
Business and Noninstructional Operations AR 3452(a)

STUDENT ACTIVITY FUNDS

I. Management of Funds

1. Student Activity Budgets
To facilitate proper financial practice and to ensure a solvent condition, the student
funds of each school shall operate on a budgetary basis.  The budget of each school
year shall be an estimate based upon past years' revenues and expenditures, as well
as any plans and changes for the ensuring year.  budgetary procedure includes two
major steps:
a. A preliminary Student Activity budget shall be prepared by the finance committee

and each club or organization within the Student Organization and submitted first
to the Student Organization, the Principal and then to the Administrative Director
of Business Services by May 1 of each year.  The Student Organization shall
prepare this budget and the Chief Business Official shall be responsible for its
review and final approval.

b. The Student Organization finance committee will review this budget at the
beginning of the fall semester; adjustments shall be made at this time.  Thereafter
the budget is formally adopted and copies of this adopted budget submitted to the
Chief Business Official by October 1 of the current school year.

2. Clubs and Class Accounts
a. Budgets

Clubs and classes shall budget for income and expenditures each year to carry out
specifically planned projects approved by the individual club and/or class sponsor.
Board of Education approval is required for acceptance of gifts or use of district
funds.

b. Time Limit of Projects
Normally, projects shall be completed within the year budgeted.  If a club or class,
except the senior class, wishes to raise money over a period of time exceeding
one school year for a specific project, approval must be obtained from the Student
Activities Director and the special project noted in the budget of the club or class.

c. Bookkeeping
An account shall be set up for each budgeted club or class.  All income received
during the year shall be credited to this account and all expenditures shall be
charged against this account.

d. Closing of Accounts
Except for thee senior class, all balances in the club or class accounts at the end
of the school year will be carried over to the next school year.  Balances in the
senior class account, after allowance for outstanding obligations, will be transferred
to the Student Organization funds when the books are closed for the school year.
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3. Cooperative and Nonstudent Activities and Accounts
a. A cooperative activity is one which the school officially participates within an

outside organization, for example, the PTA, through planning, staging, conducting
or attendance.  Such activities may be held on or off the school grounds and will
usually take the form of money raising events.

Prior to commencement of a cooperative activity, there should be an agreement
on the part of the Principal, the Student Council and the outside group on the
division of expenses and the revenue, if any, between the student organization and
the outside organization.  Said agreement shall be in writing and shall be included
in the minutes of the Student Council.

Any proposed activity requiring district funds may have Board of Education
approval before an obligation is incurred.

b. Certain specified activities which concern the school or which take place on school
premises that do not involve the student organization directly shall be handled
through a special bank account.  The special bank account shall be set up with the
approval of the Board of Education.
(1) Trust and Clearing Accounts

Trust accounts are accounts set up and maintained for the Freshman through
Senior classes.  The trust accounts consist of resources to be held in
accordance with the terms of the trust.  The purpose of clearing accounts is to
set certain financial transactions apart from regular accounts to avoid distorting
the general financial condition of the Student Organization.

(2) Scholarship Grants and Trusts
Scholarship grants and trusts may be accepted by the Student Council with the
approval of the Board of Education or its authorized delegate, the school
Principal.  The acceptance to be made in writing, shall include all conditions
prescribed by the donor.  A statement shall also be included regarding the
disposition  of any balance remaining at the close of the period for which the
fund was established.  Each scholarship and trust account shall be established
separately.

4. Gifts to the Student Organization
Money, material or equipment may be accepted by the student organization with the
approval of the Board of Education.  The items received shall have a legitimate use in
the school program and shall not conflict with it. 
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A review and approval of installation and maintenance costs shall be obtained for
consideration by the Superintendent or designee prior to the acceptance of equipment
items by the Student Organization.  This is also true of improvement to grounds and/or
buildings financed entirely by the Student Organization.  The receipt, use and
disbursement of gifts and grants are subject to the same accountability as other
receipts and disbursements.

5. Clearance of Money Collected
a. In all cases except as provided in Item C. below, money collected in the name of

the school, district or student organization, whether or not on school premises, will
be deposited and cleared through the student fund account.  Under no
circumstances shall a disbursement be made from cash collections.

b. A change of fund may be established for a certain period of time, for a specific
purpose or activity, and solely for the purpose of making a change.  When the
purpose is completed, the funds must be returned for deposit in the bank account.
Under no circumstances may expenditure be made from this fund.

c. When approved by the Principal and the Chief Business Official, vendors may be
allowed to make collections directly from students.  In all such cases, there must be
a written agreement between the parties.  The collection should be under the direct
supervision of the Club Advisor for the activity for which the collection is being
made to assure that business-like procedures are being followed.  An individual
receipt shall be given to each student by the vendor at the time of collection
indicating the amount of money paid and the purpose of the collection.

d. Money received form the Club Advisors by the School Finance Clerk or District
Student Body Finance Technician shall be counted and receipted immediately in
the presence of the advisor.  A schedule will be established by the School Fiancé
Clerk or District Student Body Technician for the purpose of collecting and
receipting funds.  This schedule should accommodate the majority of the staff.  It
shall be the responsibility of the Club Advisor to turn in funds at the appointed time
on the day the funds are collected.

