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Chapter I 

INTRODUCTION 

Background 

Extracurricular programs have been a part of the 

public schools since the early 1800's. In the last several 

decades, however, a considerable change has taken place in 

the school and in the public point of view concerning the 

purpose, efficiency, and management of extracurricular 

activities. 

According to more recent concepts, extracurricular 

or student activities have become essential to the proper 

education and development of students. Educators and 

parents alike have more and more developed the opinion that 

student activities programs constitute a significant con-

tribution to the educational growth of the child. 1 

According to Anderson, Gremm, and Gruber the child 

may attain growth in effective speech through participation 

in debate; the school band will contribute to growth in 

music appreciation; the school paper may give the opportu-

nity to develop writing skills; and the growth in certain 

citizenship qualities may result from serving on the stu-

dent council. 2 

1 
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As the philosophical concept became accepted by 

educators that a student activity program is educationally 

defensible, and as public enthusiasm and support increased, 

there has been a virtually exponential growth in the number, 

size, and diversity of student activities. 

In 1926 Koos conducted a study of the classes and 

types of pupil activities and found in the 40 junior high 

schools and 30 senior high schools studied that 848 activi-

ties were listed. Many duplications of similar activities 

were found, but out of this number he discovered 231 

different types of pupil activities and was able to list 

145 different kinds of activities mentioned twice or more 

as being active programs.3 

During the Post-World War II period, authorities and 

writers in the field began to notice differences in the way 

student activities were being handled as compared with the 

1920's and 1930's. Administrators became more and more con-

cerned with the control of the activities program, not only 

at the local level but at regional and state levels. New 

activities appeared and others gained popularity, particu-

larly such activities as intramural athletics, service 

organizations, school camping, and foreign study and 

travel.4 
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By the middle of the twentieth century the number 

and diversity of extracurricular activities appeared to 

have increased appreciably. The increasing importance of 

student activities was evidenced by the number of articles 

pertaining to student activities appearing in educational 

journals, the inclusion of extracurricular activities in 

the regular schedule of the school, and the allowance of 

teacher time for directing them.S 

A number of surveys conducted during the early and 

mid-1950's illustrated the increasing diversity of student 

activity programs. Bowden, in a study of trends in the 

administration of student activities, conducted in 130 

schools from throughout the country found that most had 

homerooms and interscholastic sports; 90 percent had stu-

dent councils; about 66 percent had organized recreation 

programs; and at least SO percent had drama, homemaking, 

honors groups, journalism, music, a photography club, a 

press club, a science club, and a Spanish club. 6 

Student activities have experienced their greatest 

growth in the secondary schools; however, they have also 

become prominent in the elementary school, especially in 

the upper grades. It was not uncommon to find several 

activities in the smaller schools, and in the large secondary 

school systems it was not unlikely to find hundreds of 
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student activities in operation. A number of surveys con-

ducted in the various states served to illustrate this 

phenomenal development. 

Arkansas: In a study of a sample of high schools in 

Arkansas, Walker reported that over 50 percent had basket-

ball, an agriculture organization, a home economics organiza-

tion, and cheerleaders. More than 25 percent reported soft-

ball, football, baseball, volleyball, chorus, band, dramat-

ics, newspapers, yearbook, and student council. 7 

California: A study of 500 secondary schools in 

California by Shipp revealed that administrators in that 

state felt that student government was their "most out-

standing" activity. Clubs were second in frequency for 

the total group reporting.8 About the same time Tompkins, 

in a study of the different types of activities in 27 

secondary schools in the San Francisco area, reported a 

student council, some form of student government, athletics 

and athletics organizations existed in all the schools. 9 

Colorado: In a study of the secondary schools of 

Colorado by Romine, the most common form of student activity 

was school parties. Other student activities frequently 

found were cheerleaders, special assembly programs, dramat-

ics, music programs, school newspaper, school annual, and 

student council.lo 
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Indiana: Jung and Fox found that about 60 percent 

of the secondary schools in Indiana had a student council 

and that large schools were far more likely to have a stu-

dent council than small schools. 11 Christopher and Howard 

reported in a study of 200 high schools in Indiana in 1953 

that over 90 percent of the activities for girls, over 67 

percent of the boys' activities and over 84 percent of all 

activities offered had been added within the previous 

thirty years. Of these activities, over 38 percent of 

the activities for girls, over 34 percent of the activities 

for boys and over 37 percent of the combined activities had 

been added during the last ten years. Basketball was 

found in all of the schools surveyed. FFA, Hi-Y, and foot-

ball were the most popular all-boy activities; the Girls 

Athletic Association, FHA, and the Sunshine Society were 

the most popular all-girl activities. Band, newspaper, the 

annual, and the student council were the most outstanding 

activities for both boys and girls.12 

Nebraska: Miller and Dahl studied 142 North Central 

Association schools in Nebraska and found that about 76 

percent had some type of organization through which pupils 

participate in the management of student affairs with re-

gard to subject matter clubs, 41 schools said there were 

enough, 22 schools said there were too few, and no school 

reported having too many. 13 
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Virginia: While there has been no recent statewide 

research conducted in Virginia regarding student activities, 

an October 1976 survey of eight Virginia high schools 

located in Floyd, Montgomery, and Roanoke counties and the 

City of Radford, showed the number of individual accounts 

within the activity fund to range from a low of 59 to a 

high of 81. The Virginia High School League Handbook, the 

official publication of the Virginia High School League, 

designed for use by principals, coaches, and sponsors in 

the administration of the school program, lists a total of 

26 interscholastic activities. With each of these activi-

ties go their supporting funds which are for the most part 

unappropriated funds. 

Several decades ago, it was comparatively easy to 

define student body activities. They were prompted largely 

by students and received little recognition and assistance 

from teachers and administrators. During this period they 

were truly organized outside the formal courses offered for 

credit and not included as a part of the regular class in-

struction schedule. The curriculum was one aspect of the 

school program; student organizations were extra or "out-

side" the curriculum. Today the difficulties of differentia-

tion have been compounded. It is not unusual to find many 

teachers on the payroll who devote a considerable portion 
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of their efforts to the direction of student activities. 

In addition, time may be provided during the regular school 

schedule for meetings of student organizations or athletic 

team practice sessions. Many schools provide and pay for 

special equipment and materials to stimulate student 

participation in clubs and interscholastic athletics.14 

These activities have become so curricularized that 

administrators now boast that they have no extracurricular 

activities and suggest that they be referred to as co-

curricular activities. 15 

As school activity programs have increased and ex-

panded in recent years, the amount of money necessary to 

finance these programs has increased proportionately,16 

As often happens in areas of rapid growth, administrative 

policies and procedures designed to operate the programs 

have tended not to keep pace with the expanding program 

structure. This has been particularly true with the stu-

dent activities program. The responsibility for these 

extracurricular funds is, in effect, a public trust and 

certainly not to be treated casually. By law the adminis-

trator is accountable for the accurate handling of student 

activity funds just as he or she is responsible for the 

accounting of other school funds. The administrator who 

fails to use sound policies in the handling of these 
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funds may be legally guilty of gross neglect and would, 

in any case, be acting irresponsibly. 

The responsibility that the school administrator 

carries cannot be measured in dollar amounts but the fact 

that school activities have become a multi-million dollar 

enterprise in the United States does give some indication 
~ 

of the responsibility in the area. While it has been im-

possible to determine the exact amount of money involved in 

the cost per pupil because of the variances within the 

schools and in the practices used by them, best estimates 

indicate that several billion dollars are spent annually on 

student activity programs.17 In recent years, both the 

development of extracurricular programs in terms of number~ 

size, and diversity and the expected level of funding have 

explained the magnitude of money received and expended in 

the student activity program. 

In 1926, McKown's study of 268 schools found 

activity fund budgets ranging from $300 to $125,000 per 

school year. 18 By 1957-1958, Davis estimated that the 

activity budget for Los Angeles public schools alone would 

reach $7 million.19 North Carolina reported an increase in 

school activity funds from approximately $27 million in 

1953 to more than $40 million in 1958.20 

In the survey of eight Virginia high schools with 

enrollments ranging from 572 to 1370 the amount of 
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expenditure for student activities ranged from a low 

$169,247 to a high of $263,036. The total amount spent 

by all schools was $1,409,790 with an average per pupil 

expenditure of $172.20. 

Unfortunately, the financial systems that were de-

veloped to accommodate the earlier activity funds have 

often been merely extended to support the wider system of 

student activities. The rapid growth of extracurricular 

programs in recent years has placed a strain on the now 

obsolete financial system with which the financial adminis-

trators of student activity programs have had to contend. 

Along with the increase in the number of student 

activity funds has been a growing concern for the safe and 

economic handling of student activity money. While some 

local boards appropriate money for student activity pro-. 

grams, others are completely self supporting. Very often 

the student activity dollar is expected to take up where 

the tax dollar leaves off in the educational program. 

Typical sources of income include: 

1. admission to athletic contests, plays, dances, 

2. concession sales, magazine sales, candy sales· 

and various other sundry fund raising activities, 

3. dues and fees to student clubs and organiza-

tions, 
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4. collections for the purchase af pictures, rings, 

pins, announcements, annuals, 

5. food sales, primarily for in-school lunches, 

6 .. flow-through money, such as collection for 

charitable organizations, and 

7. collections for the Board of Education. 

Recognizing the responsibilities and dangers in-

volved in the handling of student activity funds and deter-

mined that proper precautions be taken for safeguarding 

such funds, the Virginia State Board of Education, in 1954, 

appointed a task force chaired by L. G. Blount Jr., Finance 

Director, State Department of Education, to study the problem 

of handling school activity funds (internal accounts). At 

its meeting on June 17, 1954, the State Board of Education 

adopted a set of rules and regulations governing such 

activity_accounts. These regulations, along with suggested 

forms for activity fund accounting, were published in the 

Manual on System of Accounting for Student Activity Funds 

in August, 1954. 

Need for the Study 

A review of the literature reveals that much has 

been written regarding the administration of activity funds, 

all of which has emphasized a need for developing and 

practicing sound business principles in .the handling of 
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these funds. The fundamental principle underlying any 

system of student activity fund accounting is uniformity, 

a criterion which implicitly stipulates that certain 

standard procedures exist. 

The Manual on System of Accounting for School 

Activity Funds was developed and adopted in 1954. The 

basic records provided for in the manual, when compared to 

similar documents from other states, are inadequate as 

there are many areas of importance not covered in the 

manual. 

The manual provides a system of accounting which 

when funds are audited will permit the auditor to verify: 

1. total money collected, 

2. total money disbursed, 

3. that financial records agree with bank state-

ments, and 

4. that financial records are an accurate repre-

sentation of all transactions. 21 

An accounting system is only effective to the degree 

that reliable information can be secured, analyzed, recorded, 

and reported. The system of accounting as it is now de-

signed provides only a minimum of information. Under the 

present system of accounting it is impossible to collect 

and disseminate the information necessary for program 

evaluations and the establishment of sound policy. 
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There is, therefore, an apparent need for the de-

sign of a set of policies and procedures capable of proper 

accounting for the wide ranging student activities programs 

and for the substantial sums of money which are collected 

and disbursed for them. Standardization of terminology and 

activities essential to adequate monitoring of accounts and 

the capability of dissemination of information to be used 

in decision making and future planning are anticipated 

benefits of the proposed design. 

Statement of the Problem 

The problem of this study is to design a current, 

legally based and theoretically and operationally sound 

manual of accounting for school activity funds in the state 

of Virginia. More specifically the problem of this study 

will be to synthesize empirically-based information into 

a user-adjudged feasible and desirable policy and procedure 

statement which will provide the practicing school adminis-

trator with a comprehensive document for accounting for 

school activity funds. 

Significance of the Problem 

The rapid expansion of all phases of extracurricular 

activities has introduced new problems into school adminis-

tration which challenges the attention and best thoughts of 

administrators and school board members. 
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Since large sums of money are spent annually on stu-

dent activity programs, the demand for their economical, 

safe, and efficient administration is to be expected. This 

quasi-public revenue creates a persistent problem of in-

ternal finance with which the school administrators must 

cope if embarrassments and legal entanglements in financial 

accounting are to be avoided. 

From a public relations standpoint, it is imperative 

to both the board of education and the school administrator 

that well designed policies and controls be in effect. The 

school and community have a right to know the sources and 

disposition of all school funds, no less so with tax funds 

than when the school, by means of its extracurricular 

activities, has earned the money. 

An accurate system of accounting and a set of poli-

cies governing student activity funds can be a definite as-

set when dealing with organized school groups. It can also 

assure the public that adequate supervision and control is 

being maintained over the receipts and expenditures related 

to such activities. 

It must be realized that school accounting of pro-

grams is more than just a set of records which contain his-

torical information about past activities within the school. 

Such records must provide basic information which can be 
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used in making current administrative decisions and in 

planning future activities, since virtually every educa-

tional program will require financial resources in its 

implementation. The reliability of the accounting system 

is a vital element of public school administration. K. 

Forbis Jordan has put the issue squarely, "Data and sup-

porting information available through the accounting pro-

gram will form the information core around which plans are 

made for alterations in existing programs and development 

of future programs."22 

Limitations 

This study will be limited to: 

1. legal? legislative, and policy requirements 

specific only to Virginia, 

2. the public high schools of Virginia, and 

3. investigation of general practices and pro-

cedures which will provide data for the study. There was 

no attempt to critique past practices relative to specific 

school or district operation. 

Summary and Overview of Study 

Extracurricular activities have existed in the pub-

lic schools since the early 1800's. Student activities 

have gone through three stages of development, First, they 



15 

were opposed, then tolerated, and later fostered as educa-

tors realized that extracurricular activities fulfilled 

many of the needs of the high school student. 

This change in philosophy resulted in a rapid 

expansion of extracurricular programs in terms of number, 

diversity, and money spent. This expansion created a need 

for developing a system of accounting for these funds, based 

on sound business practices and procedures. 

The manual of student activity fund accounting 

recommended for use in the public schools in Virginia today 

was adopted in 1954 and provides only a minimum of informa-

tion. Therefore, there is a need to develop a manual which 

will provide a sound and flexible system of accounting, 

establish standard terminology and uniform classification 

of accounts, and develop a set of practices, procedures, 

and principles which will provide guidance to school busi-

ness managers, principals, faculty members, and bookkeepers 

in accounting for, and the administration of, school 

activity funds. 

Chapter II of this paper contains a review of litera-

ture relative to accounting principles, practices and pro-

cedures. It is also a review of legal aspects and court 

cases pertaining to the administration of student activity 
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funds. A detailed description of the procedures used in 

developing the manual are discussed in Chapter III. 

Chapter IV will contain the findings of each series 

of reviews of the questionnaire items for inclusion in a 

manual for student activity fund accounting. It will also 

contain the substantive material of the proposed program 

of accounting recommended for use in the public schools 

of Virginia. A summary of the study, conclusions, impli-

cations, and recommendations will be presented in Chapter 

v. 



Chapter II 

REVIEW OF RELATED LITERATURE 

The increasing size of student activity funds and 

the growing awareness of the many implications involved in 

the administration of activity funds has led to an abundance 

of literature dealing with the management of student acti-

vity funds, all of which outline certain basic elements essen-

tial to sound administration of school activity funds. 

Accounting System 

According to Tidwell, the greatest service that a 

well-planned accounting system can provide for the board of 

education is an effective and efficient procedure that pro-

duces accurate and reliable financial statements while safe-

guarding the assets and resources of the school and the 

integrity of every employee of the school district charged 

with the responsibility of handling money or property. This 

is the part of the accounting function known as internal 

accounting control. A by-product of effective internal ac-

counting control is operational efficiency, adherence to 

established policies, and confidence in the financial admin-

iistration of the school district. Responsibility for its 

operation extends to every level of authority in the school 

d . . 23 1str1ct. 

17 
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Tidwell defines accounting as the art of recording, 

classifying, and summarizing--in a significant manner and 

in terms of money--transactions and events which are, in 

part at least, of a financial character, and interpreting 

the results thereof.24 He further states that a public 

school accounting system includes not only ledger accounts, 

books of original entry, and underlying forms and papers, 

but also the routines and procedures by which all of the 

records of the school system are knit together into a 

meaningful and useful financial control device. 25 

It has been established that accounting is primarily 

concerned with property and property rights; thus, each 

business transaction within a school system has a direct 

effect on property or property rights. The primary purpose 

of school fund accounting is to provide reliable information 

to all persons interested in the property or property rights 

of a specific school system, whether private or public.26 

A sound activity fund accounting system should pro-

vide a complete record of financial transactions which 

would be beneficial to administrators in budget preparation, 

adoption and execution. These financial records should 

also provide clear and concise information which can serve 

the public as a basis for evaluating the past, present and 

future operation of the student activity program. Also a 
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sound activity fund accounting system should provide f inan-

cial controls and safeguards for the school's money and 

property and provide a basis whereby the governing board can 

place admin~strative responsibility and minimize the 

possibility of waste, carelessness, inefficiency, and 

possible fraud. It goes without saying that these records 

should provide historical data which, over a period of 

years, can be studied and analyzed critically and construe-

tively for the purpose of aiding citizens, the governing 

board, and the school system's administrative officers to 

k . th h h . . d . 2 7 eep pace w1 t e c ang1ng concepts in e ucat1on. 

A sound accounting system requires that it be 

adapted to the specific needs of a specific school dis-

trict. According to Miller, Moyer, and Patrick, it would be 

unwise for any school to adopt a plan without first making 

a careful analysis of local conditions. They further state 

that there is no one plan that would be best for all high 

schools since the support of the co-curricular program 

varies from the school in which it must be entirely self-

supporting to the school in which it is paid for entirely 

by school district funds.28 

It is essential that each school develop a plan 

which meets its individual requirements. There are, how-

ever, certain fundamental principles and basic procedures 
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found in all good plans for administering the financial 

affairs of the student activities program. 

The U.S. Office of Education, in a handbook de-

signed as a guide for student activity fund accounting, has 

recommended that the following principles of accounting be 

implemented hy the person responsible for the administra-

tion of the student activity program: 

1. Administration of school activity funds should 

be governed by policies and rules prescribed by the local 

board of education. 

2. The local board of education should designate 

one person tc implement policies pertaining to activity 

fund accounting. 

3. One person should be designated to be responsible 

for activity fund accounting in each school. 

4. Each school activity should plan and follow a 

budget. 

5. Each person responsible for funds should be 

bonded. 

6. An annual audit should be made of all school 

activity funds by trained and recognized auditors. 

7. Regular financial reports should be made to the 

administrative head of the school and to the board of 

education.29 
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The handbook also presents seven generally accepted 

business prccedures upon which an accounting system should 

be based. 

1. Official receipts should be issued for all 

money received. 

2. All money received should be deposited in a 

bank. 

3. All money expended should be expended by check, 

except for small amounts paid from petty cash. 

4. Supporting documents should be kept for all 

expenditures made. 

5. Bank reconciliations should be made each month. 

6. Monthly and yearly financial statements should 

be prepared. 

7. An audit should be made each year and copies of 

the audit should be filed with persons having administra-

tive authority.30 

In addition to describing accounting principles and 

procedures, the literature describes three general attitudes 

toward student activity fund accounting: (1) the laissez-

faire idea, (2) the principal responsibility plan (decen-

tralized), and (3) the board of education control system 

(centralized). 
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The first practice is probably the most ineffective 

from the standpoint of business administration and has be-

come so obsolete that very little discussion is found in 

the literature, although Wilds cites a major advantage of 

this system in that it provides opportunities for training 

pupils along financial lines and is especially adaptable to 

schools with mature students.31 

The second system (Decentralized Accounting) is the 

one most commonly used in public school accounting. Under 

this system the building principal is designated as the 

person responsible for the collection of the various monies 

in his building. The activity funds are handled by a certi-

f ied employee (bookkeeper or clerk to the principal), 

bonded for a sum equal to the largest amount of money on 

h d . 32 an at any one time. Reeder cites the responsibilities 

of this person as: 

1. receiving all monies collected by any organiza-
tion or activity of the school, 

2. draws all checks, and 

3. makes periodic reports of the financial status 
of each organization.33 

However, the school principal still must assume the final 

responsibility for the correct handling of funds. 

According to Robbins, this system is recognized as 

a sound business practice for the following reasons: 
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1. A single entity is provided through which all 
transactions may he made. 

2. Expenditures can be controlled. 

3. Budgeting is more easily executed. 

4. Funds which are non-revenue producing may be 
supported through the general funds. 

5. Subsidies from local board funds may be more 
easily distributed.34 

The advocates of this method of accounting feel that 

the accounting function at the school level is of educa-

tional value, that centralization does not respond fast 

enough to the needs of the student body, that the communica-

tions for centralized accounting are too cumbersome, and 

that in the final analysis the most important function in 

accounting is that of cash collection, which must be per-

formed at the school level.35 

The third system (Centralized Accounting) vests in 

the board of education the responsibility for all revenue, 

whether collected by taxation or funds collected in the name 

of the school student body or subdivision thereof. This 

system is not in wide useage at present; however, it is 

viewed by many authorities as the most effective accounting 

procedure.36 The advocates of this method of accounting 

contend that it is much more efficient in that it produces 

standardized accounting and reporting, improves the element 

of internal control, permits the use of machine accounting 
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equipment, provides improved budgetary controls, allows 

for the utilization of more professional help and super-

vision, reduces the cost of the external audit, and permits 

the pooled investment of student body monies.37 

Local Board of Education Policies 
and Regulations 

Writers in the field of school administration are 

generally agreed that the accounting for school activity 

funds is a responsibility of the Board of Education. It 

is the board's responsibility to administer the entire 

school system, not just the academic part of it. 

The Association of School Business Officials research 

committee for student activity fund accounting has in-

quired regularly into the prevailing practices of many 

school districts. In most instances they have found that 

.accounting for student activity funds is the responsibility 

of the board of education. This position has legal accep-

tance in most of the 50 states--either by legal acceptance 

or by legislation, such as requiring an audit of student 

activity monies.38 

Meade emphasizes that board members must be cog-

nizant of their collective responsibility in matters of 

this nature. It is the consensus that the board should 

limit itself to the formulation of policies, delegating 
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appropriate authority to the superintendent to set up 

desirable routines, and then holding him responsible for 

their efficient supervision. When this has been done, a 

board may feel that it has fulfilled its stewardship 

obligation provided that periodic reports of receipts, 

disbursements, and organization balances are made to the 

board by the superintendent, and that all accounts are 

given a thorough annual audit by a qualified person, pre-

ferably a certified public accountant.39 

Meade goe9 on to say that in addition to the steward-

ship aspect, there are at least two other objectives rela-

tive to the administration of extracurricular funds which 

warrant the attention of board members. It is axiomatic 

that financial control of activities represents~ as in any 

other line of business, the most effective means of guiding 

their development. Wise financial regulation by a school 

board, acting upon the recommendation of its administra-

tive officer, promotes a natural, steady, and healthy growth 

of activities, proper correlation, and constructive super-

vision. Regulation also helps to guarantee a permanency 

of ideals, policies, and practices which are little affected 

by changes in organization membership or in student, 

faculty, or administrative leadership. 40 



26 

Johns and Morphet outlined what they believed to be 

the responsibilities and duties of the local board of educa-

tion with regard to student activity fund accounting: 

Student activity accounts are usually administered 
by individual schools. Boards of education have a re-
sponsibility for internal accounts although these do 
not include tax funds. Any funds administered under 
the auspices of the school are school funds. A board 
of education should require all schools under its 
jurisdiction to follow uniform accounting and 
budgetinl procedures in administering all internal 
records. ,1 

According to Morphet, Johns and Reller, it is the 

responsibility of the state to publish manuals for classi-

fying and recording receipts and expenditures. They further 

state that each state should prescribe the minimum accounts 

which must ce kept by the local school district. However, 

each local school district should have the authority to 

establish accounts as their needs require but uniform pro-

cedures should be followed in keeping required accounts.42 

The Illinois School Code lists seven general duties 

of the board of education in connection with school activity 

funds. 

1. The board of education shall approve all class 
organizations, clubs, and associations, and the 
purposes of each. 

2. No funds shall be collected without the consent 
of the school board. 

3. The board shall cause such records to be kept 
so as to furnish, at any time, amounts received 
and disbursed, and amount of cash on hand. 
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4. The board shall set forth the general policies 
and educational values for student participa-
tion in such classes, clubs or associations 
under proper faculty guidance. 

5. The board shall see that proper persons are 
appointed and bonded to guarantee safe handling 
of funds. 

6. The board shall cause such reports, including 
an annual audit, to be made to the board that 
will give an accurate accounting and reflec-
tion of the condition of each funds. 

7. The board shall furnish, upon demand, such 
information as the Superintendent of Public 
Instruction may request regarding each class, 
club and association fund.43 

Administration and Supervision 

According to Reeder, whether the amount of money 

involved in student activity funds be large or small the 

school must assume the responsibility for supervising it. 

No school organization can justly claim that since it has 

earned its own money it should be allowed to spend it in 

any manner it sees fit.44 

Reeder recommends school supervision of the finances 

of extracurricular activities for two reasons. In the first 

place, supervj.sion begets a more economical expenditure of 

the funds. Under complete student control, there is the 

ever-lurking danger that the funds will be unintentionally, 

or sometimes criminally, wasted. To permit the waste of 

funds is not fair to the large group which furnishes the 
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funds, nor does waste inculcate good habits in the students 

responsible for it. In the second place, supervision 

guarantees the financial integrity and p~otects the reputa-

tion of those persons who handle the funds. Without a pro-

per system of audits and of public reports of funds, 

stealing or misuse of funds on the part of persons who keep 

the funds is risked, and what is more to be deplored, the 

reputations of honest persons are likely to be besmirched 

by scandal-mongers. Even teachers and school officials, 

who find it necessary to assume control of these funds, 

must take heed lest "whispering campaigns" be launched 

against their financial integrity. All accounts should be 

so kept that no one, at any time or any place, could 

legitimately question the fidelity to their trust of the 

persons who keep the accounts.45 

Stout put the matter of the obligation of funds 

concisely: 

1. 

2. 

3 • 

4. 

No obligations are to be incurred which can-
not be liquidated within the school year. 

S0parate accounts for all funds. 

All money collected shall be deposited with 
the central treasurer daily and deposited 
in the bank daily by the central treasury. 

Ne one may obligate student body funds with-
out first receiving proper written authority.46 
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Another aspect of the administration of student 

activity funds has to do with the investment of surplus 

funds. Public finance differs from private finance in that 

funds are allowed to build up. Surplus funds acquired in 

private industry are immediately reinvested whereas in 

public finances taxes are collected annually or semi-

annually. In the case of student activity funds a fund 

raising project may be completed in September with no plan 

to expend these funds until May. Thusj experience has 

shown that there are times during the year when the bank 

account is considerably larger than is necessary for meeting 

current needs. Authorities are in agreement that it 

certainly is good business judgment to place surplus money 

where it will bring the best return on a safe investment. 

