor should specify if the check should be mailed or the employee will take with him/her.
UNDER NO CIRCUMSTANCES WILL A BLANK CHECK BE ISSUED.  
If a purchase is to be made and the dollar amount cannot be determined exactly, the school should both estimate the cost and submit a request or have and employee make the purchase and reimburse him/her once the exact dollar amount is determined.  If the check for an estimated amount is for more than the eventual purchase price, the resulting change should be redeposited into the originating Student Activity Account.

Use of Credit Card
Purchase made by credit card should first have a completed purchase order or check request for supporting documentation.

Credit Cards may be obtained from the business office.  Before issuing a credit card the business office will require a signature on the Credit Card Sign Out/In Form.  This form documents who signed the card out, the date of issuance and the type of card issued. All receipts and the card should be turned in within 24 hours of issuance.  Any receipts or charges on the account that has not previously been approved will be the responsibility of the person to whom the card was issued.

Purchase Order

Purchases should be made with a purchase order at all times.  The requestor should complete the 

1. Enter requestor in the appropriate box.

2. Vendor name, address and phone number and fax number.  If it is a website that is being purchased from, then add the site address as well.

3. Enter the quantity, Item number, and description of items to be purchased as well as the price per item.

4. Please note whether the employee prefers to order him/herself or if the business office should place the order.

5. Print the purchase order request and submit to the principal for approval.

6. An e-mail will be sent to the requestor upon completion of the purchase order number issuance.

7. The business office will either place the order or return to the employee to complete the order process.

Receipt of Items Purchased
Upon receipt of items ordered, the employee is required to verify that the order was received complete or if there are backordered items or if items not included will not be shipped.  The employee will make notations on the packing slip included in the shipment, sign and date and return to the business office.  This packing slip verification will be used as documentation for payment of invoices.
Monthly Bank Statements
The bank statement is the official bank record reflecting all transactions affecting the cash balance on deposit during the preceding month.  When properly reconciled, the statement serves as official support for the cash balance indicated in the Activity Fund records.  Monthly bank statements will be reconciled as soon as possible upon receipt.

After Activity Fund Accounts have been reconciled, the sponsor will receive notice that the club account report is ready.  The sponsor will be required pick up and to sign for the club report in the business office.

Returned Checks

Occasionally the bank returns a check that was previously deposited unpaid.  When a check is returned, the bank charges the Activity Account and mails the debit memo along with the returned check back to the district.  The Business Office will immediately make adjustments to the accounts if the bank charges a fee.  In order to reconcile with the bank, adjustments should be made in the same month, as the debit memos are dated.  The entries required are a negative receipt in the amount of the check, and, if applicable, a disbursement in the amount of the bank fees.  Later, when the check and any returned check fees are collected, they will be receipted and deposited in the bank on a separate deposit slip.  

Procedures for collection of returned checks are as follows:

1.
The Business Office will deposit the check only once.

2.
If the check is returned, the maker will be notified by certified mail of the returned check, and request payment of the returned check and bank fee if one was charged. The maker has 10 working days to respond and take care of the check.  The check will only be redeemed for cash, money order, or a cashier's check.   The amount collected should include any applicable service charges. 
3.
If the maker does not respond to the certified letter by the 10th day, on the 11th day the returned check will be turned over to the District Attorney’s Office for collection and fees.

4.
The school should maintain a record of returned checks and the disposition of each.

Transfer of Funds

Occasionally a club or group will compensate another school organization for goods purchased or services performed.  This may occur when a club purchases the remaining concession supplies from another club or organization.  A transfer of funds will be made between the two clubs or organizations in lieu of issuing an Activity Fund Check.

Each transfer shall be initiated by the preparation of Transfer of Funds Authorizations Form disclosing both the amount of and the reason for the transfer.

Transfers require the approval in writing of the two sponsors, the principal and the Superintendent.

All copies of the Transfer of Fund Authorization Forms will be maintained with the Activity Fund Records.

Petty Cash
The district discourages the use of petty cash.
Schools need not maintain petty cash; under certain circumstances, the principal may approve the use of petty cash.  The purpose of petty cash is to provide funds to make cash purchases of small amounts, not to exceed $25.00 per purchase.  Petty cash may not exceed $100.00.  Under no circumstances should checks be cashed out of petty cash! 

Petty cash advances require completion of a Petty Cash Voucher form, which should be placed in the cash box in exchange for the cash.  Upon completion of the purchase, receipts and/or cash equaling the advance must be returned to the cash box.  The receipts should be attached to the relevant petty cash voucher.  An employee will not be reimbursed for sales tax on purchases using petty cash.