6. Request for Purchases which Exceed the Club's Financial Balance
Any student club or organization desiring to make a purchase or expend funds in
excess of its current financial balance shall secure a loan from another club or
organization within the Student Organization by making its requirements known to the
Student Council.  After a source for such loan is found and approved, a transfer request
shall be filed with the Student Council for its approval as well as the approval of the club
financing the loan.  The transfer request must include a firm repayment date and
reasonable proof of expected solvency at that date.
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7. Prohibited Uses of Student Fund Cash
Personal checks shall NOT be cashed from student funds.  Expenses shall not be paid
from cash collected for fund-raising.  Receipts shall be deposited intact.  All cash on
hand must be accounted for and appear as part of the balance on the financial
statement.

8. Signatures on Checks
All checks for student body bank accounts shall require two signatures.  Authorized
signers for the comprehensive high schools shall include the principal and designees
and the student organization president and treasurer.  As student officers change, the
signature cards must be changed.  The person receipting the funds shall not be
authorized to sign checks drawn against those funds.  Checks for funds of junior high
schools, middle schools, the continuation high school and elementary schools shall
include the Chief Business Official and designees as authorized agents of those
organizations.  No check shall be written without a check request form and approved
invoice and receiving documents when appropriate.  The check request shall be
carried as a motion in the student organization minutes.  Approvals required are the
club advisor, the student organization president or treasurer, the principal or the
student activities director and the Chief Business Official or designee.

9. Student Fund Reserves
The Student Organization may carry a reserve account not greater than ten percent of
the total estimated budget.  By action of the Student Council and the approval of the
Principal, a student organization may set aside money in the special amount for an
approved project in excess of the 10% limitation.  A special reserve account once
approved and established may not be used for any other purpose.  Should the purpose
for establishing the account no longer exist, these funds shall be transferred to the
student organization general fund or the club of origin by action of the Student Council.

10. Financial Statements
The following financial statements shall be prepared monthly by the School Finance
Clerk for the use of the individuals in meeting their responsibilities with regard to
student organization funds:
a. Balance sheet
b. Statement of income and expense with net gain or loss
c. Statement of receipts and expenditures of club and class accounts
d. Bank statements shall be mailed to the District Student Body Finance Technician

who will reconcile the statement, and keep them on file in the business office.
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These documents shall be reviewed and verified by each student President or
Treasurer and the District Student Body Finance Technician and submitted to the
Chief Business Official.  Any request for financial balances by a club, student officer
or Club Advisor shall be complied with immediately.

11. Financial Records
The school Finance Clerk or District Student Body Finance Technician shall
maintain the following Student Organization records:
a. Receipts journal
b. Check register
c. General ledger
d. Club and class accounts

The School Finance Clerk or District Student Body Finance Technician shall
issue checks upon receipt of the approved check request substantiated by
invoice and proof of receipt (copy of receiver) where appropriate.  Check
requests shall be signed by the Principal, Student Activities Director, the
Student Organization President or Treasurer, the Club Advisor, and the Chief
Business Official or designee.

12. Preservation and Disposal of Records
All books such as cash books, ledgers, and journals, and minutes of Student
Council meetings must be kept permanently.  Other records may be destroyed after
four years using the district's "destruction of records" procedures.

II. Management of Equipment

A. Principal’s responsibility
Responsibility rests with the principal as trustee to protect the ASB’s investment in
equipment and supplies.  Duties include but are not limited to:
1. Assuring the use and care of the equipment is properly supervised
2. Maintenance of adequate inventory records
3. Ensuring that equipment is safe and legal and meets all legal and health

department requirements
B. Inventory

The student body shall keep an inventory of its fixed assets (equipment) and submit this
inventory to the Chief Business Official by June 30 of each year.
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C. Approval
Approval by the Chief Business Official is necessary if equipment being purchased by
or donated to the Associated Student Body is to be:
1. Attached to buildings of the school
2. Installed on the grounds of the school

Approval of the Chief Business Official and the Board of Education is required if the
equipment is donated to the school student organization and/or district.

III Sources of student body revenue

Funds may be acquired in the following ways:
A. Athletics

The following are approved sources of revenue from athletics provided they are in
accord with league agreements and with policies and regulations of the Board of
Education:
1. The sale of prenumbered tickets
2. The receipt of a guaranteed amount from school visits
3. The exercise of radio and television rights
4. The sale of programs
5. Concessions

B. Student body cards
The student body shall recommend and submit to the principal for approval the amount
to be charged for the card and the benefits which the holder of the card shall receive.
Individual activities shall be made available to all students who do not hold cards, but
not necessarily at the reduced rate allowed student body card holders.  Charges to
non-card holders for activities shall be such that they will be economically viable while
still permitting the maximum number of students to participate.

C. Concessions
1. Agreements with firms for concession sales of merchandise on school premises

may be negotiated provided that the vendor and sale of such merchandise have
been approved by the principal.  Any contracts must be approved by the Chief
Business Official or designee.

2. Concession sales in connection with general student body activities and profits
therefrom shall be general student body organization funds.

3. Photography sales and commissions
a. Photographers may be permitted to take group and individual photographs of

students for student organization publications and to furnish to the student body
organization, as mutually agreed upon, a certain number of prints which may be
used in certain school records for identification.  The photographs may be
made available to pupils at prearranged prices.
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b. The student organization may negotiate agreements with photographers for the
taking of these identification pictures.  The agreement shall be in writing and
have the written approval of the principal.