Young states that the economical administration of income 

requires that surpluses be as productive as possible. He 

further states that their productivity is based on two 

factors: (1) the alertness of those administering them, and 

(2) the interest rates.47 

Morphet, Johns and Reller comment on the investment 

of funds: 

If the balance in a school fund will not be needed 
for six months or more, it should be placed on time 
deposit nr invested in high rate government securities 
because demand deposits usually draw no interest. These 
securities are normally short term securities, because 
the maturity date of the securities purchased should 
correspond closely with when the money will be needed.48 
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Fundamental to the administration and supervision of 

activity funds is the development of records which are com-

prehensible and which will provide quick and reliable fiscal 

information when needed. Slobetz stresses the fact that 

forms should be as simple as possible; that a minimum num-

ber should be used; and that only the information needed 

should be recorded. He also emphasized the fact that forms 

should be uniform in size to aid in filing. 49 

Budgeting 

The budget system is used in practically all modern 

enterprises which use substantial sums of money. It is 

simply an interpretation of an organization's program in 

terms of the resources it can command--made in advance. It 

places a premium upon foresight, eliminates impractical pro-

posals, and guards against costly errors. Every organiza-

tion, the work of which calls for the use of sufficient 

sums of money to make financial questions genuinely signi-

ficant in the eyes of its members, should be required to 

operate on a budget system.SO 

Just as budgeting is essential to any business opera-

tion, it is also essential to student activity funds 

planning. The preparation of a budget can provide excellent 

training for students in budget preparation and a splendid 

discipline in financial management. 51 
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Deyoung emphasized the importance of a student 

activities budget in planning, controlling, and educa-

tional value to the students: 

Too often, extracurricular organizations "go into 
the red'" because of poor initial planning of finances. 
Each group ought to prepare a budget consisting of its 
proposed program of activities, estimated expenditures, 
and pro,osed receipts. Furthermore, a central commit-
tee should draw up one consolidated budget for all the 
school activities. Aside from its function as a con-
trol, the budget has a definite education value if the 
st~dents participate in planning and executing it.52 

By using an activities budget students learn to 

estimate their income, make plans as to how they will earn 

the money, and then plan their expenditures according to 

the expected income. Once the anticipated income has been 

determined, students are responsible for seeing that actual 

disbursements do not overrun predetermined estimates of 

expense.53 A well planned student activity budget has 

many advantages. Among these are: (1) estimated revenues 

and expenditures will be balanced; (2) a more intelligent 

distribution of income will result; (3) departments will 

plan activities more intelligently; and (4) income pro-

ducing events will be scheduled in advance.54 

Each school activity should be required to present a 

plan of activity and the estimates of the cost involved. In 

school affairs, as in private business, a carefully de-

veloped budget is the best kind of "preventive maintenance" 
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and usually makes "emergency repair" unnecessary. The 

many claims for budgetary control and efficient handling of 

school finances can be summarized as follows: (1) it re-

quires all extracurricular activities to organize on a 

businesslike basis and follow established business pro-

cedures; (2) all activities are required to live within 

their income; (3) a better balanced extracurricular program 

will result; (4) it encourages worthy but non-revenue pro-

ducing activities by providing for them; (5) it conserves 

time and energy of teachers and students and prevents poorly 

planned fund raising activities; and (6) provides for 

financial resources to be balanced among various student 

activities.SS 

The budget has been recognized as an important 

essential of any business operation. The person who finds 

himself charged with the responsibility of developing a 

student body budget must be cognizant of that which consti-

tutes a well made student body budget. The criteria for a 

well orgatiized student activity budget can be summarized 

as follows: (1) the amount of money taken in during each 

year should be spent during the year; (2) the balance 

carried over during the summer should be large enough to 

allow the organization to function when school opens; 

(3) each budget should contain a contingency fund; (4) goals 
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for the year should be developed prior to budget prepara-

tion; (5) if income is dependent on ticket sales to enter-

tainment events, consideration should be given to ticket 

price and crowd control; and (6) the budget should be 

created by the students with the advice and help of faculty 

sponsors.56 

The steps of budget preparation, presentation, and 

adoption completes the formal construction and acceptance 

of the budget plan. The real test of any budget comes in 

its administration. The best budget will fail if it is not 

properly administered and even a poor budget may succeed 

in the hands of a competent administrator. 

Personnel 

The effective functioning of a school activities 

financial p~an is dependent on the fulfillment of certain 

basic functions by those who have been placed in positions 

of responsibility. Key personnel include the principal, 

bookkeeper, teacher, and a finance committee. 

It is difficult for a principal who tries to do the 

detail work alone to develop an activities program. It 

is the principal's job to plan, think through, inaugurate, 

stimulate, and supervise the work which must be done by 

the members of the team, i.e., his or her faculty. 
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It is the duty of the principal to appoint the 

activity sponsors, the bookkeeper or treasurer. The prin-

cipal countersigns all checks. He also appoints a faculty 

committee to perform an internal audit. In addition to 

these responsibilities, it is the duty of the principal 

or his designated representative to approve all purchases 

and expenditures.57 

Douglas, in dealing with the accounting of extra-

curricular activity funds, placed on the principal the re-

sponsibility for safeguarding school activity funds: 

Even more important is for the principal to see 
that every fund of any sort entrusted to any student 
officer or faculty adviser of any student activity be 
the subject of an adequate accounting system. Experi-
ence has definitely shown that the failure to do this 
constitutes an invitation to dishonesty or careless-
ness, which not only is distinctly harmful training 
for young people but reflects discredit on the adminis-
tration of the schoo1.S8 

Of strategic importance to the principal in assuming 

these responsibilities is the selection of personnel. 

Harris state3 that careful selection of personnel is an 

essential component of any sound plan to protect school 

revenue.59 

In keeping with sound business practice, the book-

keeper must be well trained in the best accounting prac-

tices. The school bookkeeper is charged with the following 

responsibilities: (1) keeping the cash book or journal; 
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(2) keeping individual account ledgers; (3) receiving all 

monies; (4) drawing checks for all disbursements; (5) con-

ducting all bank transactions; (6) providing all necessary 

financial supplies and forms; (7) rendering periodic state-

ments of each student activity account; (8) instructing 

sponsors and student treasurers in their duties; (9) con-

ducting test checks on organization accounts and receipt 

books at periodic intervals; and (10) checking for 

compliance with the accounting systern.60 

In addition to the principal and bookkeeper, there 

should be a finance committee composed of students and 

faculty who are interested in the school as a whole, rather 

than in some particular activity. The members of the fi-

nance committee should be appointed by the principal rather 

than by virtve of holding some elective office.61 

The finance committee is an advisory committee re-

sponsible for establishing in-house financial policies and 

procedures. While the committee had only limited responsi-

bility at its inception, its responsibilities have grown 

until they include reviewing organizational budgets, pre-

paring overall activity budgets, regulating expenditures to 

conform to the budget, and insuring the most economical 

expenditure of available funds. 

Additionally, the finance committee should assume 

the responsibility for the orientation of students entrusted 
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with the handling of funds, performing internal auditsp 

keeping records necessary for committee operation 9 and re-

porting periodically to the students on the status of their 

finances. I;i short, the finance committee is a clearing 

house for all financial matters. 62 

Although it is agreed that teachers should not 

spend long hours in clerical work associated with activity 

fund accounting~ there are some tasks which the teacher out 

of necessity must perform. In the operation of a student 

activities p1ogram, students often need and want the help 

of adults. Teachers are thus called upon to supervise 

various fund raising activities, to provide guidance in the 

expenditures of large sums of money, and to train student 

officers in financial management. In addition, teachers 

are faced with such time consuming tasks as the collection 

of routine fee.s required by the board of education, return-

able deposits, and student insurance.63 

Bonding 

As a precautionary measure against dishonesty and 

mismanagemen~ of funds, most local Boards of Education have 

formulated a policy which requires the bonding of all em-

ployees who handle money. Morphet and Johns state that the 

bonding of school officials and employees not only protects 
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the district against loss but also stimulates officials and 

employees to keep better records and to follow more busi-

nesslike procedures in handling school funds.64 

An adequate fidelity bond provides protection 

against loss which could occur through intentional or care-

less acts of employees in positions of trust. In executing 

a fidelity bond, past employment records of persons covered 

by the bond are reviewed by the insurer and the employee 

is notified if the performance and conduct of the employee 

is questionable, thus reducing the possibility of hiring 

a person of doubtful integrity.65 

Morphet and Johns strongly recommend that every per-

son handling or having access to school money or negotiable 

merchandise be pliced under a fidelity bond of some type. 

The principle types of fidelity bonds are: (1) individual 

bonds, (2) name schedule bonds, (3) position schedule bonds, 

and (4) blanket bonds. 

The individual bond is written on an individual in 

the sum required by the board, and the cost of the bond is 

determined by the amount for which the individual is in-

sured. It u~ually is the most expensive type of fidelity 

bond. 

The name schedule bond ~overs a number of indivi-

duals listed in the same schedule. It furnishes the same 
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protection as the individual bond. The premium usually is 

less than the total of the premiums of individual bonds 

carried on the same individual. 

The position schedule bond does not require the 

listing of the name of the individual occupying a position. 

The board is insured against the dishonesty of any person 

occupying the position. This type of bond is particularly 

useful in positions in which there is a rapid turnover of 

personnel! The bond has to be changed only when positions 

are added or abolished. 

The blanket bond is now being used widely. It is 

probably the best type of fidelity bond for the average 

school system. A blanket bond can be used to cover all 

school employees. Additions and deductions of persons 

covered may be made without notifying the company and with-

out premium change during the year. Losses may be re-

covered without identifying the individual causing the loss, 

provided it can be established that the loss came within 

the terms of the bond. 

Public employee blanket bonds are of two principal 

types: the honesty blanket position bond and the honesty 

blanket bond. In writing an honesty blanket position bond, 

employees are divided into classes according to the insuring 

risks involved. Employees are usually classified as: 
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(1) executives and those who actually handle money, 

securities, or negotiable merchandise; (2) those who do not 

handle money, securities, and merchandise but have access 

to these valuables; and (3) those who represent little or 

no risk. The higher the proportion of persons covered in 

the low risk groups, the lower the premium. This type of 

policy pays up to the bond limit for each person involved 

in the loss. 

The honesty blanket bond insures the district 

against the dishonest acts of all employees except those 

covered by statutory public official bonds. It pays up to 

the bond liuit for any one loss. This type of bond re-

quires a minimum coverage but prescribes no maximum. 66 

Public official bonds are referred to as statutory 

public official bonds because all states require that cer-

tain classes of public officials be bonded. All officials 

who are responsible for the disbursement, collection, cus-

tody, or care of school funds should be covered with a pub-

lic official bond. These usually include the superinten-

dent of schools, the tax collector, the treasurer, and 

members of the board of education. 

The public official bond is much broader in its 

coverage than the fidelity bond. It protects the board not 

only from the dishonesty of an individual but also from 
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loss due tG his ignorance, negligence, or carelessness and 

from loss due to burglary or fire, of funds in the custody 

of a public official. The public official bond is a 

written obligation guaranteeing that a public official will 

faithfully perform his duties and that he will honestly 

account for all funds and property that come into his 

possession. Public policy requires very broad coverage in 

a public official bond.67 

Auditing 

An important function of accounting is that of 

auditing. There are many definitions for the word "audit." 

However, for purposes of school fund accounting the word 

audit involves examination of the documents, records, re-

ports, system of internal control, accounting procedures, 

and other evirlence for the purpose of determining the pro-

priety, legality, and accuracy of proposed or consumated 

transactions, or for the purpose of ascertaining whether 

all transactions have been recorded and reported accurately. 

Auditing of accounts is a standard procedure fol-

lowed by business and industry as well as government. The 

Association of School Business Officials has developed the 

following objectives of an Audit program: 

1. To safeguard money, property and employees. 
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2. To determine the adequacy of the methods of 
internal check. 

3. To maintain adherence to the established 
standards, policies, and procedures--financial, 
accounting, and operating. 

4. To check condition and use of property and 
equipment, particularly from the standpoint 
of adequate return. 

5. To maintain and coordinate internal auditing 
procedure with those of the public accountant. 

6. To present accurate, complete, and unbiased 
statistics with respect to the operation of 
the educational system.68 

Johns and Morphet go even farther in declaring that 

a well conducted audit will: (1) furnish assurance to the 

public that school funds and property are being properly 

administered, and (2) assist in developing improved busi-

ness administration and financial accounting procedures 

and policies.69 

Forbis Jordan cites four primary benefits which 

accrue to the school district through a well conducted 

audit: 

1. The local school board, the citizens, and the 
state department of education are provided 
with assurances that proper safeguards are 
being used in the operation of the. school 
accounting program. 

2. The auditors may be called upon to make recom-
mendations for improving the accounting system 
and procedures. 
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3. The school board is provided with a report on 
the financial condition of the school district 
irom an outside independent agency. 

4. Regularly scheduled audits are an indication 
that the school district is observing sound 
business procedures and should promote a broader 
base of public support for the schools. 7 0 

Corbally believes it is the responsibility of school 

administrators to insist on regular audits of the school 

activity funds. 

School administrators should insist upon regular 
external audits of all the accounts--including the so-
called lnternal accounts such as athletic or student 
body fund accounts for which they are responsible. 
The audit provides a sense of assurance that school 
financial accounts are accurate, well-managed, and in 
keeping with the requirements of law and regulation.71 

Three types of audits are in general use in cases 

involving Echool funds. The first type is the "internal 

audit," conducted by a technically trained person or group 

of persons within the school system. The internal audit is 

an important part of an effective system of internal manage-

ment and cont,ol. Its purpose is to detect and correct 

errors of omission or commission, whether intentional or 

unintentional, at the time the transaction occurs. The in-

ternal auditor is an employee of the school system and is 

subject to the wishes, desires, and demands of the adminis-

trative officers; therefore, the internal auditor and his 

staff are not independent to the extent generally required 

by the public. 
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The second type of audit is a "federal or state 

examination of the accounts," conducted by the federal or 

state's authorized audit agency. This type of audit serves 

the purpose of determining that legal provisions prescribed 

by the governmental agency are being followed by the school 

system. 

The need for a third type of audit exists. In many 

cases, the board of education secures an outside, "inde-

pendent audi~." This type of audit is conducted on an 

annual basis, and the scope of the examination can be ex-

tended to provide a complete accounting and auditing ser-

vice for the school system. It would include a review of 

internal control practices and procedures and could include 

recommendatjons for improving them. Examinations of this 

type can enccurage efficiency on the part of each employee 

in the accounting department of the school system. An 

additional advantage of this type of audit is that it can 

be made while there is still time for appropriate adminis-

trative or legal action to be taken, if necessary, in order 

to safeguard assets and resources. In this way, the audit 

is a useful tool of local managernent.72 

The auditing of internal school accounts is dis-

tinctive in that the auditor is examining a situation in 

which educational and fiduciary considerations are 
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intermingled. All the basic accounting and auditing 

principles applying to organizations which are run pre-

dominantly on a cash basis must operate in this case. 

Certain principles, however, such as those dealing with 

depreciation, valuation of inventories and amortization, do 

not apply in the auditing of internal accounts. The 

application of commonly accepted accounting and auditing 

principles raust be viewed in the light of their effect on 

the educational process.73 

A good auditing program gives the public assurance 

that school financial affairs are being faithfully adminis-

tered. It protects those who are responsible for funds, 

and it protects the public. Therefore, according to Johns 

and Morphetr it is imperative that the local board of 

education establish sound policies and employ competent 

auditors for both internal and external auditing. 74 

Legal and Legislative Aspects of 
Fund Accounting 

The establishment of an extracurricular program has 

generally been accepted. as a part of the total educational 

program and is subsidized in part through the use of school 

facilities, labor, and services of the school. 

It is difficult to locate a school district which 

supports the total extracurricular program of its schools 
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out of public funds. Conversely it is just as unusual to 

fin<l a school district which Joes not, either directly or 

indirectly, support the extracurricular activities of its 

students to some degree.75 

This subsidy strengthened the opinion of authorities 

that boards of education have the authority to install pro-

per accounting and handling of school activity money and 

have the right to have audits performed either through a 

private firm or auditor, or through the services of the 

state auditor. 

Regulations of the Board of Education of the Common-

weal th of Virginia require that school activity funds be 

audited annually by a duly qualified accountant or accounting 

firm approved by the local school board and a copy of the 

audit filed in the office of the division superintendent.76 

K. Forbis Jordan feels that because of the contribu-

tion which these activities make to the educational program 

and because they take place under school supervision, school 

authorities must assume responsibility for seeing that they 

are conducted on an educationally sound basis. The basic 

point stressed by Jordan is that activity funds are con-

sidered to be quasi-public; therefore, local school 

officials must assume responsibility for providing proper 

safeguards in the handling of funds.77 
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Since monies raised by various extracurricular fund 

raising endeavors are not tax revenues the question fre-

quently arises as to whether they are public or nonpublic 

funds. If such monies are public funds they come under the 

ctistody of the school board from which approval must be 

obtained for all financial transactions. 

Hamilton submitted the opinion that student activity 

funds are definitely public funds. Their source is from 

public not private activities; they involve the use of pub-

lic property·and they utilize the services of teachers paid 

by public money. Therefore, extracurricular funds are no 

different from other school funds. However, it is often 

assumed by school people that special funds are of a 

character different from those raised by taxation, fines, 

forfeitures, and grants; hence are subject to different 

controls.78 

Under §§22-72 to 22-78, 22-144 and 22-147 Virginia 

School Law, the county school board is vested with the use 

and control of all school funds, whether derived from 

state appropriations, local taxation, or other sources 

and has exclusive authority to expend the funds set apart 

by law for school purposes. 79 

Few cases have come into the courts concerning the 

management and supervision of school activity funds. The 
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first significant case in which the subject of litigation 

was the supervision of extracurricular funds occurred in 

Pennsylvania in 1942. The case known as the ''German Town-

ship Case" establishes the principle that it is illegal 

to spend athletic or extracurricular funds without board 

approval. 

The German Township School Directors created an 

athletic control board based on the theory that athletic 

activities, high school band organizations; and other 

extracurricular activities could be entirely segregated 

from the supervision and control of the board of education. 

They contended that they could delegate to an appointive 

athletic control board all jurisdiction over the activities 

mentioned and the handling of finances incident to such 

management. They insisted that the purchase of equipment 

for athletic teams, uniforms for the high school band, and 

the expenditure of the proceeds arising from these activi-

ties are entirely a matter for the athletic board of control 

without any supervisory action over the conduct of this 

committee by the board as a whole. Accepting this theory, 

the athletic control board deposited the proceeds of 

athletic games in a local bank and drew checks against the 

account in payment of bills completely disregarding the 

provisions in the school code requiring school board 
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approval for such payments. Under this arrangement none 

of the extracurricular funds ever reached the school 

treasury, therefore the account was never audited by the 

township auditors. 

Suit was filed against the school directors for 

their removal because of irregularities in financial manage-

ment, one charge of which was directed at the supervision 

of extracurricular funds, although the athletic control 

board had already authorized the purchase and drew vouchers 

in payment for athletic supplies and equipment and band 

uniforms costing $965.30 and $1,421.20, respectively. 

The board of directors, in defending its action to 

delegate the duty of supervision and control of all extra-

curricular activities to the athletic control board, cited 

a section of the school code which provided for school 

boards to " ... prescribe, adopt, and enforce such reason-

able rules and regulations ... " as are required for the 

management of extracurricular activities. Although the 

school code permitted the board of education to make 

reasonable rules and regulations governing extracurricular 

activities, it granted no authority to divorce extracurricu-

lar activities from the curricular program of the school. 

The court said in the German Township School Case: 
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The language of this section in no sense serves 
to divorce the athletic and musical organizations of 
the high school from the other departments of the 
public schools. It cannot be construed as clothing 
a board of athletic control with supreme authority 
over the finances required to conduct these depart-
ments. The members of the band, who receive instruc-
tions in playing the various instruments used in 
such an organization, and who take part in the varied 
exercises that take place on the football field, 
particularly between the halves of the game, are as 
much a part of the student body as are those who 
specialize in intellectual achievements.BO 

In another Pennsylvania case some five years later 

another Pennsylvania court reached a similar conclusion by 

ruling that school activities funds must be deposited in the 

official school account and must be handled as regular pub-

lie funds. 

The Hatfield Township school district, in addition 

to its official account, had an activities account in a 

local bank. The sole right to withdraw funds from this 

account was possessed by the supervising principal although 

he was presumedly subject to the directives of the board. 

The school board challenged the right of the statutory 

auditors to examine those activity accounts on the grounds 

that they were not regular school funds and therefore not 

subject to audit. When the auditor attempted to f6rce the 

school board to produce the activity fund records, the 

school authorities sought a court determination of the 

question: Is an activities account subject to audit even 
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though no tax money is deposited in it? The court answered 

this question in the affirmative, by ruling that all money 

raised through extracurricular activities becomes a part of 

the official school account because it is raised through 

the aid of the school district's investment, i.e., 

buildings, equipment, and personnel. 

The court, aware of the possibility that some school 

districts might not, directly or indirectly, furnish fi-

nancial support for extracurricular activities, said in 

part: 

. . . [I l t is certainly true that, if a school 
district operates and expends tax money for the 
acquisition, maintenance or lighting of the playing 
field, or for the services of a coach, the admissions 
charged result from the use of public property and 
from the expenditure of tax monies and are the pro-
perty of the school district, must go into the official 
treasury thereof, and are subject to audit.81 

On September 29, 1954 the Attorney General of 

Missouri rendered an opinion stating that school activity 

funds were public funds: 

As a general proposition, we believe it safe to 
say that revenue received by the district, whether 
derived from taxation, donation, state aid, or as the 
result of some school activity which is an incidental 
part of the administration and government of the 
schools.of the district, is properly classified as 
"school district moneys." In other word.s, funds which 
are received or should be received by the school 
district in its capacity as such must be funded· and 
disbursed in accordance with Section 16S.110, supra. 
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Educational activities are a function of the school 
district, the government and control of which is 
vested in the board of education (Section 165.317, 
MoRS 1 Cum. Supp., 1953). Therefore, we perceive no 
reason why the funds derived from or expended in the 
conduct of school sponsored athletic events or 
dramatic activities which are an incident of the 
educational program should not be consid~red the same 
as other funds of the district and, hence, subject 
to the control of the board. Being district funds, 
they can be disbursed only as provided in Section 
165.110, supra.82 

Voges reported that the research committee of the 

Association of School Business Officials had found the 

boards of education to be legally responsible for school 

activity funds in most states: 

In the last few years the Association of School 
Business Officials research committee for student 
activity accounting has inquired regularly into the 
prevailing practices of many school districts. In 
most instances it has found that accounting for 
student activity money is the responsibility of the 
board of education. This position has legal support 
in most of the fifty states either by general 
acceptance or by legislation, such as requiring an 
audit of student activity moneys.83 · 

A Kentucky Court of Appeals recognized the authority 

of a board of education to control activity funds, yet re-

garded its duty to do so as .quasi-private, thus making the 

school district liable for debts incurred by those in charge 

of activity funds. 

A high school athletic coach with the approval of 

the principal purchased athletic equipment and, because the 

purchase was made with the full knowledge of the board, the 
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board of education could not deny liability for the debt. 

The court held that the board of education could not claim 

immunity for the debt incurred because through its super-

vision of the activities fund it acted in a quasi-private 

manner. The court said in part in the Board of Education 

of Anderson County v. Calvert: 

It is our belief [that] the board in its general 
supervision of the activities fund has not acted in 
a governmental capacity, but rather in a quasi-private 
proprietary manner. It is undenied [that] the monies 
in the fund are not tax-derived income, so that the 
legal precepts that ordinarily apply to revenue ob-
tained by taxation for educational purposes do not 
apply. This being true, the board cannot claim 
immunity as to the liability of the activities fund 
for the debts sued on that it could not of the income 
sought to be subjected came through tax channels.84 

In a more recent Kentucky case, the Commonwealth of 

Kentucky ex rel. Breckinridge v. Collins, a member of a 

board of education and a principal stockholder in a soft 

drink b-0ttling company vacated his position by selling soft 

drinks to schools of his district· even though the profits 

were used for school athletic supplies, repairs of band 

equipment, and class trips. 

The attorney general of Kentucky brought suit 

against the school board member for engaging in what he re-

garded as improper business transactions with the school 

district. Upon receiving an adverse judgment in the circuit 

court of Letcher County, the attorney general appealed the 
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case to the Court of Appeals of Kentucky. He contended that 

the profits from the sale of soft drinks were school funds 

used to promote public education and should come within the 

supervisory control of the board of education. The appellee 

argued that these profits were not school funds because they 

were kept separate and apart from tax revenue and there were 

no sales or payments which involved the school board or the 

school funds. He also contended that these funds, raised 

by pupils from school projects, belonged to the various 

class organizations. 

The court concluded, by citing Anderson County v. 

Calvert, supra, that, by legislative intent, activity funds 

are school funds over which the school board has full con-

trol. Thus the school board member, through his actions, 

violated the law and in so doing vacated his position. 85 

In a 1961 South Carolina case, Betterson v. Stewart, 

the court recognized the existence of school funds not ad-

ministered either directly or indirectly by the board of 

education. 

Funds derived from extracurricular activities were 

entrusted to the supervising principal of a school dis-

trict. Neither the raising nor the disbursement of this 

money was supervised by the board of trustees. The entire 
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undertaking was conducted through the voluntary endeavors 

of the pupils and teachers. 

Legal action was initiated by taxpayers and parents 

against the principal to require him to account for the 

funds. The plaintiffs also contended that the maintenance 

of this fund by the school authorities was not authorized 

by law and was therefore beyond their lawful powers. 

The court of common pleas of Jasper County dis-

missed the case, but upon appeal the Supreme Court of 

South Carolina modified the lower court's ruling. The 

supreme court declared that the principal had " ... the 

duty of rendering a full and accurate accounting of his 

administrat1on . . [of extracurricular funds], showing a 

complete statement of his receipts, disbursements, and any 

balance remaining.'' But in regard to the authority of the 

board of trustees to maintain such a fund the court said: 

The record shows that the fund in question was 
not raised or maintained by the school authorities 
but was purely a voluntary endeavor on the part.of 
patrons, teachers, and pupils of the school for the 
purpose of promoting the welfare of the school and 
its students. Since the fund in question was not 
raised or administered, either directly or indi-
rectly, by the Board of Trustees, the question of 
whether they have such power is not an issue and need 
not be considered.86 

Mohler and Bolmeier briefly summarize these court 

cases as follows: 
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Since proceeds raised in the conduct of extra-
curricular activities are not tax revenues, the 
question has ar.isen as to whether they are public 
funds which come under the custody of the board of 
education. Several courts have ruled that proceeds 
of extracurricular activities are public funds and 
must be accounted for in the same manner as other 
sthbol district funds. However, a Kentucky court 
recognized the authority of a board of education to 
control activity funds, yet regarded its duty to do 
so as quBsi-private, which waived the school dis-
trict's governmental immunity as to the liability in 
regard to debts incurred by those in charge of the 
activities funds. Although it is generally accepted 
that extracurricular funds belong to the school 
district and should be handled accordingly, the 
Supreme Court of South Carolina recognized the 
existence of extracurricular funds not administered 
either directly or indirectly by the board of educa-
tion. 87 

According to Mohler and Bolmeier, s~hool districts 

and teachers in the course of conducting extracurricular 

activities have become involved in legal problems, some of 

which have come before the courts for adjudication. From 

the cases discussed in their book, Law of Extracurricular 

Activities in Secondary Schools, the following conclusion 

is drawn regarding the financial accounting of student · 

activity funds: proceeds of extracurricular activities 

are public funds and must be accounted for in the same 

manner as all other school district funds.88 

Contents of the Manual 

From a search of the literature and an analysis of 

various other state manuals for student activity fund 
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accounting a list of topics and subtopics was developed 

which should be included in a manual for student activity 

fund accounting. These topics and subtopics were selected 

on the b~sis of meeting the criteria of the principles of 

student activity fund accounting and accepted business 

procedures established by the Association of School Busi-

ness Officials. 