Donations

Donations to the district may be either tangible items or money.  Donation of monies should be accompanied by a letter with the donation specifying the amount and the intended purpose of the gift.  Donated monies will be used whenever possible for the purposes set forth by the donor.  When no purpose is specified, the principal will use them to benefit the largest possible number of students.  Donations should be provisionally accepted by the principal and forwarded to the Business Office.  The Business Office will include all donations in the Board agenda for acceptance by the Board at one of its regular meetings.

Donations of tangible items may also be accepted by the district; however, the procedures are somewhat different. Donations of item(s) other than fixed assets may be accepted by the Principal and reported to the Business Office via memo or e-mail.   The memo/e-mail should identify the donor, the donee, a brief description of the item(s) donated, and the estimated value.  The Principal should not provisionally accept donation of fixed assets (furniture and/or equipment); rather, these items should be reported to the Business Office and/or the Superintendent.  They will evaluate the advisability of accepting the gift, considering possible installation costs, upkeep, and ongoing costs associated with the gift.  If, after evaluation, it is decided to present the gift to the Board for acceptance, the Principal will be notified.  If any questions concerning donations arise, the Business Office should be consulted prior to taking any action with regard to the donation.

Fund Raisers

All fund-raisers by school organizations must be approved in advance by the Principal.  The person in charge of the organization must complete a "Request for Approval of a fund-raiser" form and send to the Principal for approval.  All information must be completed on the form, including date(s) of the sale, item(s) to be sold, projected profits, and a determination of whether the item(s) are taxable.  No fund-raiser may be held without the approval of the Principal.

Taxable and tax-exempt Sales

All items purchased by a public school for the school's own use qualify for an exemption from sales tax if the items purchased relate to the educational process.  The school district or its authorized agent should provide the seller a tax exemption certificate.  To be valid, the certificate 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 shall be made form the organization's own funds.  The school district will not reimburse employees for sales tax they incur on purchases made on behalf of the district.

Purchases made by individuals for their own use, even though connected with a school or school organization, are not tax-exempt.  For example, cheerleaders purchasing their own uniforms, teachers purchasing computer equipment, band members purchasing their own uniforms, athletes purchasing their own letter jackets are not tax-exempt.

Public schools and school-related organizations are not required to collect sales tax on the following categories of purchases:

· Fees and admission tickets, if the event is for educational purposes

· Student club memberships

· Sales of food and/or soft drinks that are:

· Sold or served during the regular school day, such as vending machine profits

· Sold or served by a parent-teacher association during a fund-raising sale, the proceeds of which do not benefit an individual, e.g. PTO carnival sales

· Sold by a person under 18 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 a part of a fund-raising drive sponsored by the organization for its exclusive use.

· School-sponsored trips; however, the school must contract and pay for the travel expenses (motel/Hotel, restaurant, etc.) and provide the establishment with an exemption certificate.  Individual members of athletic teams, bands, etc., may not claim an exemption from the sales tax on their travel expenses incurred during the trip.

· Magazine subscriptions, if the subscription is for more than six months and utilizes second-class mail.

Travel

All travel expenditures, regardless of the source of funding, must be in compliance with the district’s travel policy.  Travel policies are established to (1) insure compliance with the business expense regulations of the Internal Revenue Service, (2) comply with applicable state laws, and (3) establish a standard set of equitable guidelines for all persons traveling on behalf of the district.

Employee Travel

The Administration believes that attendance at appropriate professional meetings and membership in sponsoring organizations can enhance the value of the individual to the district.  All staff members are encouraged to attend meetings held in the area outside of regular school hours as they choose and at their own expense.  This is considered part of their professional responsibility.

1. Requests to attend a meeting (1) beyond a 50 – mile radius of Bynum, or (2) any meeting which requires travel 
reimbursement, or (3) which requires a substitute, must be approved by the appropriate supervising administrator.

2. Prepayment of expenses such as hotel, airfare, or registration fees can be arranged prior to travel.  A Check Request or Purchase Order should be completed; approved and sent to the Business Office along a notation that prepayment is requested.  The due date should be clearly identified and highlighted.  The Business Office will issue and mail the check according to the normal check-processing schedule.  Upon return, the employee should turn in the original receipts to the Business Office.

3. The district is not allowed to pay expenses of any kind for an employee’s spouse or children.

4. The district will reimburse $.40 per mile for all approved travel.  When more than one person travel together, the driver only will be reimbursed for mileage.  Mileage will be computed from Bynum ISD.

5. Other transportation costs, such as toll fees, parking, taxis, and buses will be reimbursed when justified.  RECEIPTS RE REQUIRED.
6. Lodging will be reimbursed for the approved room rate.  It is the responsibility of the employee to complete and submit to the hotel the Hotel Occupancy Tax Exemption form in order to receive the exemption form Texas State tax.  RECEIPTS ARE REQUIRED.