4. Vending machines
Installation of vending machines must not interfere with, or be in competition with,
the lunch program.  Directions that can serve to guide vending machine operations
are as follows:
a. Contracts: vending machine operations must be governed by a contract

between the vendor and the student body organization subject to the approval
of the Chief Business Official or designee.  The contract must spell out details
regarding installation, maintenance, quality, quantity, commission rates, and
types of food and drink.  In addition, the contract must give the student body the
right to audit the records of the vending machine company with regard to any
machines covered by said contract.

b. Controls: an adequate system of inventory control must be established for
student organizations owned vending machines.  Machines must contain sealed
counters, where feasible, as minimum protection.  Records capable of being
audited must be kept by the party servicing the machine.  An inventory report
detailing purchases, sales, and reconciliation between the two, as well as
explanation of any losses, must be completed each month and forwarded to the
Chief Business Official.

D. Pay entertainment
Entertainment to which admission is charged must be kept to a minimum, and
admission charges must be fixed at amounts permitting the maximum number of
students to attend.

E. Publications
Care must be exercised by the student body organization in negotiating contracts for
school newspapers, yearbooks, publications, and the like.  The selling price of these
items must be approved by the student organization and shall be such that a maximum
number of pupils may benefit from the purchase of the publications.

Advertisement space may be sold to local merchants in order to keep the selling price
of publications to a minimum.  The type of advertising in school publications must be
approved by the principal or designee; contracts must be entered into when
appropriate, and a billing system must be developed.

District services, supplies, or equipment may not be used for the purpose of urging the
support or defeat of any ballot measure or candidate, including a board candidate.
This does not preclude, however, the District from soliciting advertisements from
political candidates or public office holders in its publications, 
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provided it does not discriminate between candidates and other types of advertising,
and it does not endorse a particular candidate.  Non-profit organizations such as
booster clubs which elect to publish paid political advertisements from political
candidates or public office holders are encouraged to ascertain from their own legal
counsel whether or not the acceptance of such advertisements would have any effect
on their tax exempt status.

F. Store sales
1. Student body sales of merchandise shall offer a minimum of competition to local

merchants.  Charges for material used in connection with classes shall be as
near cost as feasible.  Books, bookkeeping sets, pencils, paper, notebooks,
erasers, and similar supplies shall be sold at regular merchandising prices.

2. Merchandise offered for sale shall be limited to the following:
a. Nutritious food items as approved by the Board of Education or designee
b. Any equipment or books used by the student in his class work
c. Shop, photographic, art and craft materials for student use
d. Decals, pennants, and similar school spirit items
e. Soft drinks
f. Rings, sweaters, pins and similar items

G. Profits from Associated Student Body activities
As a general rule, profits made are to be student organization funds and are not to be
diverted to any account or special group.  Any exception to this general rule shall
receive prior written approval of the principal.

H. Fund raising by groups within the Associated Student Body
1. Revenue for special groups may be generated from dues, sales of admissions, or

other activities limited to active members of the groups enrolled at school.  All 
other fund raising activities, such as club car washes, etc., which would involve
persons other than members of the group, must receive prior approval by the
student organization.  All fund raising activities must be approved by the Board of
Education.

2. Food sales
The Board of Education may, by resolution, authorize student body organizations
to sell food provided no food items prepared on the premises are sold by these
organizations during the school day.  (Education Code 48931)
a. Food sales in elementary and junior high schools

No school providing kindergarten or any grades one through eight (K-8 grade)
shall permit the sales of food by pupil organizations if such school is
participating in the national school lunch, school breakfast or food distribution
program except as follows:

The Board of Education may permit a student organization to sell not more than
one food item per sale when all of the following conditions are met:
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1. The specific nutritious food item is approved by the Board of Education
2. The food sales do not begin until after the close of the regularly scheduled

midday food service period
3. The sales during the regular school day are not food items prepared on the

premises
4. There are no more than four (4) such sales per year per school
5. The food item sold is a dessert type food, including but not limited to pastry,

ice cream, or fruit
6. The food item sold is not one sold in the food service program at the school

during that school day
b. Food sales in high schools

The Board of Education may permit an organization consisting solely of pupils
to sell food items during or after the regular school day if the following
conditions are met:
1. The specific nutritious food item is approved by the Board of Education
2. Student organization may be approved to sell food at any time during the

school day including the regularly scheduled food service period provided:

Only one such organization each day shall sell no more than three types of
food or beverage and/or any one or more student organizations may 
conduct no more than four (4) food sales of any food items during a school
year in each school, but such sales shall be held on the same four days for
any or all organizations.

3. The sales during the regular school day are not of food prepared on the
premises.

4. The food items sold during the school day are not those sold by the district
food service program during that school day.

3. Other authorized sales of merchandise
a. Graduating classes

1. Cards and announcements
2. Senior rings and pins
3. Tassels
4. Rental fee or sale of caps and gowns
5. Senior sweaters
6. Senior portraits

The student organizations hall negotiate agreements with photographers for
taking of senior portraits.  The agreement shall be in writing and have the written
approval of the principal.  In negotiating said agreement the following
considerations must be made:
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1. Reasonableness of cost to students
2. Product quality
3. Service to the students/school
4. Reputation of the vendor

I. Fund raising drives by the Associated Student Body for outside agencies
1. The student body organization may hold fund raising campaigns for projects which

are initiated by the students and can serve an educational objective (i.e. Junior
American Red Cross drive and student holiday gift-giving projects).  All such drives
shall receive prior approval of the principal.

2. The following general rules should be followed in fund raising campaigns:
a. Collections should be confined to a definite period of time
b. Contributions shall be entirely voluntary.  Any phase of a fund raising activity

which could in any way possible be embarrassing to pupils, must be carefully
avoided.

c. No quota shall be established, other than informally, for any fund raising
campaign for any individual, school, or group.