The manual includes the following section~ and 

subtopics: 

Introduction 

Section 1: Virginia State Laws and State Regulations 

· Powers and Duties of State Board 

· Bonding 

Bids for Material, Supplies, Equipment or 
Services 

· Auditing 

·Assessment of Fees 

·Retention Schedule of Financial Records 

·State Board Regulations 

Section 2: Classification of Receipts and 
Expenditures 

·Regular Student Activities 

· Athletics 

· Concessions 

· School Store 

· Clubs 
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· Instruction Materials 

· Paid Admission to Entertainment Events 

· Publications 

· Activity Fees (Books or Cards) 

· Assessments 

· Flower and Gift Funds 

· Trust Accounts 

· Photograph Sales 

· Clearing Accounts 

· Collections for Board of Education 

· Inter Fund Transfers 

· Returnable Deposits 

· Abatement 

· Sales Tax Collections 

· Charitable Organizations (Fund Raising 
·Drives) 

· Petty Cash 

· Outside Groups 

· Coding of Accounts 

· Sample Chart of Accounts 

Section 3: Accounting Procedures 

Basic Principles 

· Collections and Deposits of Monies 

· Bank Deposits 

· Disbursements 
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· Basic Records 

· Transfer between Accounts 

Refunds 

· Filing 

· Bank Statements 

· Bank Service Charges 

· Bad Checks 

· Canceling (Voiding) Outstanding Checks 

· Lost Checks 

· Dormant Accounts 

· Closing the Books 

· Financial Report 

Membership Dues 

· Sales Campaigns 

· Admissions (Ticket Sales) 

· Petty Cash Funds 

Section 4: Internal Control 

Principles of Internal Control 

Test Checks 

· Auditing of Accounts 

· Sample Questionnaire on Internal Control 
Accounting 

· Audit Program Guide 

· Aud~tors Financial Reporting Checklist 
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Section 5: Management of Student Body Funds 

· Investment of Funds 

· Obligation of Funds 

· Budget Preparation 

· Budget Control 

· Bidding 

· Expenditures which Require Prior Authorization 

· Expenditures without Prior Authorization 

Prohibited Expenditures 

· Purchasing 

· Payment 

· Advances 

· Operation of School Store 

· Vending Machines 

· Property Control (Inventories) 

Section 6= Functions and Duties of Personnel 

· Board of Education 

· Superintendent 

Bus·iness Manager 

· Principal 

· Central Treasurer 

· Faculty Auditor 

· Faculty Advisor 

· Finance Committee 

· Activity Treasurer (Student) 
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Section 7: Approved Forms and Instructions 

· Check Requisition 

· Official Receipt for Money Collected 

· Report of Money Collected 

· Report of Tickets Sold or Admissions 

· Request for Services, Equipment or Supplies 
(Purchase Order) 

· Petty Cash Voucher and Receipt 

· Receipt and Expenditure Ledger 

· Reconciliation with Bank Statement 

· Employees Individual Ledger Sheets 

· Principal's Monthly Financial Report on 
Internal Accounts 

· Departmental Receipts 

· Sales Tax 

Section 8: Glossary of Terms 



Chapter III 

METHODOLOGY 

A search of the literature and research in the field 

of activity fund accounting was conducted to develop a list 

of accepted principles, practices, and procedures which 

authorities deem important and necessary in the administra-

tion of and accounting for student activity funds. 

Information as to the regulation of student activity 

funds was obtained from a study of Virginia statutory and 

case law. The Virginia Attorney General was asked to pro-

vide any attorney general opinions that have been rendered 

affecting student activity funds. 

Aside from the normative literature and legal opin-

ions, letters were written to superintendent in departments 

of education in the fifty states requesting available infor-

mation as to laws, board of education policies, attorney 

general opinions, and methods and procedures used in account-

ing for student activity funds. (See Appendix A.) 

In addition, letters requesting information as to 

local board of education policy and methods and procedures 

used in accounting for student activity funds were written 

to fifteen Virginia school divisions, selected on the basis 
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of a rural/suburban/urban cross-section of school districts 

having various size high schools. 

The information received from the state departments 

of education and Virginia school systems was reviewed to 

ascertain any areas which the various state and local 

school systems have included as a part of their accounting 

system and which had not been revealed by the literature 

search. Any information thus arrived at was used to enlarge 

upon the list of usable principles, practices, and pro-

cedures and incorporated into a descriptive outline of a 

manual of accounting for student activity funds. 

Three certified public accountants, each of whom has 

been engaged in the examination of school funds for a mini-

mum of five years, were then asked to review the descrip-

tive outline. Individual interviews were then conducted 

with the CPA's during which they were questioned with re-

gard to present procedures and policies used in accounting 

for student activity funds, the adequacy and workability 

of the present state manual, and local and state board 

policy governing student activity fund accounting. Also, 

their ideas were solicited as to what additional practices 

and procedures should be included in the descriptive out-

line. Their responses were compiled and on items where 

there were conflicting opinions the recommendations of the 
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majority were accepted. However, some recommendations were 

such that there was no quantitative basis for rendering 

judgment and thus were evaluated by the researcher for in-

clusion in the outline on the basis of relevance (bearing 

upon or r~lative to student activity fund accounting), 

importance (significant to student activity fund accounting), 

desirability (worthy of being included), adequacy (meeting 

the requirements of student activity fund accounting), and 

operational feasibiiity (practical and capable of being 

used effectively). 

The descriptive outline was then presented to the 

Assistant Superintendent for Administration, Virginia De-

partment of Education, for his evaluation along with that 

of his staff. They were asked to evaluate the outline in 

terms of the. provision of needed information, feasibility 

as a working· document, and other comments which they deem 

appropriate. 

Using majority opinion, relevance, importance, 

desirability and operational feasibility as criteria for 

acceptance where remarks could not be analyzed quantita-

tively, the recommendations of the department of education 

were incorporated into the descriptive outline and sub-

mitted to five high school principals and five school book-

keepers. They were, in turn, asked to analyze the data not 
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not only in terms of relevance, importance, and desirabil-

ity but also in terms of adequacy and operational feasi-

bility. Individual interviews were then conducted with 

each principal and bookkeeper to gain further insight into 

any recommendations made in the remarks section of the 

descriptive outline and to inquire as to the reasoning on 

any items on which there were conflicting opinions. The 

responses were then compiled using the majority opinions 

as the basis for acceptance, except in those cases where 

the remarks were so convincing as to appear irrefutable in 

terms of relevance, importance, desirability, adequacy, and 

operational feasibility. 

Following this procedure, fifteen Virginia school 

divisions were contacted and asked to provide the names 

of the firm(s) responsible for auditing the school accounts 

in their division. The firms identified were sent the 

previously prepared descriptive outline and asked to check 

the items which they believe should be included in a Manual 

for Student Activity Fund Accounting and which they would 

consider to be beneficial to them as they audit school 

accounts .. Also, they were asked to add other items which 

they believe should be part of the manual. To further en-

hance the analysis, three CPA's were selected from this 

group and contacted for interviews for any further comments 
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and discussion relative to the legality and comprehensive-

ness of the list of principles, practices and procedures 

that have been recommended for inclusion in the manual. 

Upon receiving the returns from each group of re-

spondents and following the personal interviews, the re-

sponses were compiled. On items where there were con-

flicting opinions, the opinions of the majority were 

accepted providing they were not in conflict with legal 

statutes, State board regulations, attorney general's 

opinion, or in the case where there was no quantitative 

basis for rendering judgment on the respondents' comments, 

they were accepted on the basis of relevance, importance, 

desirability, adequacy and operational feasibility. 

From the information gathered from the search of 

the literature and that provided by the various state 

departments of education, certified public accountants, 

school principals, and bookkeepers, the first complete 

draft of the revision of the Manual on Systems of Ac-

counting for School Activity Funds was prepared. 

The members of the state department of education, 

certified public accountants, school principals, and book-

keepers who participated in the earlier portion of the 

study were asked to review the draft critically for 
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completeness and clarity and to make any additional 

recommendations. These recommended- revisions were then 

incorporated into a final draft of the manual. 



Chapter IV 

FINDINGS AND PRESENTATION OF A MANUAL OF 
ACCOUNTING FOR STUDENT ACTIVITY FUNDS 

This chapter discusses the findings resulting from 

the questionnaire responses of certified public accountants, 

principals, and bookkeepers relative to items deemed neces-

sary for inclusion in a manual for student activity fund 

accounting. Also contained in this chapter is a manual for 

student activity fund accounting. 

The first step in the process of developing the 

manual was to write the Superintendents of Public Instruc-

tion in the fifty states and the superintendent of fifteen 

local school divisions within the state of Virginia re-

questing such available information as to board policy and 

operational procedures used in the accounting for school 

activity funds. 

Responses were received from thirty-one states, six 

of which had manuals which were presently in use. Three 

states responded that they were in the process of develop-

ing such a manual. Ten responses were received from the 

letters sent to local school superintendents within the 

state of Virginia, only one of which had a manual that had 

been developed at the local level. The other nine 
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respondents reported that they used the present Virginia 

Manual on System of Accounting for School Activity Funds. 

From the review of the normative literature and an 

analysis of the various state manuals a questionnaire was 

developed containing a list of items deemed necessary for 

inclusion in a manual for student activity fund accounting. 

This questionnaire was submitted to a series of reviews by 

CPAs, school principals, and school bookkeepers. 

Round #1--Review by CPAs 

Results of the initial review of the questionnaire 

and personal interviews with three CPAs are summarized as 

follows: 

Section I. Virginia State 
Laws and Regulations 

1. It was pointed out that there was no provision 

in Virginia law requiring bids to be taken for items to be 

purchased from school activity funds. 

2. All other items were recommended for inclusion. 

Section II. Classification of 
Receipts and Expenditures 

1. All items were recommended for inclusion in 

the manual. 
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2. It was recommended that trust accounts and 

photograph sales be moved from regular student activity 

accounts to clearing accounts. 

3. It was recommended that charitable organiza-

tion accounts be shown under trust accounts. 

4. It was recommended that guidelines for the 

transfer of instructional aids monies be added to the list 

of items to be included in the manual~ 

Section III. Accounting Procedures 

1. All items were recommended for inclusion, how-

ever, each of the CPAs stressed that petty cash funds 

should be very carefully controlled and used only in the 

case of emergency and for very small purchases. 

2. It was recommended that for clarity the word 

refund be substituted for abatements. 

3. No additional items were recommended for in-

clusion. 

Section IV. Internal Control 

1. All items were recommended for inclusion. 

2. Each of the CPAs suggested that a "list of 

items to be included in the auditors report" be included. 
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1. All items were recommended for inclusion. 

2. It was recommended that guidelines be developed 

for the entering into of contracts regarding such items 

as photography sales, yearbook publishing, purchase of 

class rings, and purchases for which payment was to extend 

over a period of years. 

3. The CPAs were extremely critical of present 

methods of paying activity fund employees and recommended 

that some system be developed which would make provision 

for the collection of state and federal income taxes. and 

the collection of F.I.C.A. taxes. 

Section VI. Responsibilities of 
Personnel in Student Activity 
Fund Accounting 

1. All items in this section were recommended for 

inclusion. 

2. It was recommended that the word bookkeeper be 

substituted for central treasurer. 

3. No additional items were recommended for in-

clusion. 

Section VII. Approved Forms 
and Instructions 

1. All items in this section were recommended for 

inclusion. 
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2. It was recommended that a standard journal page 

be used by the bookkeeper rather than keeping individual 

activity fund ledgers. Also, a standard journal page may 

replace the cash receipts and disbursements page when 

there is only a small number of accounts. 

3. No additional items were recommended for in-

clusion. 

Section VIII. Glossary of Terms 

It was agreed by each of the CPAs that an exten-

sive glossary of terms necessary to common understanding 

of financial accounting procedures for school activities 

be included. 

Round #2--Review by the Staff of the 
Assistant State Su~erintendent 

in Charge of inance 

The second step in the process of further develop-

ment of the list of items to be included in the question-

naire was to have been performed by the staff of the 

Assistant State Superintendent in charge of finance. It 

was not possible for this office to respond in the time 

allotted, thus necessitating that this step be bypassed. 
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Round #3--Review by Principals and Bookkeepers 
j 

Th~ recommendations of the CPAs were incorporated 

into the questionnaire and submitted to five high school 

principals and five high school bookkeepers. After re-

ceiving their responses to the questionnaire, individual 

interviews were then conducted with each of these indi-

viduals. 

Section I. Viryinia State 
Laws and Regu ations 

1. All respondents recommended that the items of 

bonding and auditing be included in the manual. 

2. One of the ten respondents recommended that the 

following items be deleted from Section I because they only 

pertained to central office staff: (a) Powers and Duties 

of the State Board; (b) Bids for Material, Supplies, 

Equipment or Services, (c) Assessment of Fees; and (d) 

State Board Regulations. However, when it was pointed out 

during the interview that this manual was designed to be 

helpful to central office staff 'and board members in 

addition to personnel at the school level, he agreed that 

these items should be included in the manual. 

3. No additional items were recommended for in-

clusion. 
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1. Two of the ten respondents recommended that 

petty cash be excluded from the manual. 

2. All other items were recommended for inclusion 

by all respondents. However, one principal remarked that 

it would not be practical to code accounts in a small high 

school. 

3. It was recommended that general funds be in-

eluded undeT regular accounts and that student insurance be 

included under clearing accounts. 

Section III. Accounting Procedures 

1. Two of the ten respondents recommended that 

petty cash not be included. 

2. Respondents were unanimous in their recommenda-

tions to include all other items. 

3. The following items were recommended for in-

clusion in the manual: 

a. Reimbursement for Expenditure of Personal 

Funds 

b. Stop Payment Action on a Check 

c. Loss of Cash 

d. Guidelines for Protection of Funds within a 

School 



74 

e. Provision for Advancing Money to an Activity 

Sponsor when Cash Monies are Needed to Meet 

Incidental Expenses 

Section IV. Internal Control 

1. The respondents were unanimous in their re-

sponses to include all items in this section. 

2. No additional items were recommended. 

Section V. Management of 
Student Body Funds 

1. Three of the ten respondents recommended that 

bidding be excluded from the manual, however, during the 

interview, one respondent agreed that it should be in-

eluded. Two principals recommended that bids should be 

required on items costing more than $300. 

2. All respondents were unanimous. in their re-

sponses to include all other items in the manual. Two 

respondents suggested, however, that procedures for pay-

ment be covered under disbursement of funds to avoid 

duplication. 

3. No additional items were recommended for in-

clusion. 
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Section VI. Responsibilities of 
'P'er·s·onne 1 in Student Ac ti vi ty 
Fund Accounting 

1. The respondents were unanimous in their re-

sponses to include all items in this section in the manual. 

2. Two principals recommended that the duties and 

responsibilities of the activity director be included in 

the list of items to be included in the manual. 

Section VII. Approved 
Forms and Instructions 

1. Two of the ten respondents recommended that the 

Petty Cash Voucher and receipt be excluded from the manual. 

2. Six respondents recommended that the employee 

individual ledger sheet be excluded from the manual. 

3. The respondents were unanimous in their re-

sponses to include all other items. 

Section VIII. Glossary of Terms 

All respondents were unanimous in their responses 

to include this section as a part of the manual. 

Round #4--Further Review and 
Analysis by CPAs 

Fifteen CPAs, identified by local school di.visions 

as having experience in the auditing of school accounts, 

were asked to respond to the questionnaire. Nine of those 
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contacted responded to the questionnaire. In addition, 

personal interviews were conducted with three of these 

CPAs. 

Section I. Vir,inia State 
Laws and Regu ations 

1. Recommended that this section be as brief as 

possible and still contain basic information. 

2. Three CPAs recommended that Powers and Duties 

of the State Board, Assessment of Fees, and State Board 

Regulations not be included. Two of these respondents 

were selected for interviews and during the interview were 

asked the reasons for deleting these items. It was found 

that they were not aware of the existence of these laws 

and regulations. Upon being made aware of their avail-

ability these CPAs agreed that they should be included in 

the manual. 

3. No additional items were recommended for in-

clusion. 

Section II. Classification of 
Receipts and Expenditures 

1. Four CPAs recommended a detailed breakdown in 

athletics. 

2. One CPA recommended that fund raising drives 

for charitable institutions not be allowed. However, if 
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they are permitted in local board policy, procedures for 

handling them should be developed at the local level. 

3. Two CPAs recommended that petty cash account 

not be used, however, the three CPAs interviewed felt 

strongly that a closely controlled petty cash fund should 

be permissible as a matter of efficiency. 

Section III. Accounting Procedures 

1. All respondents recommended the inclusion of 

all items. 

2. No additional items were recommended for in-

clusion. 

Section IV. Internal Control 

1. Seven of the nine respondents felt that all 

items should be included in a manual for accounting for 

student activity funds. 

2. One respondent felt that the Audit Program 

Guide, Auditors Financial Reporting Check List, and 

Auditors Report should be the auditor's choice and, there-

fore, should not be included in the manual. 

3; One respondent felt that Principles 'of Internal 

Control should be excluded from the manual. 
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1. All items received unanimous approval for in-

clusion in the manual with the exception of bidding. One 

respondent felt that provisions for bidding should not be 

included in the manual. 

2. No additional items were recommended for in-

clusion. 

Section VI. Responsibilities 
of Personnel in Student 
Activity Fund Accounting 

1. All items received unanimous approval for in-

clusion with the exception of the Finance Committee. One 

respondent recommended that the duties of the Finance 

Committee not be included since it was so rarely used. 

2. No additional items were recommended for in-

clusion. 

Section VII. AE:Qroved 
Forms an CI Instructions 

1. All items were approved unanimously for in-

clusion in, the manual. 

2. No additional items were recommended for in-

clusion. 
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Section VIII. Glossary of Terms 

All respondents were in agreement that a glossary 

of terms would be a beneficial item to be included in a 

manual for student activity fund accounting. 

Round #5--Review of the First 
Complete Draft of the Manual 

The first complete draft of the manual was pre-

pared and submitted for review to six CPAs and the five 

high school principals and five high school bookkeepers 

who had responded to the questionnaire. 

They were asked to review the entire manual, and 

make any suggestions or recommendations. Also, they were 

asked to pay particular attention to pages thirty-four 

through thirty-six which contained the recommended coding 

of accounts and Section VII which contains approved forms 

and instructions. 

The comments and recommendations are as follows: 

1. All of the reviewers commented to the effect 

that the manual was complete and should be of great 

assistance to those who use it. 

2. Three of the respondents commented specifically 

that the coding of accounts was complete and easily 

understood. 
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3. One principal recommended that Form 9, Request 

for Services, Equipment or Supplies, he prepared in tripli-

cate, one copy should remain on file with the bookkeeper and 

two returned to the sponsor. The sponsor should submit one 

copy to the vendor and retain one copy for his or her file. 

4. One CPA recommended that the heading of Form 9 

be changed from: 

to: 

Request for Services, Equipment or Supplies 

(Purchase Order) 

Purchase Order 

(Request for Services, Equipment or Supplies) 

Analysis of the Findings 

The recommendations of the CPAs, principals, and 

bookkeepers regarding items to be included in a manual for 

student activity fund accounting were studied carefully and 

in detail. They were analyzed and included in or excluded 

from the outline on the basis of majority opinion, relevance 

(bearing upon or relative to student activity fund account-

ing), importance (significant to student activity accounting), 

desirability (of value to the intended audience), and ade-

quacy (meeting the requirements of student activity fund ac-

counting and operational feasibility). 
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After each round the recommendations were analyzed in 

terms of meeting either one or more of the above requirements, 

They were either excluded from or included in the list of 

items deemed necessary for inclusion in a manual for student 

activity fund accounting in accord with the above criteria. 

Following the next review of the questionnaire, the items 

recommended for inclusion were either included or excluded 

from the list of items on the basis of majority opinion. 

Also, during the interviews conducted as a part of Rounds 1 

through 4, the respondents were questioned specifically re-

garding the additional items recommended for inclusion or 

exclusion. The analyses of these recommendations are shown 

as follows: 

Section I. Virginia State Laws 
and Regulations 

It was pointed out by each of the three CPAs who 

initially reviewed. the questionnaire that there was no pro-

vision in Virginia law requiring bids to be taken for items 

purchased from school activity funds; therefore, this item 

was deleted. 

Section II. Classification of 
Receipts and Expenditures 

1. In the initial review of the questionnaire two 

of the three CPAs recommended that trust accounts and Photo-

graph Sales be moved from regular student activity accounts 
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Clearing Accounts and that Charitable Accounts be included 

under Trust Accounts. These recommendations met the cri-

teria of operational feasibility and were accepted. These 

changes were incorporated into the questionnaire and sub-

mitted to principals and bookkeepers who approved them unani-

mously. 

2. Two of the ten respondents in Round Three recom-

mended that Petty Cash be excluded from the list of items to 

be included in the manual. Based on majority opinion this 

recommendation was not accepted. 

3. It was recommended in Round Three that a general 

fund be included under regular accounts and that Student In-

surance be in~luded under Clearing Accounts. These recommen-

dations were accepted on the basis of meeting all of the 

criteria for inclusion in the manual. They were included in 

the questionnaire and approved unanimously in the next review. 

4. Four of the nine responding CPAs recommended a 

detailed breakdown in athletics. Provisions for this had 

been previously made in the coding of accounts. 

S. Two of the nine responding CPAs in Round Four 

recommended that a petty cash account not be used; however, 

based on majority opinion this recommendation was rejected. 

Also, the three CPAs interviewed during this round were em-

phatic in stating that as a matter of efficiency, a closely 

controlled petty cash fund should be permissible. 
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Section III. Accounting Procedures 

1. It was recommended by one CPA in the first round 

of reviews that for clarity the word refund be substituted 

for abatements. For clarification purposes the word refund 

was placed in parenthesis. 

2. Two of ten respondents in Round Three from the 

principal-bookkeeper group felt provisions for petty cash 

account should be excluded from the manual. Based on 

majority opi11ion this recommendation was rejected. 

3. The following items were recommended in Round 

Three for inclusion in the manual as a result of the review 

of the questionnaire by high school principals and high 

school bookkeepers. 

a. Reimbursement for Expenditure of Personal 

Funds 

b. Stop Payment Action on a Check 

c. Loss of Cash 

d. Guidelines for Protection of Funds Within a 

School 

e. Provision for Advancing Money to an Activity 

Sponsor when Cash Monies are Needed to Meet 

Incidental Expenses 

These items were analyzed on the basis of the pre-

determined criteria of relevance, importance, desirability, 
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adequacy, and operational feasibility. Each item was found 

·to meet all of the criteria and thus was included in the 

questionnaire. These items received unanimous approval in 

the next round of reviews. 

Section IV. Internal Control 

1. Two of the CPAs in the first review suggested 

that a "list of items to be included in the auditors report" 

be included .. This recommendation was accepted on the basis 

of desirability and operational feasibility. This item was 

included in the questionnaire and received unanimous approval 

in the next review. 

2. One responding CPA in Round Four felt that the 

Audit Program Guide, Auditors Financial Reporting Check List, 

and Auditors Report should be the auditor's choice and, there-

fore, should not be included in the manual. Another CPA 

felt Principies of Internal Control should be excluded from 

the manual. These recommendations were not accepted on the 

basis of majority opinion. 

Section V. Management of Student 
Body Funds 

1. It was recommended in the initial review by two 

CPAs that guidelines be developed for the entering into of 

contracts regarding such items as photography sales, year-

book publishing, purchase of class rings, and purchases for 

which payment was to extend over a period of years. This 
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item met the criteria for being included in the manual and 

was placed in the questionnaire for the next review where 

it received unanimous approval of all respondents. 

2. Three of the ten respondents from high school 

principal-school bookkeeper groups in Round Three and one of 

the nine responding CPAs in Round Four recommended that bid-

ding be excluded from the manual. This recommendation was 

rejected on the basis of majority opinion. The recommenda-

tion made by two principals that bids be required on items 

costing more than $300 was accepted on the basis of opera-

tional feasibility (practicality). 

3. Two respondents in Round Three suggested that 

procedures for payment be covered under disbursement of 

funds to avoid duplication. This recommendation was ac-

cepted on the basis of operational feasibility (practi-

cality). 

Section VI. Responsibilities of Per-
sonnel in Student Activity Fund 
Accounting 

1. It was recommended in Round Three that the word 

bookkeeper be substituted for central treasurer. This recom-

mendation was accepted as being important for clarification 

purposes. 

2. T~o principals recommended that the duties and re-

sponsibilities of the activity director be included in the 
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manual. This recommendation was accepted on the basis of 

being desirable because many schools are now employing full 

time activity directors or delegating this responsibility to 

an assistant principal. 

3. The recommendations in Round Four from one re-

spondent that the duties of the finance committee not be 

included in a manual for student activity fund accounting 

was rejected on the basis of majority opinion. 

Section VII. Approved Forms 
and Instructions 

1. Two of the ten respondents in Round Three from 

the high schonl principal-high school bookkeeper group 

recommended that the Form 6 Petty Cash Voucher (Receipt) be 

excluded from the manual. This recommendation was rejected 

based on majority opinion. 

2. Six respondents from the same group recommended 

that the Employees Individual Ledger Sheet not be included 

in the manual. This recommendation was accepted on the 

basis of majority opinion. 

3. In the review of the first draft of the manual 

(Round Five) there were two recommendations, both relative 

to Form 9 Request for Services, Equipment or Supplies. 

a. It was recommended by one principal that Form 9 

be prepared in triplicate with one copy to be kept by the 

bookkeeper and the other two copies returned to the sponsor--
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one of which was to be sent to the vendor and the remaining 

one attached to the check requisition (Form 1) when the 

invoice is submitted for payment. 

b. It was recommended by one CPA that the heading of 

Form 9 be changed to read as follows: 

Purchase Order 

(Request for Services, Equipment or Supplies) 

These recommendations were accepted as a matter of 

operational feasibility and clarity. 

Summary 

The reviews of the CPAs, principals, and bookkeepers 

were summarized following each round of reviews. Their 

recommendations were either included in or excluded from the 

manual based on majority opinion and/or a judgment of rele-

vance, importance, desirability, adequacy, and operational 

feasibility into a comprehensive list of items to be included 

in a manual for student activity fund accounting. 

From a study of the literature in the area of student 

activity fund accounting, an examination of. case and statu-

tory law from across the United States, a review of Virginia 

School Law, Regulations of the State Board of Education, Vir-

ginia Attorne~ General Opinions, the expertise provided by 

certified public accountants, principals, and school book-

keepers, a manual for accounting for student activity funds 
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was developed. This manual reflects the best judgment of a 

user audien~e concerning activity funds, and contains ex-

planations and instructions essential to the administration 

of and accounting for student activity funds. 
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INTRODUCTION TO THE MANUAL 

As school activity programs have expanded in recent 

years, the supporting funds necessary to finance these pro-

grams has increased dramatically. Those charged with the 

handling of these large, essentially public, funds must have 

a clear and uniform system of receiving, disbursing, and 

reporting upon school activity funds. 

School activities as referred to in this manual are 

those activi.ties that are financed in whole or in part by 

the operation of the school activity program. In general, 

student activity funds are those funds which are operated 

and managed generally by the student body under the guidance 

and direction of a staff member for educational, recreational, 

and cultural purposes. These funds come under two classifi-

cations: 

1. Regular accounts--money received and expended 

for the operation of the student activity program. 

2. Clearing accounts--includes money collected 

which is not available for the operation of the student 

activity program. 