J. Lottery - games of chance
The Penal Code 319 prohibits lottery, games of chance, and other forms of gambling.
Penal Code Section 326.5 states that even bingo must be licensed to an adult group,
thereby prohibiting student body organizations from being involved in this activity.

IV Expenditures of Associated Student Body funds

A. Approval of expenditures
Expenditures will be limited to those charges that are within the approved student body
budget.  All expenditures must be made by check.  Absolutely no expenditure shall be
made from cash collections.

Appropriate measures shall be taken by the student body before the close of the
school year to approve all necessary expenditures required to close the books of that
school year.  If expenditures must be made when it is impractical to obtain the approval
of the student body, such as during school vacation periods, the principal may
authorize the expenditures without the prior approval of the student body organization.
All such expenditures will be submitted to the student body for ratification as soon as
possible after the students return to school.

B. Responsibility of Associated Student Body organizations for expenditures made by
pupils or Board of Education employees
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No student body organization shall be obligated to pay for any expenditure made by
a student or a teacher, or by any other employee who has not first received a written
purchase order approved as prescribed in district policy.

C. Evidence of expenditures
Evidence supporting all expenditures must be kept on file with the school finance clerk
or district Student Body Finance Technician.  These must be in the form of properly
approved invoices or receipts. (Canceled checks are not sufficient to meet this
requirement) Disbursements must be made with pre-numbered checks.

D. Expenditures which require written approval
Certain types of expenditures require special written approval:
- the purchase of equipment which is to be attached to the building or which requires

the use of public utilities
- any construction and/or alteration to school property

The above expenditures must have the recommendation of the manager of the
maintenance department and the approval of the administrative director of planning
and facilities.  The approvals must be made prior to requesting quotations or bids or
entering into a contract.

E. Reserves or excess monies
Excess monies should be deposited in savings accounts.  Interest may be earned on
savings accounts, certificates of deposit, government bonds, and investments that
meet legal requirements for investment of student body activity cash.  Checking
account balances should be reviewed frequently to invest excess funds.  Interest
earned must be pro-rated to the various student activity accounts or credited to
revenue in the general student body fund.

F. Expenditures which are prohibited
Expenditures for the following shall not be made from student body funds:
1. Equipment, supplies, forms, and postage for curricular or classroom use or for

district business
2. Repairs and maintenance of district-owned equipment
3. Salaries or supplies which are the responsibility of the district
4. Articles for the personal use of district employees
5. Gifts, loans, or credit for district employees or others
6. Contributions to fund raising drives for charitable organizations except funds

specifically raised for that purpose
7. Memberships in or contributions to any non-educational organizations
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G. Purchase of equipment, supplies, and services
1. Student bodies may obligate themselves for the purchase of equipment, supplies,

and services, provided the purchases are provided for in an approved student body
budget.

Student body organizations shall purchase equipment, supplies, and services in the
following manner:

All purchases shall be made by purchase order approved as set forth in district
policy.  Not less than two (2) written quotations shall be obtained where the
individual cost exceeds $500 or total cost exceeds $2,500.

2. All written contracts must be approved by the Chief Business Official or designee.
3. Items of purchase must be in accordance with the intentions of the student program

and must be reflected in the Associated Student Body minutes.
4. Student body funds must be spent to enhance the welfare of the general student

group, not a particular group.
5. Approved purchase orders, whether voided or not, must be maintained numerically

in a file.
6. The purchase of equipment must be recorded in the equipment account to afford

control and inventory.
7. Timely payments must be made on purchases.

H. Awards to pupils
Student body funds may be used for awards in recognition of outstanding service to
the school.  (This includes athletic letters and various types of service awards.)

I. Public relations and hospitality
Student body funds may be used to extend courtesies to those persons who perform
a service for or are a guest of the student body.  These courtesies are 
limited to hospitality items such as refreshments or certificates of appreciation and do
not include gifts of personal items or other articles of value.

J. Insurance
Insurance should be purchased to cover loss of student body equipment.

K. Sales tax
1. Comprehensive high schools

This section applies to goods purchased for resale in the high school student
stores.  Under the provisions of the California sales and use tax law, student 
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body organizations are required to pay sales tax on gross sales for selling tangible
personal property at retail.  If goods are purchased at retail and sales tax is paid
at that time, then the student body is required to pay sales tax on the difference
between the purchase price and the selling price. Sales tax is paid on the profit
made on each item.  Each comprehensive high school student body must obtain
a seller’s permit from the California Department of Equalization for this purpose.
Quarterly sales tax reports are to be prepared and filed with the Department of
Equalization by the School Finance Clerk.

Student bodies are exempt from paying taxes on the profit portion of items
purchased by groups conducting fund raisers on an intermittent basis.  Sales tax
must only be paid on the purchase price of the items to be sold.

2. Elementary, junior high, and continuation high schools
Since these schools do not have an actual student store, the fund raising efforts 
are considered intermittent and a seller’s permit is not required.  Sales tax is paid
only on the purchase price of fund raiser merchandise.

L. Use tax
The use tax must be paid by the student body when the merchandise is purchased from
an out-of-state vendor which does not collect sales tax on behalf of the State of
California.  A deduction should be made by the School Finance Clerk or the District
Student Body Finance Technician aat the time the payment is made to the vendor.
These taxes are then paid to the Department of Equalization at the end of the school
year.