This manual includes many of the recommendations 

found in Bulletin No. 17, A Manual of Accounting Principles 

and Procedures for Student Activity Funds, published by the 

Association of School Business Officials of the United 

89 
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States and Canada, and in Bulletin No. 21, Financial Ac-

counting for School Activities, published by the Office of 

Education, U.S. Department of Health, Education and Welfare. 

Oth~r sources used in the development of this manual 

include: the present Virginia manual on System of Accoun-

ting for School Activity Funds published by the Virginia 

State Board of Education; School Funds Manual published by 

the Fairfax County Public Schools; and State Department 

Publications on Student Activity Fund Accounting primarily 

from, but not limited to, the states of Kentucky, New York, 

California, Indiana, Illinois, and Florida. 

To assure both the feasibility and the desirability 

of the procedures of the present manual, the experience of 

principals, school bookkeepers, and certified public ac-

countants was drawn upon. Representatives of this group 

assisted in the development of a list of items which was 

deemed necessary for inclusion in the manual for student 

activity accounting. They also reviewed, analyzed, and 

generally commented upon the drafts in order to bring the 

manual to its present form. 

The ~anual contains recommended principles and pro-

cedures for the financial accounting for all funds received 

by the individual school for student activities with the 

exception of school lunch funds. The standard accounts and 

terminology may be used with either a cash or accrual basis 
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of accounting and with either a single-entry or double-entry 

method of bookkeeping. It is not the intent of this guide 

to recommend a system of bookkeeping. 

The guide contains eight sections. The contents of 

Section I ccntain Virginia Law and Regulations of the State 

Board of Education as they apply to the governing and hand-

ling of internal accounts. 

Section II classifies and defines the minimum ac-

counts which make up the component parts of student activity 

funds. Further breakdowns of the minimum of accounts may be 

made as needed by the individual school. 

Section III presents a suggested accounting system 

utilizing the recommended minimum regular accounts. This 

system is based on generally accepted school business pro-

cedures. This system may be modified to meet the needs of 

the individual school. 
' Section IV describes procedures which can be used 

by school personnel for safeguarding and protecting internal 

accounts. In addition, forms, procedures, and guidelines 

are describP-d which can be utilized by both external and 

internal auditors as they examine school accounts. 

Section V describes procedures to be used in managing 

student funds, with primary focus on investment of funds, 

budget preparation and control, obligation and expenditure 

of funds, and purchase and property control. 
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Section VI outlines the functions and specific 

duties of'persons involved in the administration of activity 

funds, descending from the State Board of Education to the 

student ac~ivity treasurer. 

Section VII includes accounting forms and instruc-

tions for use which are considered to be the minimum re-

quired for t.he proper recording and accounting of internal 

funds. 

Section VIII defines the terms used in the manual 

and such additional terms as seem necessary to achieve com-

mon understandings concerning financial accounting proce-

dures for school activities. 

The use of standard accounts and terminology as out-

lined in this guide will (1) help to insure the proper 

initial recording of financial transactions; (2) improve 

accounting £or school activity money; (3) improve school 

budget-making; (4) provide information for policy determi-

nation; (5) facilitate comparisons of financial information 

among communities and states; (6) facilitate the reliable 

reporting tc the board of education and the public con-

cerning the financial conditions of school activities; 

(7) improve the accuracy of local and state summaries; and 

(8) serve as a protection for those individuals respon-

sible for the money. 



Section I 

VIRGINIA STATE LAWS AND STATE REGULATIONS 

This section deals with Virginia Law and Reg~lations 

of the State Board of Education as they apply to the govern-

ing and handling of internal accounts. 

Powers and Responsibilities of the 
State Board of Education 

§4. Board of Education. The general superv1s1on 
of the public school system shall be vested in a Board 
of Education of nine members to be appointed by the 
Governor, subject to confirmation by the General 
Assembly. 

§§22~19. Bylaws and Regulations. The Board of 
Education may adopt bylaws for its own government, and 
make rules and regulations not inconsistent with law 
for the management and conduct of schools. Except as 
provided in §§22-19.1, such rules and regulations 
when published and distributed shall have the force 
and effect of law until revised, amended or repealed 
by the General Assembly, or until such regulations 
are revised, amended or rescinded by the Board of Edu-
cation. 

Powers and Responsibilities of 
the Local Board 

§22-72 to 22-78, 22-144 and 22-147 County School 
Board. The county school board is vested with the use 
and control of all school funds, whether derived from 
state appropriations, local taxation or other sources, 
and has ~xclusive authority to expend funds set apart 
by law for school purposes. 

§§22-97(12) more specifically vests in the local 
school board the authority to manage and control funds 
made available for the operation of public schools. 

93 
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§§22-97(13) places on the local school board the 
responsibility for examining all claims against the 
school board and when approved to order or authorize 
payment thereof. 

State Board Re ulations Coverin S~hool 
ct1v1ty nternal 

Classification: responsibility for 
Administration of Regulations; 
Exclusion of Specific Funds 

All funds derived from extracurricular school acti-

vities, such as entertainments, athletic contests, cafe-

terias, club dues, etc., and from any and all activities of 

the school involving school personnel, students, or property, 

are hereby classified as school activity funds (internal 

accounts). The local school boards shall be responsible 

for the admi:.1istration of these regulations in the schools 

under their control, and may determine which specific funds 

in any school may be excluded from those subject to these 

regulations. (Funds defined by law as public funds are not 

subject to these regulations and are to be handled as pro-

vided by la\';.) 

Records, School Finance Officer, Bonds 

Each school shall keep an accurate record of all 

receipts ana disbursements so that a clear and concise 

statement of the condition of each fund may be determined 

at all times. It shall be the duty of each principal to 
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see that such records are maintained in accordance with these 

regulations, and rules promulgated by the local school board. 

The principal or person designated by him shall perform the 

duties of school finance officer or bookkeeper. The school 

finance officer shall be bonded and the local school board 

shall prescribe rules governing such bonds for employees who 

are responsible for these funds. 

Forms Generally 

The use of the specific forms prescribed by the State 

Board of Education is not mandatory, however, the basic in-

formation rP.quired must be incorporated into a system which 

may be substituted for the system designed by the State Board 

of Educatio~. 

Audits: Monthly and Annual Reports 

School activity funds (internal accounts) must be 

audited at least once a year by the duly qualified accoun-

tant or accounting firm approved by the local school board 

and a copy of the audit report filed in the office of the 

division superintendent; monthly reports of such funds shall 

be prepared and filed in the principal's office, and annual 

reports shall be filed in the office of the principal and 
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division superintendent. The cost of such an audit is a 

proper charge against the school operating fund or school 

activity funds. 

Interpretation of Regulations and Forms 

Nothing in these regulations or suggested forms shall 

be construed as superseding or modifying the federal-state 

plan for operation of cafeterias under the National School 

Lunch Act. 

Financial Record Retention Schedule 

The following retention schedule specifies minimum 

periods but local school boards may, at their discretion, 

retain such records for longer periods. 

Disposal of records in keeping with the following 

retention schedule should be recorded in the official minutes 

of the school board. 

Group I 

The following records, as provided by §22-53.1 of 

the Code of Virginia must be retained permanently in the 

original form: 

Books of original entry 

Cash receipts and disbursements ledgers 
(including textbooks) 

Voucher registers and check registers 
General ledgers 

Jou1nal entry vouchers 
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Group II 

The following records must be retained permanently 

(ten years in origin~! form» after which they may be micro-

filmed) : 

Annual reports and summaries (including trans-

portation reports) 

Audit reports 

Census summary records 

Deeds 

F.I.C.A. reports 

Minute books (including tapes) 

Personnel records (individual employees) 

Group III 

The following records should be held for a minimum 

of ten years from the end of the fiscal year in which last 

entry is made, or until audited (state and/or federal), 

after which they may be destroyed: 

Cancelled checks and bank statements 

Duplicate deposit slips 

Employee earnings records 

Investment records 

Payrolls (including retirement payrolls) 

Reports to federal government 
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Group IV 

The following records should be kept for a period 

of five years from the end of the fiscal year in which last 

entry is made or until audited (state and/or federal), after 

which they may be destroyed: 

Group V 

Batch sheets 

Budgets, summaries and working papers 

Daily cash reports 

Inventory records and reports (including textbooks) 

Leave requests and personnel forms 

Official receipts issued by school board and other 

authorized personnel 

Purchase orders 

Receiving reports 

Requisitions for state and/or federal fund reim-

bursement 

Subsidiary ledgers: 

Accounts payable ledgers (closed accounts only) 
Accounts receivable ledgers (closed accounts only) 
Appropriation and expenditure ledger 
Revenue ledgers 

Time books and time cards 

Vouchers 

The following records should be kept for a period of 

three years from the end of the fiscal year in which last 
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entry is made, or until audited (state and/or federal), 

after which they may be destroyed: 

Group VI 

Census enumerator records 

Daily internal reports (other than cash) 

Monthly internal reports 

The following records should be kept while in force, 

or during pending litigation, plus three years: 

Bonds 

Contracts 

Insurance policies 

Assessment of Fees 

§22-197. Laboratory and other special fees. Except 
in the special town school districts preserved under the 
provisions of §22-42 no laboratory or other special 
fees, or charges of any kind, for school supplies or 
materials, other than library fees and examination paper, 
pens, pencils and ink, shall be levied or collected from 
resident pupils entitled to attend either primary, grade 
or high school of the public school system, by any city, 
county or town school board, city or town council or 
board of supervisors, or the State Board or any person 
employed in such school. (1938, p. 357; 1940, p. 647; 
1942, p. 39; Michie Code 1943, §672.) 

§22-198. Fees for entrance to classes. No special 
fees shall be charged for entrance, admission or atten-
dance upon the class of any subject taught in such schools. 
(1938, p. 538; 1940, p. 647; 1943, p. 39; Michie Code 
1942, §672.) 

§22-199. Permitted fees and charges. Nothing in the 
preceding sections shall be construed to prevent the 
collection of class dues or assessments charged for 
voluntary student activities, tuition and fees incident 
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to attendance at night schools, postgraduate classes, 
classes in vocational or manual training, summer schools, 
or to any city or county having a system of the rental 
of school books to pupils of such schools, or any class 
or course outside of, or additional to, the regular 
course of study required for a high school certificate, 
but no pupil's scholastic report card or diploma shall 
be withheld because of nonpayment of any such voluntary 
dues or assessments, or any fee or charge herein per-
mitted. 

The preceding sections as to special fees and charges 

shall not apply to any city or county furnishing free text-

books to other than indigent pupils. Nothing in this chapter 

shall be construed to prohibit the school board of any coun-

ty, city or town from renting books, supplies and materials 

to the pupils of any school within the jurisdiction of the 

board. Nothing herein contained shall be construed to pre-

vent school boards from purchasing textbooks or bookkeeping, 

art, manual training, and other consumable supplies at whole-

sale rates and selling such books and supplies to pupils at 

cost. (1938, p. 358; 1940, p. 647, 1942, p. 39; Michie Code 

1942, §672.) 

School boards may charge fees to student for use of 

lockers. 1964-65 Op. Att'y. Gen. 294. 

§22-200. Liabilit of Pupils for Destruction of 
property. ac pup1 s a e require to re1m urse 
the school for any actual breakage or destruction of 
property done by such pupil in pursuit of his studies. 
(1938, p. 358; 1940, p. 647; 1942, p. 39; Michie Code 
1942, §672.) 

§22-201. Deposit required of pupils using laboratory 
or library equipment or sutllies. A deposit of such sum 
of money as may be reasona y necessary for such purpose 
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may be required of any pupil using laboratory or library 
material, equipment or supplies, which deposit, after 
deducting therefrom any loss of or damages to such 
material, equipment or supplies, caused by such pupil 
or pupils, shall be returned to the pupils at the com-
pletion of the year or term as the case may be. (1938, 
p. 358; 1940, p. 647; 1942, p. 39; Michie Code 1942, 
§672.) 

Attorney's General Opinions 

Purchases from Councilman for 
School Athletic Fund 

If a school athletic fund was operated independently 

of the school board and the school board assumed no direct 

responsibility for the fund and was not financially obligated 

to pay for supplies purchased from the school· athletic fund, 

purchases for such fund by the principal of a school from a 

city councilman would not fall within the prohibition of 

former §15.1-73. On the other hand, if the school athletic 

fund was maintained by the school board and the school board 

was directly responsible for its operation and financially 

obligated for its contracts, the purchases would appear to 

be prohibited by former §15.1-73. 1967-68 Op. Att'y. Gen. 

234. 

Sale of School PhotoMraphs and 
Other Goods to Stu ents 

On .September 22, 1976 the Attorney General stated an 

opinion regarding the sale of photographs and other goods to 

students. The opinion assumed a factual situation in which 
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the schools would be receiving payments from the photography 

firms and other vendors involved in the sale of products to 

students, with no disclosures that the sales were part of a 

school fund raising activity. In that context, the opinion 

addressed the question whether the payments to the school 

by the businesses constitute an ~llegal rebate for purposes 

of Virginia Code §§S9.l-9.7(c) or 18.2-447. Unless the pay-

ment represented bona fide compensation to the school for 

services rendered by the school in connection with sales, 

the opinion concluded that a violation of the referenced 

statutes may result. 

In a letter to Dr. Walter E. Campbell, dated Decem-

ber 27, 1976, the Assistant Attorney General clarified the 

situation by stating a different conclusion is reached under 

different factual situations. For example, where an affir-

mative and complete disclosure is made by the school to 

pupils and parents that the project is a fund raising ac-

tivity, and where pupils and parents are told affirmatively 

that they may purchase the goods elsewhere if they desire, 

neither statute is violated. 

The first disclosure noted above should inform pur-

chasers that part of the price paid for goods will be re-

tained by the school as part of its fund raising activities 

and will be used for school purposes. With respect to the 

second disclosure, the school may specify aspects of the 
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product which need to be uniform, such as background or dress 

in the case of photographs to be used in yearbooks, but the 

school also should make it clear that the goods may be pur-

chased from sources other than that chosen by the school if 

the student wishes. No vendor should be designated as the 

"official" supplier. 

Problems with respect to the two referenced statutes 

can also be averted if the school purchases the good from the 

vendor and then resells the product to the student or parent 

after.placing its own markup thereon. In such a case, the 

school becomes an independent retailer, rather than simply an 

agent or broker acting on behalf of the ultimate purchaser. 



Section II 

CLASSIFICATION OF RECEIPTS AND EXPENDITURES 

This section classifies and defines standard ac-

counts which make up the component parts of a school activity 

accounting fund. This includes only the general categories. 

No attempt is made to list all activity accounts. 

Regular Student Activities 

Regular student activity funds are monies received 

for use by the regular student activities program. These 

are accounts for use when an activity is financed wholly or 

in part by revenue received directly from the operation of 

a school activity. 

Athletics 

Monies collected in connection with athletic events 

and activities are generally derived from one or more of 

these sources: (1) sale of tickets; (2) game guarantees or 

contracts in accordance with mutual agreements; (3) tele-

vision and radio rights; (4) program sales; (5) concession 

sales at athletic events; and (6) donations. 

Concessions 

Concession sales at all student activities should 

be approved by the principal, and should be operated by a 

104 
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student body association, faculty group, or by such outside 

agency as may be authorized by the local board of education 

upon request of principal of the school involved. Conces-

sion sales should not be operated in competition with the 

school lunch program. 

School Store 

Merchandise that is needed by pupils to facilitate 

classroom instruction and to accommodate pupils may be sold 

in school stores where permission to operate such stores has 

been granted by the county school board. The principal 

should establish an approved list of merchandise. Profits 

from the store may be transferred to the general fund or 

other designated accounts. 

Club and Class Accounts 

These are accounts which contain funds dedicated to 

the beneficial use of a distinct group of students. They 

include activities at class club or departmental level. 

Examples of revenues that may be credited to classes 

and club accounts are: (1) dues, assessments, and donations 

from members; (2) income from entertainments,. dances, parties, 

etc.; (3) sale of club or class sweaters, emblems, insig-

nias, cards, announcements, etc. Authorization for expendi-

tures should carry approval of class or club officer, spon-

sor, and the principal. No class or club account may be 
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overdrawn at the end of the school year. No off-campus clubs 

may be permitted to carry accounts on school activity ac-

counts books. Any remaining balance in the account of a 

graduated class after graduation of that class, and after 

the class has had an opportunity to determine the disposition 

of the balance, should be considered as belonging to the 

general fund and should be closed out to the general fund 

following a year in which there are no receipts or expendi-

tures. 

Fund Raising by the Student Body or 
Within the Student Body 

Each plan for the raising of student body organiza-

tion funds must be approved by the finance committee and the 

school principal. The plan must include a recommended 

method of establishing financial accountability. The rais-

ing of funds should have but one basic end in view: to 

promote the general welfare and morale of the pupils as a 

whole. Income for special groups should be raised from 

either dues, sale of tickets, or other approved activities 

limited to active members of the general group enrolled at 

the school. At athletic and other events, no group should 

sell to the general student body any items such as ice cream 

or candy and retain the profits unless such is the estab-

lished policy of the school. Fund-raising drives by student 

organizations for student body benefits should be conducted 

in accordance with school board policies. 
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Instructional Materials 

In situations where sufficient money is not other-

wise provided, funds to meet instructional needs of the 

pupils may be collected insofar as possible on a semester 

or school-year basis. The collection and expenditures of 

all such funds should be made through the internal account-

ing system, and it is the principal's responsibility to see 

that such monies are spent for instructional materials. 

Monies collected for the purchase of expendable instruc-

tional materials should be used for the purchase of expend-

able materials normally required during the semester or 

school year. They should not be expended for equipment. 

Such funds for instructional materials should be 

collected soon after the beginning of each semester or 

school term in order that students transferring will there-

fore not be charged again for the same materials. Charges 

for these materials should be as near actual cost as is 

feasible. A maximum instructional materials 6harge for 

schools should be set by the board of public instruction in 

consultation with principals and teachers. 

Paid Admission to Entertainment 

Entertainments to which admission is charged should 

be kept to a minimum number. Admission charges should be 

low enough, consistent with sound business practices, to per-

mit the maximum number of pupils to attend. 
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Publications 

The publications sponsor and the principal should 

contract for school newspapers, yearbooks, and other publi-

cations. 

Care should be exercised in negotiating contracts 

for school newspapers, yearbooksj publications, and the like. 

The selling price of these items should be set so that the 

maximum number of pupils may benefit from them. 

The type of advertising in school publications 

should be approved by the school principal or his desig-

nated representative, contracts should be entered into when 

appropriate, and a billing system should be developed. 

Student Activity Fees (Books/Cards) 

Student body cards or books, which may include ad-

mission to all athletic events, admission to all entertain-

ments, purchase of the school yearbook, etc., may be sold 

for amounts as approved by the principal. 

Photography Sales 

Commissions earned from photography sales and other 

transactions should be credited to the general fund or 

other designated accounts. There are two basic procedures 

which can be followed in order to comply with the Attorney 

Generals ruling, either of which is acceptable. The princi-

pal can inform the students and parents that part of the 
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purchase price of the pictures will be retained by the 

school as a fund raising activity and will be used for 

school purposes, or the school may purchase the pictures 

directly from the vendor and then resell the products to 

the students after placing its own markup thereon. 

The school may specify aspects which need to be 

uniform, such as background orders in the case of photo-

graphs to be used in yearbooks, however the school should 

make it clear that goods may be purchased from sources 

other than that chosen by the school if the student so 

desires. 

Clearing Accounts 

The purpose of a clearing account is to set aside 

certain financial transactions from regular student activity 

accounts in order not to present a distorted view of the 

financial condition of the student body organization. All 

transactions which involve merely the collection and payment 

of funds should be accounted for under this classification. 

The type of transaction to be placed in this special 

account is that which must be remitted in the exact amount 

collected. Such accounts, for example, would include money 

collected and disbursed to individuals or groups for charity 

drives, or fees for contracted transportation services. 

Since this type of account is essentially a "wash account," 
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there is normally little or no balance at the end of the. fis-

cal year. 

Interfund Transfers 

It may be necessary or desirable occasionally to 

transfer funds from one activity to another. This may be 

done by the use of a payment order. The treasurer of the 

activity making the donation will, upon proper authoriza-. 

tion, draw a payment order stating all essential facts. 

The bookkeeper will then effect the necessary transfer in 

his accounts, and no money will actually change hands. Thus 

an interfund transfer is a receipt of the fund to which the 

money is transferred. This type of transaction is never 

considered a receipt or expenditure of the total activity 

fund of the school. 

Collections for the Board of Education 

These collections include payments received for text-

book rental, lost or damaged textbooks, summer school tuition, 

night school tuition, library fines, losses, damages, and 

non-returnable deposits on lockers. Receipts and disburse-

ments from these activities should be credited to the proper 

sub-account. At the end of each year, and more often if 

necessary, balances in these accounts should be transferred 

to the Board of Education. 
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Transfer of instructional aids money from one school 

to another school in the county should not be made upon the 

transfer of a student unless the board of public instruction 

transfers a group of students due to lack of facilities. 

If this should occur, the receiving school should receive 

from the transferring school money and/or materials as near 

as possible to the amount collected to cover instructional 

aids of the students transferred. A second amount should not 

be collected for the same materials from the students within 

the county. 

Refunds (Abatements) 

Refunds to students should be made in the same manner 

as all disbursements; namely a properly executed check requi-

sition, or if it is a small refund, the refund may be made 

from the petty cash account, documented by a proper petty 

cash voucher. 

Sales Tax 

The state sales tax does not apply to purchases made 

by the public schools when the items purchased are for use 

or consumption by the school. A school district is not 

exempt from the provisions of the sales tax law however when it 

becomes the vendor of services or property ordinarily sold 

by private persons. 
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Vendors are required to collect tax unless they re-

ceive a tax exemption certificate (St .13) from the buyer. . 

When items are not to be resold and tax exemption certifi-

cates are not already on file with the vendor a tax exemp-

tion certificate should accompany the purchase order. 

Sales tax collections on sale of items should be properly 

designated on receipts. 

Returnable Deposits 

A deposit of such sum of money as may be reasonably 

necessary can be required of any student using laboratory or 

library material, locker, equipment or supplies. After de-

ducting any loss or damages or, as in the case of locker 

rental, any necessary cost of maintenance, the remainder 

will be returned to the student at the close of the school 

term. 

Trust Accounts 

Trust accounts are used for money contributed by or 

held for the sole use of specific groups and not owned by 

the student body as a whole. In general, a trust account 

should not be overdrawn, nor may trust funds be expended for 

general student body activities. Examples of trust accounts 

are faculty association funds and professional dues, student 

body trust accounts for class and club activities, collec-

tions for Community Chest, Red Cross, March of Dimes, and 
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student insurance. Fund raising drives for ~haritable or-

ganizations by the student body or groups within the student 

body should be conducted in accordance with board of edu-

cation policy. 

Petty Cash Account 

This account may be established to have cash avail-

able for making change or for making immediate cash payments 

of comparatively small amounts. These expenditures should 

have the same documentation as other disbursements. 

Scholarship and Trust Funds 

Scholarship grants and trusts may be accepted by 

the student council with the approval of the school divi-

sion governing board or its authorized delegate, usually 

the school principal. The acceptance, to be made in writing, 

must include all conditions prescribed by the donor. A 

statement must also be included regarding the disposition of 

any balance remaining at the close of the period for which 

the fund is established. Each scholarship and trust fund is 

to be established separately. 

Gifts and Grants 

Money~ material, or equipment may be accepted by the 

student body organization on approval of the local school 

board or its authorized delegate, usually the school prin-

cipal. The items received must have a legitimate use 
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in the school program and must not in any way conflict with 

it. 

Consideration should be given to installation and 

maintenance costs before acceptance of equipment items. 

Receipt, use, and disbursement of gifts or grants are sub-

ject to the same accountability as other receipts and dis-

bursements. 

Outside Groups 

Certain activities which contribute to the general 

welfare of students do not easily lend themselves to clas-

sification solely as student body activities. Other acti-

vities by their nature involve cooperative effort with groups 

outside the student body. It is desirable that the benefits 

of such activities to students should be preserved if proce-

dures can be established to provide proper accounting for 

funds involved and to insure adherence to the principles 

governing internal accounting for School Activity Funds. 

A cooperative activity is one in which the school 

officially participates with an outside group, usually the 

PTA, service clubs, etc., through planning, staging, con-

ducting, or attending. Membership of these groups is usually 

composed of patrons and/or parents of students in school. 

Such activities may be held on or off school grounds and will 

usually tak~ the form of money-raising events such as salvage 

drives, paid admissions to entertainments, or food sales. 
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Cooperative activities with alumni associations and 

other groups whose members are not patrons or parents of stu-

dents in the school should require special approval of the 

county superintendent and should be handled as individual 

cases. 

Prior to the commencement of a cooperative activity, 

there should be an official agreement on the part of the 

principal, the student representatives, and the outside 

group on the division of expenses and profits as between the 

student body and the outside group. There is no prescribed 

percentage for the division of such profits. 

Pupil Accident Insurance 

Participation in pupil and faculty accident insurance 

is a system-wide policy negotiated through the school board. 

The contracts are normally in effect from the opening of the 

school.year to the closing of the year. There should be a 

specified enrollment period usually limited to one week in 

which students are allowed to enroll. Provision should be 

made with the insurance company holding the contract provid-

ing for late enrollment of transfer students and late en-

rollees. It is of extreme importance that those responsible 

for the enrollment of students in the insurance program write 

a receipt, issue a student insurance card and record the 

student's name on the enrollment sheet provided by the insur-

ance company. 
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General Fund 

The General Fund is a sum of money used to finance 

activities not accounted for in other funds. This fund is 

often used for purchases for which school board funds are 

available. The individual school makes the original pur-

chase and is later reimbursed by the local school board. 

Office supplies, telephone bills, and small items used in 

maintenance when the job is performed by the $chool custo-

dian fall in this category. 

Sources of funds in these accounts usually come from 

photography sales, profits from vending machines, and school 

board reimbursements. 

Coding of Accounts 

The accounting codes are designed primarily for iden-

tification purposes. They may be used with either machine 

tabulation of accounts or with handwritten ledgers. They 

should prove to be useful in both centralized or decentralized 

accounting systems. 

A. Digit 1 would identify the transaction. 

1. Code No. 1 : Receipt 

2. Code No. 2: Expenditure 

3. Code No. 3: Interfund transfer 

B. Digits 2 and 3: identify accounts. 

Codes (01-50): regular activities accounts 

Codes (51-99): clearing accounts 
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C. Digits 4 and 5: ninety-nine sub-accounts may be 

coded under each account. Codes (01-99) 

D. Digits 6 and 7: ninety-nine categories of re-

ceipts and expenditures may be coded under each 

account. Codes (01-99) 

The following examples of the coding of accounts are 

set up using the basic minimum accounts. Provisions are 

made for additional accounts, sub-accounts, and categories 

to be added as needed. 

Regular Account Code No. 01-49 

Receipts Code No. 1, Expenditure Code No. 2, Inter-

fund Transfer Code No. 3 

Athletics Code No. 01 Categories of Receipts and Ex-
Sub-account (01-99) penditures under each sub-

fund (01-99) 

01 Basketball 01 Officiating 

02 Football 02 Uniforms 

03 Baseball 03 Equipment 

Publications Code No. 02 Categories of Receipts and Ex-
Sub-accounts (01-99) penditures under each sub-

fund (01-99) 

01 Newspaper 01 Advertising 

02 Yearbook 02 Subscriptions 

03 Literary Magazine 03 Printing· 



Club Accounts No. 03 
Sub-accounts (01-99) 

01 Art Guild 

02 Beta Club 

03 French Club 

Class Accounts No. 04 
Sub-accounts (01-99) 

01 Class of 80 

02 Class of 79 

03 Class of 78 

04 Class of 77 
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Categories of Receipts and Ex-
penditures under each sub-
fund (01-99) 

01 Dues 

02 Salvage Drives 

03 Candy Sales 

Categories of Receipts and Ex-
penditures under each sub-
fund (01-99) 

Class dues 

Salvage Drive 

Candy Sales 

A. Using this system of coding it is possible to 

have 50 regular activities accounts coded (01-50). 

B. Ninety-nine different sub-accounts may be set up 

under each regular activity account. 

C. Ninety-nine categories of receipts and expendi-

tures may be established under each sub-account coded (01-99). 

It is recommended that extensive planning be done in order 

that these may be consistent throughout the entire account-

ing system. 

Example Code: 2 01 02 03 

2 01 02 03 

Expenditure Athletic Football Officiating 
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Clearing Accounts Code No. 51-99 

Collections for Board of Education Code No. 51: 

Sub-accounts (01-99) 

01 Textbook Rental 

02 Summer School Tuition 

03 Damages to Facilities 

Categories of Receipts and Ex-
penditures under each sub-fund 
(01-99) 

01 Rental Fee 

02 Lost Textbook 

03 Damaged Textbook 

Returnable Deposits Code No. 02: 

Sub-accounts 

01 Locker 

02 Laboratory 

03 Industrial Arts 

Categories of Receipts and Ex-
penditures under each sub-fund 
(01-99) 

01 Rental Fee 

02 Damaged or Lost Equipment 

03 Refund 

Trust Accounts Code No. 52: 

Sub-accounts 

01 Faculty Fund 

02 Red Cross 

03 Student Insurance 

Categories of Receipts and Ex-
penditures under each sub-fund 
(01-99) 

01 Dues 

02 Donations 

03 Fund Drives 

A. Using this system of coding it is possible to 

have 49 clearing accounts coded 51-99. 

B. Ninety-nine different sub-accounts may be set up 

under each account coded (01-99). 

C. Ninety-nine categories of receipts and expendi 
tures under each sub-account coded (01-99). 



Section III 

ACCOUNTING PROCEDURES 

This section will present a suggested system of ac-

counting utilizing the recommended minimum number of accounts. 

This system is intended for use by the persons responsible 

for handling the activity money and keeping the books in 

order to provide a basic framework upon which schools may 

develop their own system as needed. 

Basic Principles Governing 
Activity Funds 

1. School Activity Funds are to be used to finance 

a program supplementing the activities provided by the local 

board of education. 

2. The local board of education shall prescribe 

policies for the supervision and administration of activity 

accounts. These policies must not conflict with those .of the 

State Board of Education. Principals should participate in 

the formulation of these policies, regulations, and proce-

dures at the district level. 

3. All fund-raising projects and activities by the 

school, by any group within, connected with, or in the name 

of the school should contribute to the educational experiences 

of pupils and should not be in conflict with the overall 

120 
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instructional program administered by the local district 

superintendent and his appointed staff. 

4. Generally, funds collected are to be expended to 

benefit those pupils currently in school for whom the funds 

were accumulated. 

5. In general, funds derived from the s tude·nt body 

as a whole should be expended to benefit the student body as 

a whole. 

6. All monies should be expended for the purpose 

for which they were collected. 

7. The collecting and expending of School Activity 

Funds must be in accordance with existing laws, State Board 

of Education Regulations, and local board of education 

policies. 

8. ·student body business functions should be con-

ducted in such a manner as to offer a minimum of competition 

to commercial firms; at the same time they should benefit the 

student body. 

9. Purchas~s for any school should not exceed the 

cash resources of that school during any fiscal year. 

Collections and Deposit of Cash 

All.money received should be substantiated by official 

prenumbered receipts, auxiliary receipts, class receipt 

records, tickets, or other auditable records. In all cases 



122 

where tickets are used, ticket reports and unsold tickets 

should be available for audit. Insofar as it is practicable, 

the cash should be collected in the central office. When it 

is not practicable to collect the cash in the central office, 

collections from various classes by teachers should be turned 

in daily to the central office. Teachers who fail to turn in 

cash collected each day should be held personally liable for 

loss. 

Deposit Procedures for Activity Treasurers 

Each activity treasurer shall issue a receipt for all 

monies received by him to be deposited in the activity ac-

count. These receipts shall be prenumbered and must be used 

in consecutive order. If a mistake is made, the receipt 

should be voided but not destroyed. 

When an organization has a dance or activity involv-

ing admissions» a statement of admissions must be prepared. 

Upon receiving money, the activity treasurer will take the 

following steps: 

A. Count the money received and reconcile. with the 

statement of admissions or activity treasurer receipts which 

are involved in the transaction. The money should be de-

posited. with the school bookkeeper on the date received if 

possible. In the event that this is not possible, the money 

should be placed in a bank deposit bag and placed in the 
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bank night depository to be picked up and deposited with the 

school bookkeeper on the next school day. 

B. The activity treasurer should prepare the de-

posit slip, obtain the signature of the faculty adviser on 

the deposit slip following his review, and deposit the funds 

with the bookkeeper. 

C. Return all funds used for making change. 

D. Receive the duplicate deposit slip signed by the 

bookkeeper together with a receipt for the money deposited. 

E. Enter the amount of the deposit in the activity 

fund register indicating the source from which the funds were 

received. 

F. File chronologically the supporting data consist-

ing of the duplicate deposit slip, bookkeepers receipt and, 

if applicable, the statement of admissions. These forms pro-

vide the evidence for the entries made in the activity trea-

surer's books. 

Bank Deposits 

After the money has been turned in to the activity 

tieasurer and properly checked by him and the faculty ad-

viser, the money should be turned over to the bookkeeper who 

should issue a prenumbered receipt. 

Receipts should be deposited intact in the bank. If 

a deposit of one day's receipts is made, the total of the 
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· deposit must equal the total amount of money taken in and 

recorded on the receipts issued for that day. If deposits 

are not made daily, indicate on the last receipt the date of 

the deposit. The deposit must equal the total of all money 

collected and recorded on receipts from the date of the pre-

vious deposit. All checks should be marked for deposit only. 

For purposes of a record of deposits, a dupl_icate 

deposit slip should be made showing the first and last re-

ceipt numbers covering the total of the deposit. 

Disbursements 

Disbursements should be made by check, except petty 

cash items. No check should be made payable to "Cash," but 

should indicate the person, institution, or fund to which 

money is to be paid. 

The financial agent should make disbursements only 

after receivin~ a properly executed request for the check 

requisition with proper accounting support attached. The 

request for check should originate with the activity sponsor 

who shall fill out the form, attach the p·roper accounting 

support papers, and forward them to the principal for his 

approval. The principal, in turn, will forward all approved 

requests for checks to the bookkeeper in order that a check 

may be prepared. 
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The proper accounting support should be attached to 

the request for check by the activity sponsor. This will 

usually be a vendor's invoice. When an activity sponsor has 

forwarded a vendor's invoice with his (the sponsor's) signa-

ture of approval together with the request for a check to be 

issued through the principal for payment, then, in all cases, 

the bookkeeper should assume that the goods or services have 

been received and that the prices and specifications appear-

ing on the vendor's invoice are correct. 

Basic Records 

Prenumbered duplicate or triplicate receipts should 

be used as the means of recording cash received. These pro-• 
vide the basis for entries in the receipts journal. By the 

same token, prenumbered checks should be used in disbursing 

funds and providing the basis for entries to the disburse-

ment journal. Both the receipts and checks should be de 

signed to show, in addition to the usual information, the 

funds to which the charge or credit should be made. 

Vouchers to support cash disbursements may be in the 

form of printed check requisitions to be attached to the sup-

porting documents such as invoices. The check requisition 

should show to whom payment is made, the amount, a brief 

explanation, and the fund to which it is to be charged. This 

information is, of course, in addition to the invoice or 

statement showing the goods or services to be paid. 
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Illustrations of these forms and others that may be 

of help in maintaining proper records will be found in 

Section VII of this manual. 

Transfer Between Accounts 

To transfer between accounts, a request for a check 

should be executed and forwarded to the bookkeeper as any 

regular disbursement. The bookkeeper will handle the dis-

bursements by journal entries, indicating the correct debits 

and credits in the accounts affected. The sponsor or tre~

surer of the activities concerned should be notified of the 

transfer. Transfer between accounts should be considered as 

a clearing account. 

Refunds 

Refunds to students should be made in the same manner 

as all disbursements; namely, a properly executed check 

requisition, or if it is a small refund, the refund may be 

made from the petty cash account, documented by a proper 

petty cash voucher. 

Filing 

There are two methods of filing the papers connected 

with school activity accounts. The decision as to the method 

to be used should be left up to the principal or bookkeeper 
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of each school. Regardless of the particular method used, 

papers relative to the following must be kept in or4er. 

Method #1 

Keep in numerical order by month: 

1. Report of monies collected 

2. Check Requisitions (supporting papers to these 

forms must be firmly attached with a staple) 

3. Deposit slips 

Method #2 

File folder for each account 

1. Prepare and file all reports of monies collected 

forms and check requisition forms together in 

the folder. 

2. File in numerical order according to date and 

number (supporting documents must be firmly at-

tached with a staple) 

3. File deposit slips by month 

Bank Statement 

All School Activity Funds shall be kept in a properly 

designated bank account or accounts. The bank account shall 

designate the name and address of the school and the signature 

of the principal, as well as persons otherwise named by the 
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principal. The information and multiple signatures as neces-

sary should be required on all checks written. 

Until examined by the auditor~ all paid checks and 

other items returned by the bank should be filed with the 

bank statement on which they appear. The importance of recon-

ciling the bank balance cannot be overemphasized. The pro-

cedure is shown in section VII. 

Bank Service Charges 

If the banks require a service charge on Student 

Activity Funds, the amount of the service charge should be 

charged to the general account. Most banks, however, have 

a policy of not charging the school accounts for services. 

Occasionally, a service charge will be made to a school ac-

count through error. The bookkeeping department of the 

bank should be notified immediately. The bank will issue a 

credit to the school account, offsetting the erroneous 

charge. Neither the charge nor the credit need be shown 

in the books of record. 

Cancelling Outstanding Checks 

If a school activity fund check has been issued and 

is then reported lost or stolen, stop payment action may be 

taken. The circumstances surrounding this situation should 

be carefully evaluated. If the check is for a small sum and 
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made payable to a vendor who has consistently dealt with the 

school, ·it would not appear feasible to incur the stop pay-

ment charge of the bank. If the check is for a large sum 

of money, worthy of an expenditure of three to four dollars 

to protect school activity funds, then stop payment action 

may be appropriate. 

If it becomes necessary to stop action on a check the 

drawer.should telephone his bank immediately giving the in-

formation and the reason for stopping payment. The drawer 

must then give the bank a written order or a letter with his 

handwritten signature a.uthorizing the bank not to pay the 

check if it is presented for payment. 

If the check is cancelled before the end of the month 

in which it was issued, it is necessary to VO_ID- the entries 

in all places that the transaction was entered. Tear the 

treasurer's signature from the void check, write the word 

VOID on it, and file it with the cancelled checks. If the 

check is to be cancelled after the month in which it was 

issued, it should be cancelled in the same manner as above 

except the amount of the check is added back to the balances 

on the ledger sheets and it is taken off the list of out-

standing checks. Care should be taken to give a complete 

explanation of the transaction in each case. 
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11 Bad" Checks 

Some checks deposited by the school may be returned 

by the bank for various reasons. The most common reason is 

insufficient funds in the account of the person who drew 

the check. The proper procedures for handling checks of 

this type are as follows: 

A. If the check is made good immediately, the money 

should be marked as a re-deposit and not considered as an 

additional receipt or expenditure. This re-deposit should 

be deposited as a separate item and marked as a re~deposit 

of check# (number). The charge back of the initial deposit 

and the credit of the re-deposit by the bank on the bank 

statement should be clearly identified and noted on the state-

ment by the school bookkeeper. It is not necessary to enter 

the charges or ~e-deposit in the books of record. 

B. If it is found that the check will never be made 

good, the amount of the bad check should be entered in red in 

the "Received" column on the Depository Ledger and the appro-

priate column of the Distribution of Receipts. The amount 

of the bad check should be deducted from the available balance 

in the checkbook with complete explanation. The bad check 

should be filed with the bank statement for substantiation of 

the above entry. 
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Lost Checks 

Checks which are lost may be replaced by issuing new 

checks. A stop payment order is issued to the bank on the 

original check. The check is marked DUPLICATE and the num-

ber is recorded in the ledgers, but not the amount. Explain 

in the ledgers that this check is a replacement for lost 

check# (number). 

Loss of Cash 

Any loss of cash, including checks, will be promptly 

reported by telephone to the Division Superintendent or his 

designated representative, and to appropriate law enforce-

ment authorities if theft is involved or suspected. The 

telephone report will be followed up within 48 hours by a 

written report directed to the division superintendent. The 

written report will include a recitation of the facts and 

circumstances, steps taken to prevent recurrence, and steps 

taken to fix responsibility, if any. If necessary to estab-

lish the amount of the loss, assistance should be requested 

from the auditor of accounts. 

Dormant Accounts 

These accounts are usually inactive due to the lack 

of student interest or because a graduating class leaves an 
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unused balance. Prior to the termination of a student organi-

zation all funds in the treasury may be disposed of in one of 

the following ways: 

A. Expended by vote of the organization. 

B. Transferred to another student organization. 

C. Transferred to a trust account for a specific 

and designated purpose. 

D. Provided none of the above steps are possible, 

the board of education should mandate the closing of dor-

mant accounts after a specified time period and the unused 

balance transferred to the general fund. (The specified 

time period is usually one year in which there are no re-

ceipts or disbursements.) 

Closing the Books 

Books of all schools should be closed promptly after 

the end of the school year. Books may be held open until 

July 15 of each year for the purpose of recording and paying 

obligations incurred within the preceding fiscal year. All 

unpaid obligations should be listed and attached to the 

financial report. 

Financial Report 

A monthly financial report is to be filed with the 

superintendent at the end of each month. Included in the 
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report should be a financial statement of the income and ex-

penditures of each activity. The financial statement should 

show the previous month's balance, total receipts for the 

month, total expenditures for the month, and the balance in 

the fund at the end of the month. 

Membership Dues 

The preaudit of membership dues should be relatively 

easy if plans are carefully worked out in advance. A few 

simple rules are suggested: 

A. Provide prenumbered receipts or membership cards. 

B. Charge each solicitor with a definite number of 

receipts or membership cards. (Make a record of the numbers 

issued to each solicitor.) 

C. Require each solicitor to return all unused re-

ceipts or cards and the exact amount of money due for each 

membership sold. 

D. Designate some one adult to supervise the member-

ship campaign and to insist upon a complete and accurate 

report at the close of the campaign. 

E. Do not permit solicitors to issue teceipts or 

cards on credit. Require pupils wishing credit to make ar-

rangements with the designated adult officer. 

F. If memberships are given free or on credit to 

any pupils, have these issued by the designated adult 
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officer after all the solicitors have turned in their re-

ports, cash, and unsold cards. 

Receipts from Sales, Campaigns~ Etc..'.. 

Pupils collecting monies should, whenever possible, 

issue prenumbered receipts in duplicate, the original to be 

given to the purchaser and the carbon to the student treasurer 

of the activity after the audit has been completed. In 

those cases where receipts are not practical~ for example, 

a candy sale, the activity treasurer with the assistance of 

the adviser should devise a method whereby the exact amount 

to be realized by the sale is determined in advance. Each 

salesman should be given a statement showing the amount he 

is to receive. After the sale, each salesman should then 

turn in that amount in cash and unsold goods. 

Admissions 

Ticket Sales 

Various methods may be employed to insure accurate 

preaudit (check) of admissions. Usually prenumbered tickets 

should be used so that the auditor may by reference to the 

beginning and ending numbers determine the amount which 

should be collected. In some cases, as an added precaution, 

the ticket collector should be required to deposit the 

tickets in a locked receptacle so that they may be counted 
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and·later destroyed. In other cases where tickets are pur-

chased in a variety of colors, a different color should be 

used for each occasion, thus making it difficult for anyone 

to use old tickets. Still another device used to avoid the 

reuse of tickets is to require the ticket collector to de-

stroy each ticket by tearing it, giving one part to the 

customer and retaining one. Any of these procedures, or any 

combination, properly supervised, will insure reasonably 

honest and accurate results. None of them will guarantee 

accuracy, especially when adult supervision is lacking. In 

summary: 

A. Use prenumbered tickets, and take steps to pre-

vent fraudulent reuse. 

B. Charge each ticket seller with a definite number 

of tickets and a definite amount of change. 

C. Provide a sufficient number of ticket sellers to 

avoid undue haste. 

D. Do not ask the ticket seller to watch the gate. 

E. Provide a responsible adult ticket taker. 

F. Require each ticket seller to return all unused 

tickets, the full amount of change, and the exact amount of 

receipts promptly. 

G. Do not aid and abet temptation with careless 

supervision. 

H. Carefully analyze proceduresj particularly from 

the standpoint of accurate accounting. 
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I. Thoroughly explain each device used to safeguard 

money so that those who have anything to do with it are thor-

oughly familiar with each process and understand its purpose. 

Consider these devices not merely as means of preventing 

fraud, but as instruments which have been set up so that 

each agent may clearly demonstrate the accuracy of his work 

and the fulfillment of his responsibility. 

Exception to Use of Serial 
Numbered Tickets 

Some school activity events are conducted where the 

admission charge would be an item of value other than cash. 

Such events need not be controlled by serial numbered 

tickets.if that is the desire of the principal. Addition-

ally, some events are conducted on a casual basis and revenue 

is of a minor nature, e.g., sock hops aftei basketball games. 

In such cases, the control via a serial numbered ticket need 

not be established if the principal is satisfied that the 

cash receipts system used exhibits acceptable fidelity con-

trols, e.g., lock cash boxes, adult supervision at hand. 

The exception does not apply to events for which an admission 

fee is the normal practice, such as athletic events, band 

concerts, plays, etc. 

Petty Cash Funds 

To assist in the efficient and economical day-to-day 

management and to alleviate the necessity for writing checks 
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for small sums of cash, a petty cash fund may be established. 

A. A petty cash fund should not exceed $25 in value 

at any time. 

B. Petty cash funds may be replenished at any time 

with charges being posted to the accounts concerned. 

C. Petty cash disbursements should be limited to 

transactions in which it may be advantageous to avoid writing 

checks for small amounts. A petty cash receipt should be 

signed by the recipient and placed on file to justify any 

expenditure from the petty cash fund. 

Reimbursement for Expenditure 
of "'Personal Funds 

Reimbursements for expenditure of personal funds must 

be supported by receipted billings or cash register tapes. 

Cancelled checks are not an acceptable form of documentation 

in support of reimbursements. Reimbursements for expenses 

not supported by documentation will be made only with the 

written approvel of the principal. 

Advances 

To provide ways and means for financing certain types 

of activities which do not lend themselves to the usual pro-

ceduresj it is suggested provision be made for "advances." 

For examplej to provide the necessary cash for student 
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organization activity trips, the activity treasurer of the 

group will draw a payment order in the same manner as when 

paying for a purchase except that in explaining the payment 

he will state that the check is to be drawn to the activity 

sponsor, giving essential facts regarding the trip. This or-

der should be accompanied by a detailed statement of esti-

mated expenditures and the like. Such a payment order 

should be preaudited and approved the same as any other pay-

ment order. After audit and approval, the bookkeeper will 

draw the necessary voucher check. The activity sponsor 

shall thus secure the requested cash. 

After the trip, the activity sponsor shall file with 

the bookkeeper a detailed statement of the actual expendi-

tures and turn over any balance not accounted for. The 

statement shouldj of coursej be audited and approved by the 

principal. 

The use of the "advance" procedure should be very 

carefully limited and closely supervised. The device should 

be used only in case of real need, and not merely for con-

venience. 

In order to avoid confusion in the case of advances 

for making change for admission tickets sold and to avoid 

inflation of accounts:1 a "service account" may be set up 

with the general fund. This account is charged with the 

advance and credited with the return of the money. 
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INTERNAL CONTROL 

This section describes principles and procedures 

which can be used by school personnel for safeguarding the 

protecting internal accounts. In additionj forms, pro-

cedures, and guidelines are described which tan be utilized 

by both internal and external auditors as they examine 

school accounts. 

1. Official receipts should be issued for all money 

received. Receipts should be written when money is received 

so its arrival is established. Do not delay recording or 

banking money in order to reconcile supporting documents. 

Record and bank the money received and reconcile to the 

amount deposited. 

2. All money received should be deposited in a 

bank. Deposits should be made daily if possible. 

3. All money expended should be expended by check, 

except for small cash purchases paid from the petty cash 

fund. 

4. The authority to expend monies shall be distinct 

and separate from the custody of these monies whenever pos-

sible. 

139 
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5. The principal of each school should designate 

one or more persons in addition to himself who shall be 

authorized to sign checks withdrawing funds from the bank 

account. Two signatures should be required for all with-

drawals: one should be an administrative employee, prefer-

ably the principal, and the other the financial agent of 

the school whenever possible. Persons signing checks should 

require that proper supporting evidence such as sales slips 

or invoices substantiate each check. At least two individ-

uals shall take part in each act of disbursing money. 

6. Supporting documents should be kept for all 

expenditures made. 

7. Two separate and independent sets of records 

of receipts and expenditures shall be maintained. 

8. Bank reconciliation statements should be made 

each month. 

9. Monthly and yearly financial statements should 

be prepared. 

10. An audit should be made each year, and copies of 

the audit should be filed with persons having administrative 

authority for the school. 

11. Maintain all ledgers and journals in ink. 

12. Reconcile each bank statement with. the check 

stub and Depository Ledger. 
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13. All employees responsible for handling money 

should be bonded. 

14. An accounting system should be such that it 

will yield the largest possible educational return to stu-

dents without sacrificing the safety of funds or exposing 

students to undue responsibility or unnecessary routine. 

Prohibited Procedures 

1. Erasing figures found in error. (Draw a line 

through the incorrect figure and write in the correct figure 

above.) 

2. Paying sales taxes on school purchases. 

3. Preparing a Principal's Monthly Financial Re-

port on Internal Accounts without first reconciling the 

monthly bank statement. 

4. Issuing a check without first securing an item-

ized invoice or receipt. 

S. Using a statement as the basis for payment. 

6. Signing bank checks in advance. 

7. Making obligations for which funds are not avail-

able. 

8. Making personal loans from School Activity Funds. 

Test Checks 

Confusion and sometimes loss of funds can be traced 

more often to a lax checkup and recording of money taken in 
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than to any other single cause. For this reason, every pos-

sible precaution should be taken to protect the individual 

concerned and the money collected. Consequently, the most 

important functions are the prompt checking, recording, and 

depositing of receipts. 

At some convenient time during the month the indi-

vidual receipt books of those responsible for collecting 

and receipting of money should be checked against deposits 

.made with the bookkeeper. The amounts which should be col-

lected can often be predetermined. In conducting test 

checks some of the methods of predetermining the amounts to 

be collected are shown as follows: 

A. A homeroom teacher has 30 students, 5 of whom 

are indigent and receive free books. The teacher would then 

have been expected to collect textbook rental from the other 

25 students. 

B. The Beta Club has a membership of 35 students. 

Therefore, the student treasurer would be expected to collect 

dues from 35 students. 

It should be pointed out in the student handbook and 

posted throughout the building (particularly at the opening 

of school) that receipts should be received for all collec-

tions. 
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Auditing of Accounts 

The auditing of accounts is a standard procedure 

followed by business and industry as well as government. 

Audits are necessary to assure the public that school funds 

are being properly administered. The Association of School 

Business Officials has developed the following objectives 

of a school audit program. 

Objectives 

1. 

2 • 

To safeguard money, property and employees. 

To determine the adequacy of the methods of 

internal check. 

3. To maintain adherence to the established stan-

dards, policies, and procedures--financial, accounting, and 

operating. 

4. To check condition and use of property and equip-

ment» particularly from the standpoint of adequate return. 

5. To maintain and coordinate internal auditing 

procedure with those of the public accountant. 

6. To present accurate, complete, and unbiased 

statistics with respect to the operation of the educational 

system. 

State Board of Education Regulations require that 

internal accounts be audited annually. This audit may be 

conducted by members of the school staff or by an outside 
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auditing firm. It is advisable that internal accounts be 

audited by district employees in order that on the spot 

corrections may be made prior to the annual audit by an 

outside auditing firm. The following sample questionnaire 

can be used by both internal and exterrial auditors. 

Sample Questionnaire on Internal Control of Accounting 

Cash Receipts 

1. Are records maintained of all receipt 
books and other numbered forms used in 
acknowledging receipt of cash? 

2. Are issuances of receipt books to 
individuals and activities properly 
recorded? 

3. Is cash turned in by individuals or 
activities identified with the num-
bered receipts acknowledging initial 
receipt of monies and recorded ac-
cordingly? 

4. Are all cash receipts recorded 
promptly when received? 

5. Are cash deposits made promptly 
and intact? 

6. Are cash receipts from student fund-
raising acitivities turned in promptly? 

7. Are commissions from vending machine 
sales received promptly when due? 

8. Is the cash over/short account 
properly used, and are the con-
trols imposed by the school dis-
trict observed? 

Yes No 
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Cash Disbursements 

9. Are cash balances reconciled with bank 
balances regularly~ and are detailed 
items listed on bank statements 
recorded on the books? 

10. Are cash expenditures for purchases 
approved by the duly authorized 
person? 

11. Are cash expenditures supported by 
authenticated purchase orders, a 
vendor's invoice~ and a notation 
indicating receipt of the materials 
or services? 

12. Are disbursements by check properly 
signed, and are they in agreement 
with the information recorded in the 
disbursements journal? 

13. Are authorized expenditures for which 
no disbursement has been made re-
viewed for current status? 

14. Are disbursements from petty cash 
properly supported by vouchers or 
receipts? 

15. Is the distribution of cash expen-
ditures being correctly charged to 
the proper accounts? 

Sales and Activities 

16. Are revenue-producing activities in 
accordance with those approved by 
the school district? 

17. Is adequate control exercised by 
supervisory personnel over student 
fund-raising activities to ensure 
that such activities are in keeping 
with the intent of the program? 

Yes No 
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18. Are all activities properly approved 
by the school principal or his desig-
nated representative, and are they 
endorsed by the student council? 

19. Are all records of sales, such as 
receipt books and register tapes, 
reconciled to the cashier's receipt 
for monies received? 

20. Are student store inventories re-
viewed periodically to determine 
propriety as to character and 
quantities? 

21. Are student store profit and loss 
statements reviewed periodically? 

22. Are all billings by the student body 
collected within a reasonable time? 

Purchases 

23. Are items of purchase in accordance 
with the intentions of the student 
program? 

24. Are organization monies spent to 
enhance the welfare of the general 
student body and not a particular 
group? 

25. Are approved purchase orders for all 
expenditures, whether voided or not, 
maintained numerically in a file? 

26. Are all contractual obligations pro-
perly authorized, and are they kept 
within the established limits? 

27. Are proper controls exercised to 
prevent expenditures in excess of 
funds available to any particular 
activity? 

28. Are timely payments made on all pur-
chases on account? 

Yes No 
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Audit Program Guide 

The following audit program is a guide and is pre-

sented to remind the auditor of the nature and type of 

testing which might be performed. 