M. IRS form W-9 request for taxpayer identification number
The Internal Revenue Service requires that schools obtain a completed W-9 form at the
time that payment is made to non-district employees for services performed 
for the Associated Student Body.  Although present IRS reporting requirements
mandate issuing a 1099 form on income of $600 or more per calendar year to non-
district employees, the W-9 form must be on file before payment of any amount can be
made.  Service providers who do not provide a complete W-9 form are subject to a
31% backup withholding.

School Finance Clerks at the high schools must maintain a record of all payments for
services subject to IRS reporting and submit that information at the end of the calendar
year to the District Student Body Finance Technician.  The technician compiles the
information from all the schools within the district and generates reports for the Internal
Revenue Service for those payments which meet 1099 reporting requirements.
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N. Investments
Student bodies shall make investments subject to Education Code requirements only
with the written approval of the Chief Business Official.

O. Student body employees
Finance clerks, student store managers or workers, custodians, etc., who perform
services on behalf of the Study Body Organization are employees of the Board of
Education and will be paid through district policies and procedures, pursuant to
Education Code and Int3rnal Revenue Service regulations.

V. Procedures for club advisory

A. Club procedures
Each club advisor shall be responsible for maintaining students’ skills in taking
accurate minutes at each meeting.  The club tentative budget shall be ready for
approval by May 1 of the current school year.  A list of fund raisers and preliminary
revenue potential forms shall be prepared before each fund raiser is approved.
Preliminary revenue potential forms shall be verified by the School Finance Clerk.

Prior to implementation of a non-exempt fund raising activity, form 248 (approved
application for non-exempt fundraising activity) shall be approved.  The following
signatures shall be included: a) the club president, b) the club advisor, c) the student
activities director or the principal, and d) the Chief Business Official.

B. New or substitute fund raisers
Any organization or club wishing to hold a new or substitute fund raiser shall present
its case in writing, stating the rationale for the change, to the Associated Student Body.
The same approvals must be obtained as in A above.

C. Cash deposit
All proceeds from sales shall be counted by the club advisor, a daily sales report form
completed and the money deposited with the school finance clerk or district Student
Body Finance Technician on a daily basis as money is collected.  The school finance
clerk or district student Body Finance Technician shall prepare a receipt in the
presence of the advisor, and then deposit the money in the bank.  Details of receipts
and deposits shall be sent to the district Student Body Finance Technician on a
monthly basis.

D. Ticket sales report
Pre-numbered tickets shall be used for all athletic events, dramatic or musical
performances, dances, and so forth.



AR 3452(o)
STUDENT ACTIVITY FUNDS  (continued)

Starting ticket numbers are entered on the ticket report.  After sales are complete,
ending numbers are entered, which by subtracting will give the number of tickets sold.
Money shall be counted and the totals entered in the proper place.  Money received
shall balance with the number of tickets sold.  Unsold tickets, money and ticket sales
report are to be returned to the school finance clerk or district student Body Finance
Technician for verification.  If complimentary tickets are given out, the numbers shall be
written on the same report including the name of the recipient and justification.  All cash
from sales of merchandise, tickets or any other cash collected for any purpose, must
be deposited intact.  No payments shall be made from cash collections.  Personal
checks shall not be cashed from student body funds.

E. Sales report form
At the conclusion of a fund raiser, the revenue potential/final sales report form shall be
completed.  The school finance clerk or district Student Body Finance Technician shall
verify the final sales report with funds deposited and daily sales reports completed
during the sale.  The final sales report shall be forwarded to the ASB accounting office
where it will be compared to the income potential form and differences investigated.

F. Transfer of funds
Transfer request forms shall be completed and signed by the club advisor and a
student officer.  They shall also require an administrator’s signature and ASB approval,
including the name of the person moving the motion, seconding, the vote count, and
date.

G. Purchase requisition
Each purchase, including such services as bands for dances, as well as purchases 
of merchandise, shall require an approved purchase requisition.  Coaches and other
assistants shall not be paid from ASB accounts.

Purchase requisitions shall be completed and signed by the club advisor, the club
president, and the principal.  At the time of ASB approval, the ASB treasurer shall
certify on the purchase requisition the name of the person moving, seconding, the vote
count, and date.  All items shall be listed with prices and totaled. Vendors may be
contacted only for the purpose of obtain a price estimate (not to place an order).  An
official purchase order will be issued to the vendor by the school finance clerk or the
district Student Body Finance Technician.  The Chief Business Official or designee
shall countersign all purchase orders prior to issuance.

The student body is not obligated to pay for any items ordered by a teacher, student,
or other person who has not received the approval of the ASB prior to placing an order
or making a purchase.
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If the purchase requisition is not approved by the school finance clerk or the district
Student Body Finance Technician, it shall be returned to the originator with a note
indicating the amount of insufficient funds or other reason for withholding approval.

H. Open purchase requisitions
The Associated Student Body shall issue “open” purchase requisitions (requisitions
for a specific amount of money to be used for a specific purpose but not itemized) only
when many purchases of a specific nature are made frequently from a particular
vendor.  Examples are: student store supplies, vending machine supplies, and sports
officials.  The open purchase requisition shall:
1. Be opened and closed each fiscal year for supplies, each semester for officials
2. State a maximum amount for an individual purchase order
3. State the maximum total of purchases allowed
4. State who shall be authorized to purchase against the order

I. Combined purchase requisition and check request
The combination purchase requisition and check request form may be used when it is
necessary to expedite the order and a single payment by checking both the purchase
requisition and check request blocks.  If multiple payments are required for a single
purchase requisition, such as for open purchase requisitions, contracts, and so forth,
a check request must be prepared each time a check is to be issued.

J. Receiving merchandise
For comprehensive high schools, the school finance clerk shall receive all merchandise
for student groups, verify contents against packing slips and purchase 
requisition, and disburse the merchandise to the student groups obtaining authorized
signatures from the group on receiving documents.  If the merchandise has been
ordered for resale (other than store supplies), the school finance clerk shall also re-
verify the income potential form.  These duties shall be performed for junior high
schools, middle schools, and continuation high schools by a staff member assigned
by the principal.

K. Check requests
On receipt of invoice, the school finance clerk shall pull all receiving documents and
purchase requisitions, compare totals, and prepare a check request to be signed by
the student officer and club advisor.  Check requests shall be placed on the agenda
of the student council for approval, signed as required and forwarded to the Chief
Business Official for approval.  For comprehensive high schools, the school finance
clerk shall prepare the check, secure proper signatures, and mail or deliver to the
payee.  For junior high schools, middle schools, continuation high schools, and
elementary schools, the district Student Body Fund Technician shall prepare the check,
secure signatures, and mail to the payee.  No check shall be written without proper
documentation.
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In the event of an emergency, when a purchase must be made or check written before
student council and/or business office approval can be obtained, an ASB cash
purchase order may be used. signatures of the club officer, ASB treasurer, club
advisor and site administrator must be obtained prior to the issuance of the check.
The cash purchase order must be presented to the payee for his signature verifying
receipt of the check.  The cash purchase order must then be presented to the student
council at its next meeting for ratification and then to the business office  for verification.
Use of the cash purchase order shall be limited to dire emergency or special
circumstance.  Caution must be used to avoid abuse of the cash purchase order.

VI Explanation of forms

1. Approval application for non-exempt fund raising activity
The approval application for non-exempt fund raising activity form shall be completed
by each club or organization planning to conduct a fund raising event in the local
community.  All signatures must be in place before such a fund raising event shall be
approved.

“non-exempt” fund raisers are considered to be any sale of items or services to the
community in general

“exempt” fund raisers are those which do not impact the community in general.
Examples of exempt fundraisers are listed on the form.

This form shall be completed prior to May 1 of the current school year for fund raisers
to be held the following school year and shall be approved by the ASB.  Approval of the
Chief Business Official is also required.  This is to be accomplished by October 1 of
the school for which the request is made.

Any additional non-exempt fund raiser requested after the deadline of October 1 must
be approved by the Superintendent.

2. Request for calendar entry
The request for calendar entry form shall be completed by each Associated Student
Body club or organization for each fund raising event planned.  The form shall be
submitted to the ASB for approval prior to April of the current school year.  ASB shall
confirm or deny each request.  The adopted list of fund raising events shall be
completed by October 1 of the following school year.  Any request for change or
substitution of a previously scheduled fund raising event shall require completion of a
new form and an explanation for such change or substitution.
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The request for calendar entry form shall be completed in full, indicating the purpose
for the event, and the source of funds supporting the event.  All required signatures
must be in place before approval is granted by the student body.

3 Combination purchase requisition, check request, cash PO form (organized student
bodies)
This form has been combined into one in an attempt to eliminate some of the most
frequently used forms.  This may be accomplished by checking the proper box or
boxes on the form.  It is to be used as:
a. A purchase requisition when ordering items or services for future delivery and

payment or in the case of multiple payments.
b. A check request when requesting a check for payment f an invoice for gods or

services received.

A copy of the invoice must be attached to the check request before approval.
Sufficient funds must be available to cover the amount of the check request in order
to obtain approval.

ASB approval must be obtained and all signatures in place before a check may be
written.  The school finance clerk or district student body fund technician shall
complete the check, post it against the proper account, and obtain the signature(s)
of the person(s) authorized to sign the check.

Unless requested otherwise, the school finance clerk or district Student Body
Finance Technician will mail the check to the payee.

c. A combined purchase requisition and check request when ordering items which
must be paid for at the time of the order and when a singular payment is to be
made.

d. A cash purchase order in case of emergency only when payment must be made
before ASB approval and/or business office approval can be obtained.  The cash
purchase order must be presented to the student council at its next meeting for
ratification and then to the business office for verification.  Use of the cash
purchase order shall be limited to dire emergency or special circumstances.

Sufficient funds must be available to cover any use of this form.  ASB and district office
approvals are required according to district policy and regulations.
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4. Purchase orders
The purchase order is a document which, issued to a vendor, authorizes the delivery
of specified merchandise or the performance of certain services and the making of a
charge for them.  After approval of the purchase requisition, the purchase order will be
completed by the school finance clerk or district student Body Finance Technician and
signed by the Chief Business Official or designee.  Purchase orders shall be pre-
numbered.

The third copy of the purchase order shall be the “receiving copy.”  Items listed on the
purchase order shall be verified and signed for by the school finance clerk or other
person authorized to receive goods when merchandise and quantities are determined
to have been received satisfactorily.

Invoices for goods received shall be submitted to the school finance clerk or district
student Body Finance Technician with an approved check request form for payment.
Credit memos for goods returned, etc., shall be submitted to the school finance clerk
or district Student Body Fund Technician for application to future invoices or refund
requests.  Refunds received must be channeled through the student body accounting
system and credited to the proper account.

5. Transfer request form
The transfer request form is to be completed when a transfer of funds from one club or
student body account to another is required for payment of debts owed, loans, moving
funds within athletics accounts, distributing student store revenue, redistributing
treasury of disbanded clubs or graduated classes, etc.

The purpose for the requested transfer must be stated in all cases.