The coding used in the "suggested timing of proce-

<lure" column is as follows: 

P Preliminary to year end 

Y At year end 

F During final field work 

STUDENT ADTIVITY FUNDS 

Procedures 

1. Complete the related 
section of the inter-
nal control question-
naire and confirm 
compliance with the 
system by testing 

Suggested Procedure Procedure 
timing of completed not ap-
procedure Initials Date plicable 

transactions. P & F 

2. Review the rules and 
regulations and fiscal 
procedures for student 
activity funds and 
trust and agency funds P 

3. Review adequacy of 
coverage of activity 
fund personnel by 
school blanket surety 
.bond. F 

4. Obtain copies of 
schools monthly and 
annual activity fund 
statements. F 
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Procedures 

Suggested 
timing of 
Procedure 

5 0 

6. 

7. 

Compare beginning 
cash balances per 
schools statements 
with ending figures 
per audit last year 

Scan monthly schools 
statements to deter-
mine whether any or-
ganization reflected 
a deficit balance at 
the end of any month 
during the year. 

Reconcile activity 
per cash journal 
with activity per 
statements on a test 
basis. Foot and 
cross-foot cash jour-
nals on a test basis. 
Trace posting to 
monthly statements 
on a test basis. 

8. Examine monthly bank 
reconciliations. De-
termine whether they 
appear to be in good 
order and executed in 
a timely manner. 
Trace cancelled checks 
returned with monthly 
bank statement to cash 
disbursements journal 
or to the previous 
month's outstanding 
list on a test basis. 
Examine cancelled 
checks so traced for 
payees, amounts and ap-
propriate signatures. 
Note the next unissued 
check in numerical se-
quence during the year 

F 

F 

F 

on a test basis. F 

Procedure Procedure 
completed Not ap-

Ini tials Date plicable 



Procedures 

9. Reconcile book re-
ceipts and bank de-
posits on a test 
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Suggested 
timing of 
procedure 

basis. F 

10. Compare book dates 
of cash receipts 
postings with bank 
dates of deposits 
on a test basis and 
note whether client 
is depositing cash 
receipts in a timely 
manner. F 

11. List check number, 
date, payee, amount 
and organization 
charged, for any 
checks still out-
standing at June 30. 
Consider recommend-
ing writing off old 
outstanding checks. F 

12. Trace deposits in 
transit and out-
standing checks into 
the cut-off bank 
statement. 

13. Confirm all activity 
fund bank account 
balances and author-
ized signatures as 
of June 30 directly 

y & F 

with banks. F 

14. Count any cash on 
hand and undeposited. y 

15. Isolate interfund 
transfers from trans-
actions with outside 
sources. List any 

Procedure Procedure 
completed not ap-

Ini tials Date plicable 



Procedures 

interfund loans still 
outstanding and un-
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Suggested 
timing of 
procedure 

paid at June 30. F 

16. Reconcile records 
kept by treasurer 
of the activity on 
a test basis. Not 
any organization 
which did not sub-
mit records. 

17. If appropriate, 
examine formal reso-
lutions signed by 
student officers 
directing disposi-
tion of ending 
balances for gradu-
ating classes. 

18. Test sample organi-
zations sales re-
ported for sales tax 
purposes for reason-

F 

F 

ableness. F 

19. Consider recommend-
ing closing these 
inactive organiza-
tions. D 

20. Submit a copy of the 
activity fund audit 
report to the dis-
trict superintendent 
and school principal. F 

Audit ReEort 

Procedure Procedure 
completed not ap-

Ini ti a ls Date plicab le 

-------

---- -- -------

The report of the auditing firm responsible for 

auditing the internal accounts to the school district should 

contain the following: 
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1. Letter of transmittal 

2. Statements of cash r~ceipts and disbursements 

3. Notes and recommendations 



Section V 

MANAGEMENT OF SCHOOL ACTIVITY FUNDS 

The efficient and accurate management of school 

activity funds requires that sound procedures be followed in 

handling school monies received a.nd expended. This section 

will describe practices and procedures to be used in manag-

ing student funds. The primary concern is with the invest-

ment of funds, budget preparation and control, obligation 

and expenditure of funds, and purchase and property control. 

Investment of Funds 

A study should be made of the student activity ac-

counts to determine if it would be advisable to invest a 

portion of the funds in some type of savings account. If 

it is determined that the balance in a school fund will not 

be needed for six months or more it should be placed on a 

time deposit or passbook savings because normally demand de-

posits draw no interest. If placed on time deposit, the 

maturity date should correspond closely with when the money 

will be needed. 

Obligation of Funds 

No obligations should be incurred which cannot be 

met during the school term. If, however, it becomes 

152 
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necessary for a student organization to enter into a contract 

which allows payment over a number of school terms the ap..: 

proval of the division superintendent should be secured. 

Budget Preparation 

The principles governing any school activity budget 

are the same as the family budget, the school budget, or any 

other budget. A good school activity budget, then, is de-

fined as a complete financial forecast of both expenditures 

and receipts, based on the philosophy of the school activity 

program. Each activity group shall make a tentative budget 

in the spring, except when specifically exempted by regula-

tions of the local board of education, for the school term 

beginning the following September. 

By using an activities budget students learn to 

estimate their income, make plans as to how they will earn 

the money and then plan their expenditures according to the 

expected income. 

A well planned student activity budget has many ad-

vantages. Among these are: (1) estimated revenues and· 

expenditures will be balanced; (2) a more intelligent dis-

tribution of income will result; (3) departments will plan 

activities more intelligently; and (4) income producing 

events will be scheduled in advance. 
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A tentative budget would insure the cooperation be-

tween grades and the continuity of any program that has been 

started. For example 9 the freshmen will make a budget in 

the spring of the year that they plan to use when they are 

sophomores. They will be able to carry on any program that 

the sophomores who will be juniors have started. 

As soon as possible after school begins, each group 

shall rework and adopt the working budget that they will use 

during the year. This budget should be the work of the mem-

bers of the group with the counsel of the sponsor. Each 

activity sponsor shall prepare three copies of his budget on 

specified forms. He shall keep one and submit two copies to 

the principal. The principal shall make two compilations 

of the various activity budgets and submit one of them bear-

ing his cover letter to the superintendent of the local 

school district. The principal shall keep the other copy in 

his files. 

The criteria for a well organized student activity 

budget can be summarized as follows: (1) the amount of money 

taken in during each year should be spent during the year; 

(2) the balance carried over during the summer should be 

large enough to allow the organization to function when 

school opens; (3) each budget should contain a contingency 

fund; (4) goals for the year should be developed prior to 

budget preparation; (5) if income is dependent on ticket sales 
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to entertainment events, consideration should be given to 

ticket price and crowd control; (6) the budget should be 

created by the students with the advice and help of faculty 

sponsors. 

Budget Control 

The many claims for budgetary control and efficient 

handling of school finances can be summarized as follows: 

(1) it requires all extracurricular activities to organize on 

a business-like basis and follow established business pro-

cedure~; (2) all activities are required to live within their 

income; (3) a better balanced extracurricular program will 

result; (4) it encourages worthy but non-revenue producing 

activities by providing for them; (5) it conserves time and 

energy of teachers and students and prevents poorly planned 

fund raising activities; and (6) provides for financial re-

sources to be balanced among various student activities. 

It is the responsibility of the activity sponsor, 

principal and finance committee to oversee the operations 

of each student activity to insure that they operate within 

their prepared budget. The monthly financial report and 

activity ledgers should be reviewed monthly and compared to 

the prepared budget. 
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Financial Reports 

Financial statements of income and expenditures 

should be sent monthly by the financial agent to sponsors 

and treasurers of organizations or activities, as well as 

to the principal of the school. This should be done soon 

after the close of the month. Included in the financial 

statement for each activity should be the previous month's 

balance, total receipts for the month, total expenditures 

for the month, and the balance in the fund at the end of 

the month. Each sponsor and treasurer of an activity should 

check the statements and any discrepancy with the organiza-

tion records should be reported immediately to the financial 

agent. Copies of all financial statements should be sent to 

the business office of the school system and kept on file as 

a record of the accounting of student activity funds. 

The financial agent for each school should prepare a 

monthly balance sheet showing a statement of income and expen-

ditures for all funds. Copies of these statements should be 

submitted to the principal of the school, to the finance com-

mittee and to the superintendent of schools. 

Bidding 

An item in which the expenditure is greater than $300 

bids should be secured from at least three vendors. These 

vendors may be selected-or advertisement for bids may be run 
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in the local newspaper. It is neither impossible nor im-

practical to advertise for bids in a newspaper for purchases 

made from school activity funds. 

The following are samples of items on which it would 

be ~ecessary to secure bids because their total expenditures 

exceed the sum of $ 300 for any fiscal year: : 

(1) Yearbooks or annuals 

(2) Class rings 

(3) Senior announcements 

(4) Caps and gowns 

(S) Band or athletic uniforms 

(6) School store supplies 

The advertising for bids on purchases is not limited 

to the minimum sum of $300.00 . Bids may be taken on pur-

chases, regardless of the amount. It is recommended that 

bids be secured on all purchases when it is reasonable to 

believe that a better price can be secured by the taking of 

bids. Experience has shown that substantial savings can be 

effected through the practice of taking bids. 

General Provisions for Expenditures 

School Activity Funds should be expended for the pur-

pose £or which they were collected. Policies governing expen-

ditures apply regardless of the method of making payment~ 

whether by check or from petty cash fund. Evidence 
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supporting all expenditures must be kept on file. These must 

be in the form of signed receipts or invoices. Cancelled 

checks are only a part of the supporting evidence for any 

given expenditure transaction. 

No student body should be held responsible for an 

·expenditure made by a pupil or teacher or by any other em-

ployee who has not first received an approval from the 

principal or his duly appointed representative. 

Where expenditures require prior authorization, 

schools ~hould anticipate need~ in time to permit process-

ing and proper clearance of written authorization requests. 

Expenditures should not be made until authorization has been 

cleared by the principal. Oral requests for authorization 

should not be granted. All authorizations for expenditures 

should expire one year after date of approval. 

Expenditures. whJ.~h Re qui re 
Prior Authqt{zation 

It is recommended that these types of expenditui~s 

· be iequired to have prior authori~ation by the division 

'sup~rintendent~ 

1. All equipment costing $300 and over. (A series 

···of similar purchases does not obviate this limit.) 

2. All equipment, whether purchased, rented, or 

borrowed, which is to be attached to the building or major 

equipment which requires use of public utilities. · 
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3. Buildings, permanent attachments to buildings, 

or other structures. 

4. Risers and bleachers or equipment involving 

risks. 

5. Purchases made from any employee of the school 

system. 

6. Salaries to student body employees (does not in-

clude work done on job basis). 

7. Membership in and contribution to any out-of-

school organizations. 

Expenditures Without Prior Authorization 

It is recommended that principals or their duly au-

thorized representatives be permitted to make these types of 

expenditures from School Activity Funds without prior authori-

zation by the county superintendent: 

1. Equipment costing less than $300 (except that 

which is to be attached to the building or major equipment 

which requires the use of public utilities, other than elec-

tric office equipment or fans) such as supplies, forms, and 

postabe. 

2. Repair, moving, and maintenance of equipment pur-

chased by student groups. 

3. Purchasing of merchandise sold in school stores. 

4. Dues of student organizations. 
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5. Entertainments. 

6. Publications. 

7. Incidental instructional materials which are 

expendable within the school year. 

8. Athletic supplies and services. 

9. Materials for sale to pupils enrolled in shop, 

arts, and craft classes. 

10. Laundry. 

11. Towels. 

12. Sanitary service. 

13. General student body expenses not ·otherwise re-

stricted. 

14. Gifts or honoraria to individuals from class or 

club funds (should not exceed $20). 

Prohibited Expenditures 

Expenditures for the following items should not be 

made from Student Activity Funds unless from trust funds 

collected for that purpose: 

1. Equipment, supplies, forms, and postage for cur-

ricular or classroom use for which school board funds are 

available. 

2. Repair or maintenance of school board equip-

ment for which budgeted funds are available. 
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3. Professional books and magazines, except for 

school professional libraries, and personal memberships in 

professional organizations (except for teachers' organiza-

tions when collected from teachers and deposited in trust 

funds for this purpose). 

4. Custodians' supplies and equipment. 

S. Articles for the personal use of school board 

employees or other persons. 

6. Equipment, supplies, and service for rooms and 

areas not used primarily for student body benefits. 

7. Contributions to fund-raising drives (except 

those contributions collected for the specific purpose). 

Purchasing 

Money may be spent by student organizations to pur-

chase materials and supplies, professional service, for 

transportation, for rent, for guarantees, and for services 

such as printing, advertising, postage, telephone and tele-

graph. 

It is recommended that a formal purchase order origi-

nating within an activity be issued for all purchases. Each 

activity sponsor should study the financial situation and 

make requests only when funds are available. The principal 

or his designated representative must approve all purchases 

in excess of $10. 
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Purchase orders should be prenumbered and printed in 

triplicate for the following uses: 

(1) Copy for the vendor 

(2) Copy for attachment to the invoice 

(3) Copy for the person initiating the request 

When the goods are received and the bill arrives, 

the person initiating the request checks the goods, bill~ and 

a copy of the purchase order to see that there are no dis-

crepancies. The purchase order and supporting invoice are 

then attached to the request for payment form and forwarded 

to the bookkeeper for payment. 

Student Store 

The transactions of the student store should be re-

corded in the journals and ledgers of the study body organi-

zation and should be subjected to the same accounting used 

for other transactions. Before payment is made, a purchase 

order should be prepared, art invoice received from the vendor, 

and a receiving report executed. 

Receipts of money should be recorded on a cash regis-

ter or on a hand receipt. The cash register tape must be 

machine-totaled. Daily cash register tapes and hand re-

ceipts are to be turned over to the bookkeeper together with 

the cash from sales. The bookkeeper for the student body 

organization counts the cash in the presence of the student 
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store representative and renders a receipt. The total of the 

c~sh register tapes plus hand receipts for sales are credited 

to student store sales. Any difference between the amourit of 

cash received and the total of the cash register tapes should 

be noted. If the amount over or short is excessive or if a 

trend develops regarding overages or shortages, the school 

principal should be advised of this matter by the book-

keeper. The cash register tapes and hand receipts should be 

retained by the bookkeeper and shall be made by the student 

store advisor, who should explain the correction. 

Inventories of the student store should be taken 

under the supervision of the student store advisor on the 

dates prescribed by the district business office. The in-

ventory must contain a description of each item, the unit of 

issue, the quantity, the unit price, and the inventory value. 

The total inventory value must be shown on the last page of 

the inventory. 

It is recommended that the school store be operated 

as a distributive education club or class project under the 

sponsorship and guidance of the teacher-coordinator, and from 

an accounting standpoint be treated as an extracurricular 

activity of the school. 
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Vending Machines 

Vending machines are rapidly becoming an integral 

part of the operations of the student body organization. 

The following directions serve as a guide for vending machine 

operations: 

(a) Vending machines should be governed by a con-

tract between the vendor and the student body organization, 

subject to the approval of the district administration. 

The contract should spell out details regarding instal-

lation, maintenance, quality, quantity, commission rates, 

and types of food and drink. In addition, the contract 

should give the sponsoring organization the right to audit 

the records of the vending machine company. 

(b) An adequate system of inventory control should 

be established. Machines should contain sealed counters 

where feasible, as minimum protection. Records capable of 

being audited should be kept by the party servicing the 

machines. 

It is just as essential to control the property pur-

chased from School Activity Funds and property donated to 

school groups or organizations as it is to control the money. 

Adequate control involves: 
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1. Maintaining a complete record of the property 

owned. 

2. Designating a custodian who is to be account-

able for specific items. 

3. Marking each piece of movable equipment. 

4. Conducting periodic inventories. 

5. Checking the inventory against the property 

record. 

6. Enforcing accountability of custodian. 

In the event the school incurs a loss of equipment, 

this should be communicated to the superintendent and the 

police immediately. Insurance coverage should be provided 

in order to protect the equipment purchased from School 

Activity Funds and the gifts from other sources. If these 

items are not covered by school board insurance polities, it 

should be permissible for the school to purchase insurance 

from the School Activity Funds to cover same. 

Contracts 

Serious legal questions arise when a student body 

organization enters into a contract. The principal question 

is whether a student body organization composed of minors is 

a competent party. Another question concerns the personal 

liability of an adult who becomes involved in the negotia-

tions leading to the contract. The law of contract is complex 
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and difficult to administer. It is suggested, therefore, 

that careful and prudent consideration be given to every 

transaction when the monetary obligation may be beyond the 

financial ability of the organization to pay. The school 

board attorney should approve all contracts as to form. 

The following recommendations are offered regarding 

entering into contracts: 

1. The recommendation of the school principal and 

the approval of the division superintendent should be re-

quired for all contracts. When the contract expenditure is 

to exceed an established dollar amount, the approval of the 

school district governing board should be required. 

2. Availability of funds should be ascertained, 

and sufficient funds should be encumbered to guarantee pay-

ment. 

School Activity Fund Employees 

When compensation for personal services is paid to 

school activity fund employees, withholding for income taxes 

or Social Security deductions cannot be accomplished by the 

local school. To assure compliance with applicable laws, the 

following procedures should be followed: 

(1) Athletic Officials: Officials for major ath-

letic events are not to be paid directly from school activity 

funds. Generally, bills which list the names of the officials 
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and the dates of games served are presented to the school 

for payment. Such bills are paid directly to the billing 

organization. 

(2) Police Security: Off duty police may b~ con-

tracted to police athletic or other events by the principal 

or designee making direct contact with the local law enforce-

ment agency. The local government agency should bill the 

school for services rendered. Payment should not be made 

directly to individual police officers. 

3. School Board Employees: Custodial, instruc-

tional personnel, bus drivers, and others who are school 

board employees, who are also employed by school activity 

funds must be paid through the regular school board payroll. 

The school board should bill the appropriate school activity 

for services rendered. 

4. Others: Employment of persons other than those 

discussed above should require advance approval by the divi-

sion superintendent or his designee. 
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RESPONSIBILITIES OF PERSONNEL IN STUDENT 
ACTIVITY FUND ACCOUNTING 

The effective functioning of a school activities 

financial plan is dependent upon the fulfillment of certain 

basic responsibilities by key personnel. This will outline 

the functions and specific duties of persons involved in the 

administration of activity funds, from the board of education 

to the student activity treasurer. 

Board of Education 

1. The board of education shall approve all class 

organizations~ clubs, and associations, and the purposes of 

each. 

2. The board shall cause such records to be kept so 

as to furnish, at any time, amounts received and disbursed, 

and amount of cash on hand. 

3. The board shall set forth the general policies 

and educational values for student participation in such 

classes, clubs, or associations under proper faculty guidance. 

4. The board shall see that proper persons are ap-

pointed and bonded to guarantee safe handling of funds. 

5. The board shall cause such reports, including 

an annual audit, to be made to the board that will give an 

168 



169 

accurate accounting and reflection of the condition of each 

fund. 

6. The board shall furnish, upon demand, such in-

formation as the Superintendent of Public Instruction may 

request regarding each class, club, and association fund. 

Superintendent 

The division superintendent in charge of the district 

shall have responsibility and authority to implement all 

policies and rules pertaining to the supervision and adminis-

tration of student activity funds in schools under his juris-

diction in accordance with established policies and rules of 

the Board of Education. 

The superintendent will also: 

a. Provide supervision and guidance to principals 

regarding school activity fund operations. 

b. Provide assistance, training and guidance as 

necessary to assure compliance with the provisions of this 

manual. 

c. Review and follow-up the principals' responses 

to audit reports to determine the adequacy of response. 

d. Determine the disposition of assets held by 

schools which close. 
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School Business Manager 

The school business manager will assist the principal 

in establishing rules, regulations, and procedures for the 

management and operations of school activity funds in ac-

cordance with generally accepted accounting principles and 

sound business practices. In furtherance of these duties~ 

the school business managers will: 

a. Prescribe accounting and operating procedures 

through the medium of this manual and related notices and 

regulations. 

b. Assist the principal in recruitment and selection 

of finance officers by reviewing and evaluating applicant 

qualifications when requested or required. 

c. Assist the principal in the training of person-

nel concerned with school activity funds. This will be 

accomplished through periodic inservice training sessions, 

as well as special training assistance when requested or 

required. 

The Director of Audit Services 

The director of audit services will: 

a. Assure annual audit of school activity funds in 

compliance with state laws. 

b. Provide interim audit assistance as appropriate. 
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c. Assist the principals 1n evaluation of book-

keepers by rendering an opinion regarding the performance 

of school activity fund duties by those individuals. 

d. Provide an audit opinion on the propriety and 

legality of proposed school activity fund transactions upon 

request. 

eo Provide advice and assistance to the area super-

intendent, school business managers, or others as requested. 

Principal 

The responsibility for safeguarding, accounting, 

and managing the school activity funds rests solely with the 

principal. The duties which must be_performed in providing 

proper management and security may be delegated to the degree 

desired by the princ1pal~ but the responsibility remains 

with the principal. 

It shall be the duty of the principal to: 

1. Coordinate the financial planning of all pro-

jects of the various pupil organizations in his building. 

2. Appoint a faculty adviser for each activity in 

his building on a year-to-year basis. 

3. Consult with faculty advisers. 

4. Appoint the school bookkeeper with the assistance 

of the school business manager. 
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5. Submit to the school board all new activity or-

ganizations initiated by students. 

6. Appoint a faculty auditor or auditing committee. 

7. Countersign all checks. 

8. Be familiar with and enforce the provisions of 

this manual. 

9. Insure that the bookkeeper is properly in-

structed as to duties to be performed, instructed in proper 

methods and procedures, and given adequate supervision and 

guidance. 

10. Obtain accurate and timely reports from the fi-

nance officer covering the results of operations and status 

of school activity funds. 

11. Review and analyze the status and operations of 

the school activity funds at least monthly. The review 

process should involve the finance officer, department heads, 

fund sponsors, and the budget planning group to the extent 

considered appropriate. The review should include but not 

necessarily be limited to areas such as: 

a. Questioning of inactive accounts and minimal or 

deficit account balances. 

b. Noting the cash position, considering reserve 

funds and outstanding obligations. 

c. Assessing the reasonableness of reported receipts 

and disbursements, by account and in total, to include 
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comparison with prior periods. 

d. Assessing the adequacy of and compliance with 

cash control. 

e. Verifying bank statement reconciliation. 

12. Review purchase orders and checks presented for 

signature to assure that purchases and expenditures are 

properly authorized and supported. 

13. Assure that adequate facilities and physical con-

trols are available and are used for protection of cash and 

other assets. 

14. Monitor the operation of revenue-producing activi-

ties with a view to avoiding unanticipated losses. 

15. Monitor progress in implementation of approved 

audit recommendations and management decisions of the princi-

pal or higher authority. 

16. Review, resolve conflicts in and approve all 

annual school activity budgets and changes as recommended by 

the budget planning group. 

School Activities Director 

Every large school should have a full-time person at 

the assistant principal level designated as the Director of 

Student Activities. The director~ with the assistance of 

the finance committee and faculty sponsors should: 
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1. Coordinate the total student activites program. 

2. Recommend policies to the principal. 

3. Recommend to the principal the names of persons 

to be appointed as student activity sponsors. 

4. Supervise the maintenance of records pertaining 

to student activities. 

5. Perform additional duties as delegated by the 

principal. 

Bookkeeper 

Under the supervision of the principal the school 

bookkeeper is charged with the following responsibilities: 

1. Keeping the cash book or journal. 

2. Keeping individual account ledgers. 

3. Receiving and depositing all monies daily. 

4. Drawing checks for all disbursements when pos-

sible. 

5. Conducting all bank transactions. 

6. Providing all necessary financial supplies and 

forms. 

7. Recording of bank statements monthly, rendering 

statements of each student activity account. 

8. Instructing sponsors and student treasurers in 

their duties. 
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9. Conducting test checks on organization accounts 

and receipt books at periodic intervals. 

10. Checking for compliance with the accounting 

·system. 

11. Keeping the principal informed of problems or 

potential problems. 

Faculty Audito~ 

The function of the auditor shall be distinct and 

separate from the duties of the other officers. The person 

appointed as auditor shall have no part in the approval of 

payments, the planning of income, or in the keeping of records 

and forms. 

In order to establish the responsibility of the audi-

tor and to make available to his office adequate evidence of 

all financial transactionsj the auditor shall receive once 

each month, on a regular date designated by the principal, a 

complete statement of the accounts showing the balance for 

each activity and the total balance for all accounts. In 

addition, the auditor will call in the ledgers kept by the 

activity treasurers at least twice a year and on a rotating 

basis in order to compare the balance as shown on the book-

keepers report with the balance recorded in the ledger of the 

activity treasurer. He should also examine various transac-

tions and paperwork to determine if correct procedures are 
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being used. He shall certify on these pages as to the ac-

curacy of the entries posted and the available balances 

listed. 

It shall be the duty of the auditor to verify the 

accuracy of the reports prepared by the bookkeeper and so 

certify to the chief school officer for transmittal to the 

board of education. In the event that the ledgers of the 

activity treasurer do not agree with the ledger kept by the 

bookkeeper, the auditor shall base his investigation on the 

supporting evidence kept by the activity treasurer and the 

bookkeeper in the form of audited receipt statements, signed 

deposit slips, original audited bills, signed pay orders, 

cancelled checks, and bank statements. 

Faculty Adviser 

1. It shall be the duty of these officers to guide 

and advise the pupil officers in planning extraclassroom 

activities and the planning of financial budgets. 

2. The advisers shall assist the activity treasurer 

in the preparation of statements of income. He shall audit 

these statements and sign them as acknowledgement of veri-

fication of the income statement to be attached to deposit 

slips. 

3. The adviser shall guide the student treasurer in 

posting his account ledger and from time to time shall check 
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the balancing of the activity treasurer's accounts and the 

completeness of their supporting evidence. 

4. The faculty adviser shall supervise expenditures 

by insuring that funds are available before approving each 

proposed purchase and by signing all pay orders drawn on 

the bookkeeper for disbursement of funds. 

5. The faculty adviser is responsible for deter-

mining which of the activities of his organization are sub-

ject to sales tax and for taking steps to see that all tax 

information is accurately recorded and sent to the central 

treasurer. 

6. The faculty adviser shall constantly work toward 

the goal of insuring the largest educational return from the 

activities participated in by the pupils. 

7. Collecting and receipting from the students routine 

fees required by the board of education, returnable deposits, 

student insurance, and so forth. 

Finance Committee 

The finance committee is an advisory committee to aid 

in the establishment of in-house financial policies and pro-

cedures. 

The finance committee should be appointed by the 

principal rather than by virtue of holding some particular 

office. The appointees should be faculty and students who 
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are interested in the school as a whole rather than some par-

ticular activity. The finance committee should assist the 

principal by: 

i.· Obtaining and reviewing annual budget programs 

for the appropriate school activity accounts. A budget 

program will be provided by each fund sponsor concerned and 

will set forth the current balance in the account~ the an-

ticipated revenue, to include source~ as well as anticipated 

expenditures. 

2. Assisting in the resolution of anticipated defi-

cits in the fund accounts by proposing allocation of funds 

from other fund accounts in agreement with the category 

limitations established by this manual. 

3. Developing an overall school activity fund annual 

budget. 

4. Proposing alternatives to the principal and fund 

sponsor where activites may involve conflicts or which may 

have an adverse effect on revenue. 

5. Proposing to the principal and fund sponsor con-

cerned alternative purchase or payment methods relative to 

high value equipment, particularly if disbursements for pay-

ments are to be made over a period of two or more years (see 

contracts). 

6. Reviewing the current status of available funds 

and current liabilities and recommending to the principal a 
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sum that could readily be placed in savings to increase inter-

est earnings. 

7. Reviewing the operation of revenue-producing 

activities and making recommendations, as appropriate. 

8. Assuming the responsibility for the orientation 

of students entrusted with funds. 

9. Performing internal audits when no faculty audi-

tor has been appointed. 

10. Keeping necessary records for committee operation. 

11. Reporting (with the assistance of the bookkeeper) 

to the students on the status of their finances. 

Activity Treasurer 

1. The activity treasurer shall receive all monies 

raised by his activity and shall immediately deposit such 

funds with the bookkeeper. Duplicate deposit slips shall be 

made out and signed by both the adviser and activity treasurer. 

One of these is to be retained by bookkeeper and one, after 

being signed by the bookkeeper, is to be returned to the 

activity treasurer together with a bookkeeper's receipt. 

2. The activity treasurer shall pay all bills by 

issuing pay orders signed by himself and the faculty adviser. 

This form is to be made in duplicate and is an order on the 

bookkeeper to issue a check for payment of the invoice which 

shall be attached to the check requisition. The bookkeeper 
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will keep one copy of the check requisition and return the 

other copy to the activity treasurer. The activity treasur-

er will then use the completed pay requisition to post the 

activity ledger sheet. 

3. The activity treasurer shall keep a ledger show-

ing all receipts and expenditures and indicating a daily 

running balance which shall be on a form prescribed by the 

board of education. He shall file all supporting data, 

chronologically, as evidence for the entries made in the 

ledger. 
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APPROVED FORMS AND INSTRUCTIONS 

Certain forms are necessary for maintaining internal 

accounting records. These forms are considered as the mini-

mum required for the proper recording and accounting of in-

ternal funds and are in most instances considered adequate 

for this purpose. Additional and supplementary forms may 

be used if necessary. 

A sample of each of these forms, with a discussion 

on their use and application, is included in this section 

of the manual. 

Name of Form Form Number 

1. 

2. 

3 . 

4. 

5. 

6. 

7. 

8 . 

9. 

10. 

Check Requisition 

Official Receipt 

Departmental Receipt 

Deposit Slip 

R~port of Monies Collected 

Petty Cash Voucher (and 
(Receipt) 

Principals Monthly Finan-
cial Report on Internal 
Accounts 

Bank Reconciliation 

Report of Unpaid Obligations 

Purchase Order--(Request 
for Services, Equipment, 
and Supplies) 
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1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

Page Number 

183 

186 

188 

191 

192 

194 

196 

199 

202 

203 
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Form Number Page Number 

11. School Activity Budget 11, 12, 13 205, 206, 207 

12. Cash Journal 14 209 

13. Voucher Check 15 211 

14. Activity Fund Ledger 16 213 

15. Cash Receipts and Dis-
bursements Record 
Control Account 17 215 

16. Report of Ticket Sales 18 217 

17. Sales and Use Tax 
Certificate of Exemption 19 220 

18. Dealers Work Sheet for 
Completing State and Local 
Sales and Use Tax 20 221 

Check Requisition--Form 1 

Before any checks are written, it is necessary that 

they be authorized by properly executed Check Requisitions, 

Form 1 (Figure 1). Check requisitions may be prepared by 

classes, clubs, or departments and submitted to the principal 

or bookkeeper. 

A properly executed check requisition should show the 

following information: 

1~ Date (month, day, and year) 

2. Name of school 

3. Account to be charged 

4. Exact name and address of payee 
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CHECK REQUISITION 

Verification of Available 
Balance by Faculty Adviser 

Amount of this 
Payment Order 

Unencumbered 
Balance 

New Available 
Balance 

Purchase Order No. 

Issued Check No. 

You are authorized to 
issue a check 

PAY TO THE 
ORDER OF 

IN THE 
AMOUNT OF 

DOLLARS $ 

19 

----
FOR AS.PER 
~~~~~~~~~ 

ATTACHED INVOICE 

AND CHARGE SAME TO 

ACCOUNT 

Date of Approval 

Student Treasurer 

Faculty Adviser-

(Form 1 Principal 

Figure 1. Check Requisition--Form L 
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5. Unencumbered balance 

6. Amount to be paid 

7. New available balance 

8. Purpose of payment (description of purchase or 

services received) 

9. Signatures--(rubber-stamp signatures are not 

acceptable) 

a. Teacher Sponsor 

b. Student Treasurer (covering expenditures of 

classes and clubs) 

c. Principal 

10. Purchase order number 

11. Issued--check number 

Follow these instructions carefully in processing each 

requisition: 

1. Fill out one original and one copy. 

2~ Give both copies to bookkeeper. One will be re-

turned to you after payment is made. 

3. Attach original invoice, ticket, sales slip$ etc. 

In the event no invoice is available, a full explanation and 

list of materials or services purchased shall be shown in 

detail on the form. 

4. Sponsor must sign request. It will not be pro-

cessed without sponsor's signature. 
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5. Upon return of the carbon copy, verify payment 

has been made. Record the transaction in your LEDGER SHEET. 

Check # 

Date Paid 
~~~~~~~~ 

Official Receipt (for money received)--Form 2 

Official Receipt, Form 2 (Figure 2), shall be issued 

for all monies received by the school office from any and all 

sources. Official Receipts shall be made in duplicate, the 

original issued to persons transmitting monies for de~osit 

and the duplicate remaining in the book. Should it be neces-

sary to void a receipt, the original copy shall be affixed 

to the duplicate and not destroyed. Erasures ~nd other 

mutilations of the amount of the receipt should not be made. 

Each Form 2 receipt shall show: 

1. Date of collection 

2. Name of the school 

3. Individual's name in every instance (even though 

the form is printed "NAME OR ORGANIZATION") 

4. Amount of money 

5. Origin of collection 

6. Classification of Account Credit 

7. Signature of the principal or other responsible 

employee whom he may designate 
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OFFICIAL RECEIPT 

School 

Organization or Account Name Account No. 

Total 

Signed 

(Form 2) 

Prenumbered 

Amount 

Figure 2. Official Receipt--Form 2. 
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The total of Form Z's should always equal the sum of 

monies received for deposit. In other words, the school 

office shall deposit intact all monies collected as repre-

sented by Official Receipts. Cash receipts on hand to be 

deposited can be verified at any time by summarizing the· 

Form Z's since the date of the last deposit. Deposits should 

be noted in the lower right hand corner of the final receipt 

included in a deposit. The total amount of deposit and the 

date of deposit should be included in this notation. 

The duplicate of the Official Receipt form is the 

basic source for recording cash receipts in the Distribution 

of Receipts Journal. 

Departmental or Activity Treasurer Receipt--Form 3 

This receipt, Form 3 (Figure 3) is to be used by 

teachers or student collectors when money is collected. This 

form should be prepared each time money is collected. This 

receipt should be prenumbered prior to being issued to 

teachers or students authorized to make collections. 

The principal, or person whom he may designate, 

shall be fully responsible for maintaining an accurate record 

of Departmental Receipt books. This record is to be main-

tained for audit purposes and should show the.name of the 

individual to whom the book was issued, number of the receipts 

contained therein, date the book of receipts was issued, and 
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DEPARTMENTAL OR ACTIVITY TREASURER'S RECEIPT NO. 0000 

NAME OF SCHOOL 

Received from 

For 

Activity 

1--0riginai to purchaser or 
depositor 

1--Copy to activity_treasurer 

(Form 3) 

Date 

$ ____ _ 

Activity Treasurer or 
Faculty Member 

Figure 3. Departmental Receipt--Form 3. 
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the date it was returned to the principal's office for safe-

keeping. As soon as a collector has completed a Departmental 

Receipt book or has no further use for it, the book should be 

returned to the office and retained for audit purposes. 

When depositing monies with the bookkeeper, the col-

lector shall submit the Departmental Receipt book together 

with the funds being deposited. The bookkeeper should count 

the money in the presence of the collector, if possible, add 

the Departmental Receipts (Form 3) issued since the collec-

tor's previous deposit and, if the cash and receipts are in 

agreement, the bookkeeper should issue the collector an Of-

ficial Receipt (Form 2), acknowledging the deposit. The 

final receipt of a deposit should be marked as a final re-

ceipt and dated. 

In order to save time in writing the name of the 

school in longhand on the Departmental Receipts, it is sug-

gested that this be done by means of a rubber stamp. When 

showing the name from whom monies were collected, always show 

the name of the individual transmitting the money, regardless 

if the funds were paid in by a class, club, or organization. 

The source of income should be specifically stated. 

Persons acknowledging collections should sign his name to 

receipts, and not just his initials. 
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Deposit Slip--Form 4 

The deposit receipt, Form 4 (Figure 4), shall be 

prepared in duplicate by the activity treasurer. A copy of 

the detailed statement of the source of the receipts being 

deposited, signed by the faculty adviser, shall accompany 

the deposit receipt and be filed with the bookkeeper. The 

bookkeeper shall acknowledge the receipt of these funds by 

signing and dating the receipt and entering the consecutive 

register number on the receipt. The original copy shall be 

filed with the bookkeeper, along with the detailed state-

ment or report' of the income. The carbon copy shall be 

retained by the activity treasurer. The Receipt Book or 

Report of Money collected should be turned into the book-

keeper with the Deposit Slip. 

Report of Monies Collected--Form 5 

The Report of Monies Collected, Form 5 (Figure 5), 

may be used for small collections (if the payer does not 

demand a receipt) such as small fees from students, physi-

cal education items, or band supplies. In such cases the 

collector may list the student's name and the amount of 

money received on the Report of Monies Collected and write 

one receipt for the total amount. The original and one 

copy of the Report of Monies Collected should be attached 
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DEPOSIT SLIP 

School 

Deposit No. Date 
~~~~~~~~~-

Covering Receipt No. 

Account Name 

Currency 

Coins 

Change 

(Form 4) 

through 

Account No. 

Total 

Figure 4. Deposit Slip--Form 4. 

19 

Amount 
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REPORT OF MONIES COLLECTED 

No. Date 19 

The 
(Source of Collection 

Transmits herewith monies, obtained from sources indicated below, for deposit: 

Source 
(If from students, list names separately) Item Amount 

Total for 
deposit 

I hereby certify that the above funds are all received by 
me for deposit during the period from: 

19 To ------· 19 

Signed (Sponsor or Teacher) 

Received: 
=s~i-g_n_e~d~(-Bo_o_k~k~e-e_p_e_r_),_..-------

Prepare this form in duplicate--both copies to bookkeeper who will return 
duplicate. 
(Form S) 

Figure 5. Report of Monies Collected--Form 5. 
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to the Deposit Slip, Form 4. The duplicate should be 

attached to the duplicate receipt when returned by the 

bookkeeper. 

Collections should be deposited with the book-

keeper at least once a week if the amount is smalli or more 

frequently if the amount of collections warrant more fre-

quent deposits. All monies are to be deposited as of the 

last day of the month. 

Petty Cash Voucher (and Receipt)--Form 6 

School administrators may establish petty cash funds 

using Form 6 (Figure 6) from School Activity Funds; however, 

the practice of making petty cash disbursements should be 

kept to a minimum, and the total of all petty cash funds 

should not exceed $25. Reimbursement of this fund is to be 

made by check (supported by invoices, sales tickets, etc.) 

and charged to the appropriate internal fund account. 

If it is essential to establish a petty cash fund, 

the following procedure should be followed: 

1. Upon authority of an approved check requisi-

tion (Form l), issue a check made payable to 

an individual and show the words ''Petty Cash 

Fund" immediately following the person's name. 

The check should be drawn on the.general fund. 
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PETTY CASH VOUCHER 

No. 19 

(School) 

Paid to 

Dollars 

For 

Charge to Fund(s) 
~~~~~~~~~~~-

(Money received by) 

(Form 6) 

Figure 6. Petty Cash Voucher--Form 6. 



195 

2. At the end of the school year or before (if no 

longer necessary) when the petty cash fund is 

returned to the general fund, the office should 

issue Official Receipt (Form 2) to the individ-

ual returning the fund. The words "Petty Cash 

Fund" should also be shown on the receipt 

following the person's name. 

Each Form 6 should show: 

1. Number of petty cash vouchers issued during the 

current year 

2. Date payment was received 

3. Name of the school 

4. Name of the person to whom payment is made 

5. Amount of payment 

6. Description of articles or services purchased 

7. Classification of account to be charged 

8. Signature of person actually receiving the cash 

Principal's Monthly Financial Report on 
Internal Accounts--Form 7 

This report, Form 7 (Figure 7), is to be filed at 

the end of each month and is cumulative so the last report 

will constitute the annual report. 

Following are instructions for preparation: 

1. The amounts for the "receipts" side of the 
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PRINCIPAL'S MONTHLY FINANCIAL REPORT ON INTERNAL ACCOUNTS 

This report is to be filed at the end of each month or period. It is cumulative and the last report 
will constitute the report. 

School 

General School.Activity Fund. List all funds received by your school which may be used for any 
general school activity (omit school lunch funds). 

Receipts Payments 
(by accounts) This Month Year to Date (by accounts) This month Year to date 

Total Receipts Total Payments 

Balance at Balance at 
beginning Mo. (1) Year close 

Total receipts Total payments 
and Balances (Z) (3) and balances (4) (5) 

Note: (1) This figure remains constant; (Z) This should be same 
as (4) and (3) should be the same as (5) Accounts Payable x x x 

I certify that this financial report covering the period of 19 to 19 

(Form 7) 

Figure 7. 

Signed 
(Principal) 

Ptincipal's Monthly Financial Report on 
Internal Accounts--Form 7. 

Bal. on Hand 

is correct. 
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report may be obtained from the Distribution of 

Receipts. (Receipts column) 

a. The amounts for the "this month" column will 

be the totals from the month for which the 

report is being prepared. 

b. The amount for the "year to date" column may 

be obtained by combining the totals of all 

the months from the beginning of the year 

through the month for which the report is 

being prepared. 

2. The amounts for the "PAYMENTS: (By Accounts)" 

side of the report may be obtained from the 

Distribution of Expenditures. (Expenditures 

column) 

a. The amounts for the "this month" column 

will be the totals from the month for which 

the report is being prepared. 

b. The amounts for the "year to date" column 

may be obtained by combining the totals of 

all the months from the beginning of the 

year through the month for which the report 

is being prepared. 

3. The "accounts payable" amount should be the 

total of all unpaid bills as of the time of the 
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report and should be entered on the report in 

the appropriate space. 

4. The report is to be prepared in duplicate. 

a. One copy must be submitted to the office 

of the division superintendent. 

b. One copy is to be retained in the school 

records. 

Bank Reconciliation--Form 8 

1. When the bank statement has been received, arrange can-

celled checks in numerical sequence. 

2. Check off, in the distribution of expenditures journal, 

each check that has been paid and. returned by the bank. 

3. Prepare a list of the outstanding checks (checks which 

have been written and entered in the record book but 

which have not cleared the bank) on the Form 8 (Figure 

8). Deduct the total of the outstanding checks from 

the balance shown on the bank statement. 

4. List deposits in transit (receipts entered in the record 

book but not shown on the bank statement as of the date 

of reconciliation) on Form 8, add the total of these 

to the balance referred to in Item 3 above (Item #ly 

Form 8). If there are no deposits in transit, disregard 

this step. 
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BANK RECONCILIATION 

Name of School: 

Period: 

Outstanding checks as of: 

Check Check Check 
Number Amount Number Amount Number Amount 

Total Total Total 

Comments: 

Grand Total 

Deposits in Transit as of 

Date of deposit Amount Comment 

Total 

(Form 8) 

Figure 8. Bank Reconciliation--Form 8. 
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5. After following the steps on Items 3 and 4; the figure 

should be the same as that shown on the Depository Led-

ger account. If the amounts do not agree 1 a mistake 

has been made (either in the records or in the recon-

ciliation procedure) and should be traced to source 

immediately. 

6. Corrections should be made for any mistakes discovered. 

Sometimes it is necessary to check each cancelled check 

and each deposit against the bank statement and/or 

ledgers to find the error. If an error is found on the 

bank statement, notify the bank and get a corrected bank 

statement. Explain any correction in the remarks section. 

Sample Reconciliation 

Cash Balance per Bank Statement 

Add: Deposits in Transit 

Deduct: Checks issued, but not charged 
on bank statement (include 

1. 

2. 

prior month's checks) 3. 

Available Checking Account 

Balance 1 + 2 - 3* 4. 
* . Should be the same as bank balance. 

Any differences should be explained 

below. 

Remarks or Explanation: 
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Report of Unpaid Obligations--Form 9 

At the close of the month each activity sponsor 

should attach a Report of Unpaid Obligations, Form 9 (Figure 

9), to their activity ledger and turn it in to the school 

bookkeeper for audit. These unpaid obligations should be 

consolidated and one copy attached to the Principal's Final 

Monthly Report on Internal Accounts and submitted to the 

division superintendent. One copy should be attached to 

the Receipt and Expenditure Ledger for review by the school 

auditor. 

Purchase Order (Re uest for Services, ment 
or uppl1es orm 10 

Requests for Services, Equipment, or Supplies must 

use Purchase Order, Form 10 (Figure 10). This form shall 

be used by teacher sponsors and departments to secure ap-

proval from the principal before placing orders with sup-

pliers for services, equipment, or supplies for amounts 

greater than $10.00. 

Inasmuch as the principal shall have full respon-

sibility for all phases of the operation of Ipternal Account 

Funds, a teacher sponsor or school activity shall never 

incur any expense or liability in excess of $10.00 without 

first obtaining written approval by the principal or his 

designated representative. 



Company 

Date 

(Form 9) 
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REPORT OF UNPAID OBLIGATIONS 

As of 

(School) 

19 

School Account Amount 

Principal's Signature 
(or sponsors) 

Figure 9. Report of Unpaid Obligations--Form 9. 
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PURCHASE ORDER 

REQUEST FOR SERVICES, EQUIPMENT OR SUPPLIES 

Date 
(School) 

It is requested that the 
(Teacher, sponsor or activity) 

Be furnished 

Note: Additional items may be listed on attached sheet. 

Approx. cost of above: 

To be used in or at 

Above can be secured at 

Signed 
(Teacher, sponsor or activity) 

Approved 
(Principal) 

To be filled out in triplicate. Send three copies to the 
principal who will return two approved copies. One copy 
to be sent to the vendor and one copy should be attached 
to the check requisition (Form 1) when the invoice is sub-
mitted for payment. The third copy goes to the school 
bookkeeper. 

(Form 10) 

Figure 10. Purchase Order--Form 10 
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School Activity Budget--Forms 11, 12, 13 

A preliminary budget should be prepared in the 

spring of each year giving in detail the estimated sources 

of revenue and anticipated expenditures for the ensuing 

school year. This budget should be the work of the members 

of the group with the counsel of the sponsor. Each activity 

sponsor shall prepare three copies of his budget on Form 

11 (Figure 11) and Form 12 (Figure 12). He shall keep one 

and submit two copies to the Finance Committee. 

After the budgets have been approved by the finance 

committee they shall be forwarded to the principal. The 

principal shall review the various activity budgets and 

compile them on Form 13 (Figure 13). 

As soon as possible after the school year begins, 

each group shall rework and adopt the working budget they 

will use during the school year. The working budget will 

then be submitted to the finance committee for their ap-

proval. Following the approval by the finance committee 

the activity budgets will be submitted to the principal 

for his review and approval. The_ principal shall then com-

pile the working budget in triplicate and submit one copy 

to the division superintendent, return one copy to the 

finance committee and keep one copy for his files. 
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SCHOOL ACTIVITY BUDGET 

School 

RECEIPTS 

Estimated for Received for 
Source of Funds Year 19 Previous Year --

A. Cash Balance at the 
Beginning of Year I $ $ 

(Itemize Sources) x x x x x x x x 

B. Total Receipts $ $ 

c. Grand Total, (A + B) $ $ 

(Form 11) 

Figure 11. School Activity Budget (Receipts)--Form 11. 
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SCHOOL ACTIVITY BUDGET 

EXPENDITURES 

Estimated for Expended for 
Items Year 19 Previous Year --

$ $ 

Totals $ $ 

Approved: Date ' 19 --------

(Form 12) 

Figure 12. School Activity Budget (Expenditures)--Form 12. 
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SCHOOL ACTIVITY BUDGET 

School School Year 19 

Estimated 
receipts plus Estimated 

Activity beginning balance expenditures Balance 

$ $ $ 

Totals $ $ $ 

Approved: Date 19 

(Form 13) 

Figure 13. School Activity Budget--Form 13. 
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Cash Journal--Form 14 

Form 14 (Figure 14) is to be used to maintain a 

record on receipts and expenditures of each individual 

activity ac~ount, thus eliminating the need for the book-

keeper keeping Form 16 (Activity Fund Ledger) on each in-

. dividual account. Standardized journal pages which can be 

purchased from any office supply may be substituted for 

Form 14. 

Form 14 should show detailed information concerning 

income and disbursements in a concise form. It shall re-

flect dates, receipts and check numbers, and individual fund 

or account distribution. The cash journal should present 

the beginning balance, receipts, and the total disbursements 

of each fund or account at the end of each month, at which 

time the books should be closed, balanced, and reconciled 

to the bank and cash accounts. If it is necessary to know 

the balance of any particular account during the month, it 

is a simple matter to add receipts to the previous month's 

balance and subtract the expenditures. 

The cash journal reflects the disposition of money 

deposited to and expended from each student activity ac-

count. Money deposited in the bank is shown under the 

plus (+) column of each individual student activity account. 

Checks drawn on the school bank account are posted 

under the minus (-) column of the activity columns. Amounts 



CASH JOURNAL 

Rec Ck. + - + - + 
Date Description Code No. No. Receipt Expenditure Receipt Expenditure Receipt 

1 
2 
3 
4 
s 
6 
7 

8 
9 

10 
11 
12 
13 
14 
15 

(Form 14) 

Figure 14. Cash Journal--Forrn 14. 

- + -
Expenditure Receipt Expenditure 

1 
2 
3 
4 
s 
6 
7 
8 
9 

10 
11 
12 
13 
14 
15 

N 
0 
l.O 
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received and expended each month in both the bank account 

and for individual activities are found by totaling the 

proper columns. 

Example: 

The codes column should reflect the following: 

Digit 1 Receipt (1) (Expenditure (2) Inter-

fund Transfer (3) 

Digits 2 & 3 

Digits 4 & 5 

Digits 6 & 7 

1 

Receipt 

Account number 01-99: 

Regular activity accounts are 

coded 01-50. 

Clearing accounts are coded 51-99. 

01-99 accounts may be coded under 

each fund 

01-99 categories of receipts and ex-

penditures may be coded under each 

account. 

01 

Athletic 

02 

Football 

Voucher Check--Form 15 

01 

Officiating 

This Voucher Check, Form 15 (Figure 15), format 

should be used by all schools. This type of check does not 

have a check stub; instead, a carbon copy of the check is 

retained by the drawer as a record of the transaction. The 

voucher part of the document should be in sufficient detail 



Name of School 

Address of School 

Pay to the order of: 

Name of Bank 

Address of Bank 

Name of School 

Address of School 

I nvoice D 
Date No. 

(Form 15) 
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VOUCHER CHECK 

No. 0000 

19 

$ -------

Signature 

Signature 

Detach and Retain this Statement 

The attached check is in payment 
of the clients described below. 
If not correct, please notify us 
promptly. No receipt desired 

. t. escrip ion F d un A moun t 

Figure 15. Voucher Check--Form 15. 
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to clearly identify and describe the payment. It should 

serve the receiver in crediting payments and be used by 

the bookkeeper for posting purposes. Voucher checks may 

be ordered through the bank. 

Activity Fund Ledger--Form 16 

A separate sheet should be set up for each activity 

fund. Each transaction of a particular fund should be 

detailed on this ledger. The form 16 (Figure 16) is to be 

used for both receipts and disbursements. 

Recording of Receipts (Each receipt should be detailed re-
gardless of the time of deposit.) 

Column 1--Enter the date of the receipt. 

Column 2--Enter the receipt number. 

Column 3--Leave blank. 

Column 4--Enter the name of the person from whom the 

money was received. 

Column 5--Enter brief explanation of the receipt. 

Column 6--To be used only where receipts and dis-

bursements have been classified by code 

number. 

Column 7--Enter the amount of the receipt. 

Column 8--Leave blank. 

Column 9--Add the amount of the receipt (Column 7) 
to the previous balance and enter the new 
balance in this column. 



School 
City 
County 

,,, 
DAii 

Ill ,,, ·-· .. Vewcher 
<hoc~ No. Nw .. 1-r 

(Form 16) 

,., 
llCllVID flOla 

PAID TO 

BALANCE BROUGHT FORWARD 

BALANCE CARRIED FORWARD 

Figure 16. 

FUND LEDGER Virginia Public Schaols 

Fund Namo ----------------
Pago No. _____ _ 

... 
~ 

c A I II 

11rl:.l.. !Ill 
IXPlAllATION ••• :."lo. . 

Activity Fund Ledger--Form 16. 

N ..... 
VI 
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Recording o.f Disbursements 

C.olumn 1--Entcr the <late of the disbursement. 

Column 2--Enter the check numbero If payment is 

made in cash, simply write "cash." 

Column 3--Enter the number of the expenditure 

voucher. 

Column 4--Enter the name of the person or firm to 

whom payment is made. 

Column 5--Write brief explanation of the disburse-

ment. 

Column 6--To be used only where receipts and dis-

bursements have been classified by code 

numbers. 

Column 7--Leave blank. 

Column 8--Enter the amount of the disbursement. 

Column 9--Deduct the amount of the disbursement 

Cash 

(Column 8) from the previous balance and 

enter the new balance in this column. 

Record 

This Form 17 (Figure 17) is the control account over 

all funds and the receipts and disbursements entered on the 

individual fund ledgers and the cash journal. The column 

·headings are the same as the fund ledger with the exception 

of column 6. In this column should be entered the code 



School 

City 
County 

,,, 
DAJI 

(11 
l•n•pl or 

hec• frolo. 

[l) (41 
Youcher HCtlVfO FIOM 
Hul'l'lber PAID TO 

BALANCE BROUGHT FORWARD 

---

CASH RECEIPTS AND DISBURSEMENTS RECORD 
CONTROL ACCOUNT OVER All ACTIVITY FUNDS 

Page No.-----

= '" ,., 
-m----: _ C ~m-S H · Fu"cf Name ~--

t:X,lANAflON or Numb•t HCllP1S I DIS8UISEMt:NTS IALAN" 

-
-

--- -- ----

--- ,_ 
~-----

r---t------ -

I 

-- I---

-- -- ---
,____________ ~ _" ________ 

-------- -·---'--- -----
-- -----· 

BALANCE CARRIED FORWARD 

(Form 17) 
Figure 17. Cash Receipts and Disbursement Record--Form 17. 

--

'----

N 
I-' 
V1 
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·numbers for identifying the transaction. At any time the 

total of the balance on the individual fund ledger and the 

cash journal should agree with the balance on the cash re-

ceipts and disbursements record control account. 

Report of Ticket Sales--Form 18 

This Form 18 (Figure 18) can be used by each indi-

vidual gate keeper and as a consolidated report by the box 

office manager. 