Each request for transfer mut be approved by the ASB and noted in the minutes of the
meeting.  All required signatures must be in place before submission to the business
office for final approval.

In the transfer is temporary, as in the case of a loan, a firm repayment date must be
agreed upon by the lending club and the recipient and every effort made to meet that
date.

The transfer shall be finalized by the school finance clerk or district Student Body
Finance Technician by deducting the approved amount from the balance of the
transferring club or organization and adding that amount to the balance of the receiving
club or organization.
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6. Daily sales report
The daily sales report form is to be completed daily throughout the fund-raising event.
The numerical sequence of tickets sold or number of items of merchandise sold must
be accounted for on this form.

The lower portion of the daily dales report shall be used to total the coins, currency, and
checks collected each day.  The school finance clerk or district Student Body Finance
Technician will verify the cash collections and the sales report in the club advisory’s
presence and sign to indicate agreement.  A receipt and a copy of the completed
sales report will be issued to the club advisor at that time.

The sales value of the items or tickets sold must balance with the cash collected.  If not,
an explanation is required.

7. Preliminary revenue potential form
Complete this form prior to the beginning of a fund raiser and submit it for approval
along with the corresponding approval application for non-exempt fund raiser form.

The information detailing the items to be purchased for sale should correspond with
the purchase requisition, which will be completed to order those items.

If this form is being submitted for a fund raiser for which a specific order will not be
placed for goods prior to starting the fund raising sales, i.e., brochure sales or
magazines sales, a projection based on a similar fund raiser held during the past
school year will need to be made.

All required signatures and approvals must be in place before submitting this form to
the business office.

8. Revenue potential/final sales report form

The revenue potential/final sales report form is divided into four (4) sections to be
completed after any fund raising activity.
Section a: This section shall be completed as soon as details are known.
Section b: This section shall be completed at the end of the sale. It is imperative

that all items ordered for the sale be accounted for.  An explanation is
required for any funds not collected, items lost or stolen or given away.

Section c: This section shall be completed during or after the sale as an accounting
for all funds deposited with the school finance clerk or district Student
Body Finance Technician.
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Section d: This section shall be completed after all proceeds have been collected.
An explanation is required if the fund raiser resulted in a loss.  If the loss
is due to proceeds not collected, details of attempts to collect must be
provided.

All required signatures and approvals must be in place before submitting this form to
the business office.

9. Sales issuance for resale form

The issuance form is used to issue:
1. All merchandise intended for resale
2. All pre-numbered ticket sales
3. All cash register sales

This form is to be issued to the club advisor responsible for items issued for resale.
The advisor shall sign the form indicating that he/she has received the items to be sold
and will be responsible for collecting and depositing proceeds of the sale with the
school finance clerk or district Student Body Finance Technician.

    10. Ticket sales report - short term
    The ticket sales report - short term, shall be completed when tickets are sold for a

single event or short term series of events.  The purpose is to verify tickets sold with
cash collected.  Tickets of different prices should be of different colors.

Change funds placed in the cash box before the beginning of the ticket sales should
be taken into consideration when accounting for total ticket sales by deducting this
amount from the total cash on hand at the end of the sales.

Entering the numbers of the first and last tickets sold serves to determine the number
of tickets sold and controls ticket inventory.

  11. Merchandise inventory report
  The merchandise inventory report shall be completed monthly by the student store clerk

or club advisor whose sales continue for a month or more.  An accounting of inventory
will help determine the value of stock on hand and future needs.  Completion of this
report is required by district auditors.

  12. Group transaction register and current balance estimator
  The purpose of this form is to record club activity.  It should be maintained by the

advisor or treasurer.  The use of this form is not mandatory, but advised. Some of the
advantages of its use are:
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1. It may be compared with the monthly financial statement to ensure that all
transactions have been properly recorded.

2. An estimated balance can be determined at any time.

   13. Minutes of meetings
   The student body organization, trust accounts and each club within the organization is

required to keep minutes for each meeting.  The minutes should include details of all
proceedings including financial matters pertaining to any expense to be incurred, and
fund raising ventures, all budget transfers and approval of any funds to be invested or
loans to be made.

Each motion must be reported in the minutes.  In the report, the motion must be stated
and the person who made th emotion and the person who seconded the motion must
be named.  The results of the voting must be given.

The minutes might be organized as follows:
I Introductory data

A. Location of meeting
B. Date and time of meeting
C. Attendance at meeting

1. Presiding officer
2. Number of members present
3. Adviser(s)
4. Guests

II Activity data
A. Minutes of previous meeting
B. Activities of standing committees or special committees
C. Communications
D. Old business 
E. New business

It is the responsibility of the school finance clerk and the district Student Body Finance
Technician to have the minutes authorizing the processing of a purchase order, transfer
or any other fiscally related transaction before proceeding with any action.

14.   Group activity receipt form  
This form may be used to record small collections such as those under $10.00.  The
collections must be recorded. The student body advisor will total the form and sign it.
The money collected, the completed daily sales report form, and the group collection
receipt will then be turned in to the school finance clerk or the district Student Body
Finance Technician for deposit.
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This receipt is not to be used for yearbooks, memory books, or student body cards.
Sub-receipts must be issued for those items.

15. Request to establish new student club on campus
   This form is to be completed by a club advisory when a group of students wishes to

form a new club on campus.  It must then be submitted to the student body organization
with a proposed constitution or by-laws and a preliminary budget for its approval.

Student interested in starting new clubs should submit this request by May 1 so that the
approval is in place at the beginning of the new school year.

16. Vending machine control
   A vending machine control report should be completed for each machine on a monthly

basis.  One person should complete the inventory count while another should count the
cash.

Item a) record the beginning number of items on hand.  This figure can be taken
from the prior month’s report.

Item b) add in all purchases made, using information provided in the invoices.
Item c) record adjustments to the inventory for items damaged or stolen, used as

rewards or for other purposes.  All adjustments need to be fully documented
and attached to the report.

Item d) add the figures for items a and b and subtract c to obtain the adjusted
inventory.

Item e) enter the amount of the actual inventory from the physical count.
Item f) subtract item e from d to obtain the number of items sold.
Item g) enter the sales price of each item.
Item h) multiply item f by item g to calculate the amount of money which should have

been deposited for this period.
Item i) enter the actual amount of cash which was taken from the machine and

deposited with the school finance clerk or district Student Body Finance
Technician.  Include deposits in transit.

Item j) subtract item i from item h.   These figures should match.  Explain any
differences below.

   17. Check request form for multiple payees
   This form can be used when issuing several checks to different payees when the

following requirements are met:
-  all of the checks are to be issued from the same account
-  all of the checks are for the same purpose
-  all of the checks will be issued on the same date
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This check request form will usually be used when issuing checks for sports officials,
or to students for fund raiser prizes.  Each payee should sign where indicated to
acknowledge receipt fo his/her check.

Student body approval must be obtained and all signatures in place before the checks
may be written.  The school finance clerk or the district Student Body Finance
Technician shall complete the checks, post them against the proper account and obtain
authorized signatures on the checks.

Sufficient funds must be available to cover any use of this form.  Student body and
district office approvals are required according to the district policy and regulations.

   18. Ticket log
   Roll tickets represent cash, therefore, it is most important that they are kept in a safe

place.  Each roll must be controlled from the first ticket through the last.

Each ticket must be recorded on a separate ticket log.  When the roll is purchased,
record the pertinent information on the first section of the ticket log.

When selling tickets, record the date, the first number on the roll and the name of the
activity for which the tickets are being used.  When the activity is over, record the
number of the first ticket not used.

For the next activity, the beginning number should be the same as the ending number
from the previous activity. If there is a gap in the numbers it could mean that an
unauthorized person may have taken tickets without paying for them.

At the end of the activity, multiply the ticket price by the number of tickets used to
determine the amount of cash you should have collected for that event.  Adjustments
will need to be made for free tickets given as awards.  There should be an explanation
as to how many tickets were given away, to whom and the reason.

Tickets sold at different prices for the same event must come from different rolls to
accurately account for all funds which should be collected.  This rule aplies even if the
tickets do not have a pre-printed price.
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Unorganized student bodies (elementary schools and continuation high school)

1. Combination purchase requisition/check request form
This form can be used by the unorganized student bodies as a purchase
requisition, a check request, or a combination purchase requisition/check request.
a. Use as a purchase requisition when ordering items or services for future

delivery and payment or in the case of multiple purchases (open purchase
order).  Once received, the district Student Body Finance Technician will issue
the purchase order, obtain district approval and mail or fax it to the vendor.

b. Use as a check request when requesting a check for payment of an invoice for
goods or services received.  Attach the original invoice along with any
remittance copies to the check request.

Once approved by the principal or designee, forward the check request to the
district Student Body Finance Technician, who will then issue the check, obtain
authorized signatures and post it against the proper account.  Unless requested
otherwise, the check will be mailed directly to the payee.

c. use as a combined purchase requisition/check request when ordering items
which must be paid for at the time of the order and when a singular payment will
be made.  Attach a copy of the information provided by the vendor, i.e., catalog
order form, a flyer, etc.  Once approved by the principal or designee, forward
the form to the district Student Body Finance Technician, who will then issue a
check, obtain authorized signatures and post it against the proper account.
Unless requested otherwise, the check will be mailed directly to the payee.

Sufficient funds must be available to cover any use of this form.  Approval of the
principal or designee and the district office are required according to district policy
and regulations.

Explanation of other reports and forms

1. Monthly financial statement
The monthly financial statement shall be prepared each month by the school finance
clerk for the senior high schools and by the district Student Body Finance
Technician for continuation, junior high and elementary schools.

All required signatures must be in place when submitted to the Chief Business
Official in the business office by the twenty-fifth of the succeeding month.  The
business office will then submit copies to the governing board for its information.
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2. Bank statements
Bank statements shall be reconciled immediately after receipt.  It is important that
the bank statement balance exactly with the checkbook and the financial statement.

The school finance clerk shall reconcile the bank statement for the senior high
schools and submit a copy of that bank statement to the business office with the
monthly financial statement.

The district Student Body Finance Technician shall reconcile the bank statements
for the continuation, middle, junior high and elementary schools.

3. Bank deposits
Deposits of receipts shall be made on a daily basis or every day that funds are
received.  After all checks and cash are recorded on the deposit slip, a copy shall
be made and attached to the bank’s receipt for that deposit.  A file of deposits and
canceled checks shall be maintained for at least five years.

4. Ledgers
Transaction ledgers shall be kept current at all times.  Any changes or adjustments
in the ledger shall be carefully documented.  It is important to maintain an audit trail
for any and all transactions.

Completed ledgers and financial statements must be kept indefinitely.

5. Invoices
Vendor’s invoices shall be attached to the check request paying that invoice.
Invoices and payment records shall be maintained for at least five years.

6. All other records
Purchase requisitions, purchase orders, cash P.O.’s, etc., must be maintained for
at least five years.
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