The report of ticket sales should be prepared in 

duplicate by each ticket seller whenever tickets are sold 

for the various school functions. The first and last num-

bers of each type of ticket issued to each ticket seller 

should be noted in the columns provided on the respective 

reports. At the completion of the ticket sales for each 

event the ticket seller should list the first and last num-

bers of each type of ticket unsold (returned to box office 

manager). The number sold can be computed by subtracting 

the first number of the tickets issued from the first number 

of the tickets returned. The number sold multiplied by the 

price of each type of ticket equals the total amount. The 

sum of the "Total Amount" column plus the change fund, if 

any, equals the amount for which the ticket seller is ac-

countable. Upon completion of· the report, both copies 

should be ceTtified by the ticket seller and the original 
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REPORT OF TICKET SALES 

Name of School 

ACTIVITY Date --

Ticket Accounting: 

Gate Number of First Number of Last Color of Number Price Total 
No. Ticket Sold Ticket Sold Ticket Sold Ticket Amount --

s --
A -- s --
A -- s --
A --

TOTAL STUDENT TICKETS TOTAL VALUE OF 
TICKETS SOLD 

TOTAL ADULT TICKETS 

Received Deposit Bag # Box Office Manager --

Fund Accounting: 

keceipts 

Amount of Cash Returned 

Gate #1 
Gate 12 
Gate #3 
Total 
Change 
Total Gate Receipts 
Total Value of Tickets Sold 
Amount Over or Under 

Date 

Signed: 
Received: 

(Form 18) 

Figure 18. Report of Ticket Sales--Form 18. 
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should be turned over with the money to the box office 

manager. The box office manager should sign his name in 

the spaces provided on both the original and duplicate of 

the report to indicate receipt of the money. The ticket 

seller should retain the duplicate as his evidence of re-

mittance. 

When the box office manager has received a "Report 

of Ticket Sales'' (Form 18) from each of the ticket sellers, 

he prepares a "Consolidated Box Office Report." On this 

report he should transcribe the names of each ticket seller 

and the total sales, change fund, accountability and remit-

tances of each seller. The report should be totaled and 

certified by the box office manager and submitted to the 

school bookkeeper with the money and supporting "Reports of 

Ticket Sales'' attached. The bookkeeper should sign the 

"Consolidated Box Office Report" to signify receipt of the 

money and should issue a receipt (Form 2) to the box office 

manager for the amount of the remittance. 

In the event that it is impractical to complete this 

form immediately following the event the following st_eps 

may be taken: 

1. Record the number of the last ticket sold on 

Form 15. 

Place original Form 18, along with unused tickets and 

cash in a locked deposit bag. Retain key and duplicate Form 

18) . 
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3. Turn locked depo~it bag over to box office mana-

ger. 

4. The box office manager should sign Form 18 to 

indicate that he has received Deposit Bag # 

S. The box office manager should deposit bags in 

the banks night depository. 

6. The deposit bags may be picked up at the bank 

on the next working day and fund accounting may be finalized. 

Sales and Use Tax Certificate of Exemption--Form 19 

Form 19 (Figure 19), Sales and Use Tax Certificate 

of Exemption, is for use by non-profit organizations when 

applying for exemptions from paying sales tax. 

Form 19 is to be placed on file with each vendor 

from whom goods are to be purchased which will be used ex-

elusively by such non-profit organizations. In the event 

purchases are to be made from a vendor with whom no Form 19 

has been filed, a copy of the Form 19 should accompany the 

purchase order. 

Dealers Work Sheet for Completing State and 
Local Sales and Use Tax -- Form 20 

Form 20 (Figure 20) is a work sheet to be used for 

computing state and local retail sales and use tax for items 

sold for which sales tax must be collected and submitted to 



Department of Taxation 
Form ST-13 
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COMMONWEAL TH OF VIRGINIA 
SALES AND USE TAX CERTIFICATE OF EXEMPTION 

(For use by a non-profit college or other institution of 
learning (school) or by a non-profit hospital) 

________ Date __________ , 19 __ 
(Name of denier) 

(Number and street or rural route) (City, town, or post office) (State and ZIP Code) 

The Virginia Retail Sales and Use Tax Act provides that the Virginia sales and use tax _shall not apply to tangible 
personal property for use or consumption by a college or other institution of learning (school) or a hospital, provided such 
college or other institution of learning (school) or hospital is not conducted for profit. 

The undersigned, for and on behalf of the non-profit colkge or other institution of learning (school) 0, or non-profit 
hospital O (check which) named below, hereby certifies that all tangible personal property purchased or leased from the 
above named dealer mi and after this date will be for use or consumption exclusively by such non-profit college or other in-
stitution of learning (school) or non-profit hospital, as the case may be, and that the same will be paid for out of its own funds. 

(Name of non-profit coJlege or other institution of lea ruing or non-profit hospital) 

(r-'umlx.r and street or rural route) (City, town, or post office} (Slate and ZIP Code) 

(Certificate of Registration Number, if any) 

I certify that I am authorized to sign this Certificate of Exemption and that, to the best of my knowledge an<l belief, 
it is trur and correct, made in good faith, pursuant to the Virginia Retail Sales and Use Tax Act. 

BY-~~~~~~~~~~~~~~~~-
(Signature) (Title) 

lnfonnatlon for dealer.-A dealer is required to have 01• file only one Certificate of Exemption properly executed 
by the non-profit college or other institution of learning ( scho:il) or non-profit hospital, as the case may be, buying or leas-
ing lax exempt tangible personal property under this Certificate. 

(Form 19) 

Figure 19. Sales and Use Tax Cert-ificate of Exemption--
Form 19. 
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FormST·9A (Rev. 7-75) COMMONWEAL TH OF VIRGJiNIA 
DEPARTMENT OF TAXATION 

P. 0. BOX 1103 
RICHMOND, VIRGINIA 23208 

Preserve this Work 
Sheet as part of yom 
S.les Tax Records 

Read I nstruct1on1 on re-
verse side before preparing 
this Work Sheet 

DEALER'S WORK SHEET FOR COMPUTING 
SiATE AND LOCAL RETAIL SALES AND USE TAX 

DEALER'S NAME --- ____ REGISTRATION NO.---

ADDRESS PERIOD OF 

A. Item B. St•te C. Local ..,.. 
1. Gross sales and/or rentals (Excluslve of amount In Items 2 and 3). $ $ 

2. Cost price of tangible personal property purchased without payment of 
sales tax and withdrawn from Inventory for use or consumption. 

3. Cost price of tangible personal property purchased either In or outside 
this State for dealer's own use or consumption on which no sales or use 
tax has been paid. 

4. Total of Items l, 2, and 3. $ $ 

5. Allowable deductions: 

~. Amount of exempt sales. 

b. Sales price of Items of tangible personal property sold during the 
period covered by this return, and returned by the purchaser during 
such period, If such sales are Included In Item 1. 

c. Any part of sales price of Items of tangible personal property returned 
or repossessed during period on which State tax of 3% was paid to 
State for a prior period. 

d. Any part of sales price of Items of tangible personal property returned 
or repossessed during period on which local tax of l % was paid to 
State for a prior period. 

e. That part of sales price of Items of tangible personal property charged 
off during period as bad debts for Income tax purposes on which State 
tax of 3% was paid to State for a prior period. 

f, That part of sales price of Items of tangible personal property charged 
off during period as bad debts for Income tax purposes on which local 
ta>< of l % was paid to State for a prior period, -

g. Other deductions (Attach Schedule to Work Sheet). 

h. Total deductions (Sum of Items Sa through 5g). $ $ 

6. Item 4 less Item 5h. (This Is the amount on which the tax must be $ $ computed). 

7. Tax (State-3% of Item 6, Col. B; Local-1% of Item 6, Col. C). $ $ 

8. Dealer's Discount (3% of Item 7, Col. B). (Appllcable to State tax only). 
(Allowable .QJ:i1.Y when return Is not delinquent). 

9. Item 7 less Item 8. $ $ 

10. Penalty for late flllng and payment. (See Item 10 of Instructions.) 

11. 
Interest for late filing and payment ('h of 1% per month, or fraction 
thereof, ON TAX ONLY) 

12. Total tax, penalty and Interest (Sum of Items 9, 10 and 11). $ $ 

13. Combined State and local tax, penalty and Interest due and payable 1$ I • (Item 12, Col. B plus Item 12, Col. C). 

(Signature) (Date) 

COMPLETE THIS WORK SHEET AND TRANSFER ITEMS INDICATED BY RED ARROWS TO 
(Form 20) CORRESPONDING ITEM NUMBERS ON RETAIL SALES TAX RETURN (FORM ST-9) 

Figure 20. Dealers Work Sheet for Completing State and 
Local Sales and Use Tax--Form 20 
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the Virginia Department of Taxation. Such items would in-

clude, for example, those items sold in the·school store. 

These forms are available from: 

Department of Taxation 

P. O. Box 1103 

Richmond, Virginia 23208 

The instructions for preparing Form 20 are printed 

on the reverse side of the form. 



Section VIII 

GLOSSARY OF TERMS 

This section contains definitions of terms used in 

the manual and such additional terms as seem necessary to 

achieve common understandings concerning financial account-

ing procedures for school activity funds. The glossary is 

arranged alphabetically with appropriate cross-referencing 

where neces~ary. 

The definitions shown here were taken from the glos-

sary of terms from Manuals for Student Activity Fund Account-

ing published by the State Departments of Education, Florida 

and Kentucky. They were originally adopted from the recom-

mendations of the national committee on Governmental Ac-

.counting, and Handbooks I and II in the State Educational 

Records and Reports series. 

abatement--A reduction of a previously recorded expenditure 

or receipt item by such things as refunds, rebates, and 

collections for loss or damage to school property. 

See refund. 

account--A descriptive heading under which are recorded 

financial transactions that are similar in terms of a 

given frame of reference, such as purpose, object, or 

source. 

223 



224 

accounting period--A period of time for which financial 

statements are prepared; for example, July 1 to June 30. 

accounts payable--Unpaid balances or invoices against a 

school activity fund which are owing to private persons, 

firms, governmental units, or others. 

accounts receivable--Amounts owed to the school activity 

fund by private persons, firms, governmental units, or 

others. 

adjusted bank balance--See Reconciliation of Bank Statement. 

assessment (Student Activity Fund)--A compulsory levy made 

by a student body organization against its members to 

defray all or part of a specific obligation. 

assets--The entire property owned by a school activity or-

ganization. 

audit--

Pre-audit--The examination of contracts, orders, and 

other original documents for the purpose of substan-

tiating individual transactions before settlement. 

Post-audit--An examination of records and documents by 

an auditor after the close of a fiscal period. The 

process of securing ev'idence for one or more of the 

following purposes: (1) determining the propriety of 

completed transactions; (2) ascertaining whether all 

transactions have been recorded; (3) determining whether 
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transactions are accurately recorded in the accounts 

and in the statements drawn from the accounts. 

balance·--The difference between the total debits and the 

total credits of an account; the total of an account 

containing only debits or only credits. 

batch sheets--Listing of a group of invoices covering a 

period of time. Invoices should be attached to the 

batch sheet. 

Board of Education, Public--The elected body which has been 

created according to state law and vested with respon-

sibilities for educational activities in a county. 

budget--A plan of financial operation embodying an estimate 

of proposed expenditures for a given period or purpose 

and the proposed means of financing them. 

budget-working or close estimate--A financial plan of opera-

tion which lists in detail the estimated expenditures 

and the estimated receipts for a given period or purpose. 

cash--Currency, checks, postal and express money orders, and 

bankers' drafts on hand or on deposit with an official 

or agent designated as custodian of cash; and bank de-

posits. Any restriction or limitation as to its avail-

ability should be indicated. 

cash basis--The basis of accounting under which revenues are 

recorded only when actually received; only cash dis-

bursements are recorded as expenditures. 
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cash discount--An allowance received or given if payment is 

completed wjthin a stated period. The term is not to 

be confused with "trade discount." 

che~k--A bill of exchange drawn on a bank payable on demand; 

a written order on a bank to pay on demand a specified 

sum of money to a named person, to his ordery or to 

bearer out of money on deposit to the credit of the maker. 

A check differs from a warrant in that the latter is 

not necflssarily payable on demand and may not be nego-

tiable; and it differs from a voucher in that the latter 

is not an order to pay. A voucher-check combines the 

distinguishing marks of a voucher and a check; it shows 

the propriety of a payment and is an order to pay. It 

is cancelled when it has been paid by the bank and thus 

"cleared" and returned to the writer. 

classification--The grouping of transactions, entries, or 

accounts under a common head or heads; a list of such 

groupings; e.g., athletics, music, classes, clubs, or 

departments. 

clearing accounts--Accounts used to accumulate total receipts 

or expenditures either for later distribution among the 

accounts to which such receipts or expenditures are 

properly allocable, or for recording the net differences 

under the proper account. Clearing accounts, as such, 

are not used in student activity fund accounting. 
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closed--The status of the books after closing has been com-

pleted; the termination of entries in the ledger for any 

month or fiscal period. 

closing the books--The process of putting the account books 

in order at the close of a month, or a fiscal period, 

so that a trial balance and financial reports may be 

prepared. 

commission--A share of sales or a donation from·any company 

or individual given the school or school personnel in 

return for the sale, rental, or promotion of any items 

within the school. 

concession--The act of granting to an. individual or group 

the right to use portions of the school premises for 

some specific purpose. Usually, it is for the sale of 

confections, such as dairy products, sandwiches, peanuts, 

popcorn, and soft drinks sold at athletic games, plays, 

concerts, and similar events. 

controlling account--An account usually kept in the general 

ledger in which the posting to a number of identical, 

similar, or related accounts are summarized so that the 

balance in the controlling account serves as a check on 

the accuracy of the detailed account postings and sum-

marizes the expenditures and receipts for the purpose of 

comparison. 
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cost--The amount of money or money's worth given for property 

or services. 

current--As used in this manual, the term has reference to 

the fiscal year in progress. 

deficit--The excess of the obligations of a fund over the 

fund's resources. 

deposit, returnable--Money collected from students and held 

in a school fund for future return at a designated period 

for the purpose of covering losses or damages to school-

owned supply and equipment items while being used by 

the students. 

disbursements--Payments by cash. See Cash. 

double entry--A system of bookkeeping which requires for 

every entry made to the debit side of an account or ac-

counts an entry for the corresponding amount or amounts 

to the credit side of another account or accounts. 

dues--A regular fee or charge made to students for the privi-

lege of being a member of a particular club or student-

body organization. 

encumbrances-~Purchase orders, contracts, and salary or other 

commitme~ts which are chargeable to an appropriation and 

for which a part of the appropriation is reserved. They 

cease to be encumbrances when paid or when actual liabil-

ity is set up. 
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equipment--A material item of a non-expendable nature, such 

as a huilt-jn facility, a movable or fixed unit of 

furniture or furnishings, an instrument or apparatus, 

a machine (including attachments), instructional skill-

training device, or a set of small articles whose parts 

are replaceable or repairable, the whole retaining its 

identity and utility over a period of time which is 

characteristic of, and definable for, items of its class. 

expenditures--!£ accounts are kept on the accrual basis, 

this includes total charges incurred, whether paid or 

unpaid, for current expense, capital outlay, and debt 

service. If accounts are kept on the cash basis, this 

includes only actual disbursements for these purposes. 

expense, trgvel--Expenses incurred by students and sponsors 

of a school activity in connection with travel related 

to the activity. 

fidelity bond--A bond guaranteeing the local board of edu-

cation against losses resulting from the dishonest 

actions of the treasurer, or other employees of the 

board of education. 

financial statement--As used in this manual, a formal written 

presentation which sets forth information concerning the 

financial condition of a school activity fund. 
fiscal period~-Any period at the end of which a school deter-

mines its financial condition and the results of its 
operations, and closes its books. 
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fund--A sum of money or other resources set aside for speci-

fic activities of a school, usually coniaining severai 

accounts. The fund accounts constitute a complete entity, 

and all of the financial transactions for the particular 

fund are recorded in them. For example: 

Athletic--A sum of money used to finance the activities 

which are directly related to the interscholastic ath-

letic program of a school and such intramural athletic 

activities as may be financed from school activity 

money. 

Instructional Fees and Rentals--A sum of money used to 

finance the activities primarily of a classroom nature, 

such as instructional aids and laboratory fees. 

General--A sum of money used to finance student-related 

activites not accounted for in t~e other funds. 

fund accounts--All accounts necessary to set forth the finan-

cial operations and financial condition of a fund. 

general ledger--A book, file, or other device in which ac-

counts are kept to the degree of detail necessary; in 

it are summarized the financial transactions of the 

school. General ledger accounts may be kept for any 

group of items of receipts or·expenditures on which an 

administrative officer wishes to maintain a close check. 

gift--Money received from a philanthropic foundation, 

private individual, or private organization for which 
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no repayment or special service to the contributor is 

expected. 

intact, or deposited intact--A bank deposit or money presented 

to a bank for the credit of the student activity fund or 

school lunch fund in the same form as received. This 

implies that any receipt of funds in the form of cash 

shall be deposited as cash. Receipts in the form of 

checks shall be deposited as checks to the accounts for 

which they were received. The cashing of a check from 

funds on hand would be a violation of this concept and 

would be the substitution of a check for cash. All 

funds from a given source would appear as such on a 

separate bank. 

interfund transfers--Money which is taken from one school's 

activity fund and added to another school's activity 

fund. Interfund transfers are not receipts or expendi-

tures of a school. 

internal control--A plan of organization under which em-

ployees' duties are so arranged--and records and pro-

cedures so designated--as to make it possible to exercise 

effective accounting control over assets, liabilities, 

revenues, and expenditures. For example, under such a 

system, the employees' work is subdivided so that no one 

employee performs a complete cycle of operations. For 

instance, an employee handling cash would not post the 
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accounts receivable records. Again, under such a sys-

tem, the procedures to be followed are definitely laid 

down and such procedures call for proper authorizations 

by designated officials for all actions to be taken. 

inventory--A detailed list or record showing quantities, 

descriptions, values, units of measure, and unit prices 

of property on hand at a given time. 

invoice--An itemized statement of merchandise shipped or 

sent to a purchaser, consignee, etc., with the quantity, 

value or prices, and charges annexed. 

journal (Distribution of Receipts and Expenditures)--Any 

form in which the financial transactions of the school 

district are formally recorded for the first time, such 

as a cash receipts book, check register, and journal 

voucher. 

liabilities--Debt or other legal obligations arising out of 

transactions in the past which are payable but not neces-

sarily due. Encumbrances are not liabilities; they 

become liabilities when the services or materials for 

which the encumbrance was established have been rendered 

or received. 

merchandising accommodation--A merchandising accommodation 

is defined as an accommodation provided by a school 

activity fund for individual members of the organization 

or student body members for merchandise not readily 
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available from another local source. Examples would 

include school rings, emblems, and similar specialty 

items made available and primarily without profit to 

the fund. 

outstanding check--A check which has not been presented 

to the bank for payment prior to the issuance of the 

monthly bank statement. 

outstanding deposit: deposit in transit--A deposit which 

has bee~ transmitted to the bank and recorded in the 

depository ledger but record of which does not reflect 

on the monthly bank statement; usually a deposit made 

after banking hours on the last day of the month or on 

the day the bank statement is usually prepared by the 

bank. 

overdrawn--A situation in which an obligation for a student-

body organization is made beyond the financial resources 

of the organization; actual expenditures exceed actual 

receipts. 

perpetual inventory--An inventory record which is initiated 

by a physical inventory and perpetuated by notations of 

receipts and withdrawals, thereby reflecting a balance 

on hand for each item so recorded. 

petty cash--A sum of money, either in the form of currency 

or a special bank deposit, set aside for the purpose of 

making change or immediate payment of a comparatively 
small amount. 
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posting--The act of transferring to an account in a ledger 

the detailed or summarized data contained in the cash 

receipts book, check register, journal voucher, or simi-

lar books or documents of original entry. 

pre-numbered--Documents, papers, tickets, or similar items 

which have been consecutively numbered by the printer 

before delivery to the school. 

prior authorization--A written approval granting the author-

ity to enter into a contract, to obligate funds for a 

purchase, or to receive a benefit before consummation 

of the act. 

purchase order--A document which authorizes the delivery of 

specific merchandise or the rendering of services and 

the making of a charge for them. 

reconciliation of bank statement--A statement of the details 

of the difference between the bank statement and the 

fund account record. Thus, an analysis of outstanding 

checks, deposits in transit, and bank charges not re-

corded in the school's fund record. Bank balances are 

usually adjusted by the amount of outstanding checks 

which have not been presented to the bank for payment 

and deposits not credited by the bank, so the bank 

balance agrees with the records. 

refund--(a) An amount paid back or credit allowed because of 

an overcollection or on account of the return of an 
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object sold; (b) to pay back or allow credit for an 

amount because of an overcollection or because of the 

return of an object sold; (c) to provide for the payment 

of a loan through cash or credit secured by a new loan. 

See Abatement. 

reimbursement--Cash or other assets received as a repayment 

of the c.ost of work or services performed, or of other 

expenditures made for or on behalf of another govern-

mental unit or department, or for an individual, firm, 

or corporation. 

repairs--The restoration of a given piece of equipment, of a 

given building, or of grounds to original condition of 

completeness or efficiency from a worn, damaged, or 

deteriorated condition. 

replacement of equipment--A complete unit of equipment pur-

chased to take the place of another complete unit of 

equipment which is to be sold, scrapped, or written off 

the record, and serving the same purpose as the replaced 

unit in the same way. 

reports--Written statements of information which are made 

by a person, unit, or organization for the use of some 

other person, unit, or organization. 

requisition--A written demand or request, usually from one 

department to the purchasing officer or to another de-

partment, for specified articles or services. 
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school--A division of the school system consisting of a group 

of students composed of one or more grade groups, or-

ganiz~d as one unit with one or more teachers to give 

instruction of a defined type, and housed in a school 

plant of one or more buildings. More than one school 

may be housed i.n one school plant, as is the case when 

the elementary and secondary programs are housed in the 

same school plant. 

school publications--Newspapers, magazines, yearbooks, hand-

books, or similar materials produced by students for 

circulation among students and the public. 

student-body activities--Direct and personal services for 

public school students, such as interscholastic ath-

letics, entertainments, publications~ clubs, bank, and 

orchestra, that are managed or operated by the student 

body under the guidance and direction of adults, and are 

not part of the regular instructional program. 

student organization--Any group of students organized into 

a single body for the purpose of pursuing common goals 

and objectives. This includes the various types of stu-

dent clubs and class organizations which, with the proper 

approval by school authorities, are managed and operated 

by students under the direction of supervision of in-

structional personnel. 
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student organization, class or grade--An organized group of 

students who, hy virtue of having completed a designated 

number of school years, pursue common goals~ and objec-

tives. Such organizations include the senior, junior, 

sophomore, and freshmen classes, and the elementary 

school grades. They are managed and operated by stu-

dents under the direction and supervision of instruc-

tional personnel. 

student organization, club--An organized group of students 

with bagically the same interests whose main objective 

is the furtherance of these interests. Included are 

social, hobby, instructional, recreational, athletic, 

honor, dramatic, musical, and similar clubs or societies 

which arc managed and operated by the students under the 

direction and supervision of adults. All clubs must be 

approved by the proper school authorities. 

subsidiary activity ledger--As used in this manual, a record 

of the financial transactions of a given activity within 

a fund showing the receipts, expenditures, and balance 

for the activity. 

supply--A material item of an expendable nature that is con-

sumed, wornout, or deteriorated in use; or one that loses 

its identity through fabrication or incorporation into 

a different or more complex unit or substance. 
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surety bond--A written promise to pay damages or to indemnify 

against losses caused by the party or parties named in 

the document, through nonperformance or through defalca-

tion; for example, a surety bond given by a contractor 

or by an official handling cash or securities. 

trade discount--An allowance usually varying in percentage 

with volume of transactions, made to those engaged in 

certain businesses and allowable irrespective of the 

time when the account is paid. The term should not be 

confused with "cash discount." 

transfer voucher--A voucher authorizing posting adjustments 

and transfers of cash or other resources between funds 

or accounts. 

unit cost--Expenditures for a function, activity, or service 

divided by the total number of units for which the func-

tion, activity, or service was provided. 

voided check--A check which has been declared void, usually 

a check blank on which is made an error in writing such 

as an incorrect amount, signature, or a discrepancy in 

the information included. The check is usually made void 

by mutilating the signature space. The check blank is 

retained. 

voucher-- A document which authorizes the payment of money and 

usually indicates the accounts to be charged. 



Chapter V 

SUMMARY, CONCLUSIONS, IMPLICATIONS, 
AND RECOMMENDATIONS 

Summary 

Extracurricular activities have existed in the 

public schools since the early 1800's. At first they 

were opposed, later tolerated, and finally fostered as 

educators realized that extracurricular activities ful-

filled many of the needs of high school students. 

This change in philosophy eventually resulted in 

a rapid expansion of extracurricular programs in terms 

of number, diversity, and money.expended. As school 

activity programs have increased in number and expanded 

in scope in recent years the amount of money necessary to 

finance these programs has increased dramatically. 

The financial systems developed to accommodate 

early activity funds have merely been extended to support 

the wider system of student activities. This has placed 

a strain on the now obsolete financial systems with which 

the financial administrators of student activity pro-

grams have had to contend. 

239 
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The manual of student activity fund accounting 

currently recommended for use in the public schools in 

Virginia was adopted in 1954 and does not adequately pro-

vide for the more comprehensive and complex needs of to-

day. There was, therefore, a need to develop a manual 

which provides a sound and flexible system of accounting, 

which establishes standard terminology and uniform pro-

cedures, and principles which give guidance to school 

business managers, principals, faculty members, and book-

keepers in accounting for and the administration of school 

activity funds. 

The problem of this study was to design a current, 

legally based and theoretically and operationally sound 

manual of accounting for school activity funds in the 

state of Virginia. More specifically, the problem was 

to synthesize empirically-based information into a user-

adjudged feasible and desirable policy and procedure 

statement which provides the practicing school adminis-

trator with a comprehensive document for accounting for 

school activity funds. 

A search of the literature was conducted to develop 

a list of accepted principles, practices, and procedures 

authorities deemed important and necessary in the adminis-

tration of and accounting for student activity funds. 
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Information as to the regulation of student 

activity funds was obtained from examining case and 

statutory law from across the United States, a review 

of Virginia School Law Regulations of the State Board of 

Education, and Virginia Attorney Generals Opinions. 

Letters were sent to Superintendents of Depart-

ments of Education in the fifty states and to fifteen 

Virginia school divisions requesting information relative 

to student activity fund accounting and management within 

the state or school division. 

From the review of the normative literature and 

the analysis of various state manuals, a questionnaire was 

developed containing a list of items deemed necessary for 

inclusion in a manual for student activity fund accounting. 

This questionnaire was submitted to a series of reviews 

by certified public accountants, high school principals, 

and high school bookkeepers. After each review the 

recommendations of the reviewing group were incorporated 

into the questionnaire for each successive review. 

Upon completion of these reviews the first com-

plete draft of the manual was prepared and submitted to 

earlier participants in the study for their approval and 

further reco~mendations. These recommendations were then 

incorporated into a user-adjudged comprehensive guide for 

accounting for school activity funds. 
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Conclusions 

Based on the finding of the literature and the user 

responses in this research, the following conclusions were 

drawn: 

1. Student activities funds are public funds and 

must be accounted for in the same manner as other school 

division funds. 

2. It is the responsibility of the board of educa-

tion to set forth policies relative to the management of 

student activity funds. 

3. The division superintendent has the responsi-

bility for implementing all policies pertaining to the 

administration and supervision of student activity funds. 

4. The school principal is directly responsible 

for the administration of school activity funds. 

5. Administrative policies and procedures designed 

to operate student activity programs have not kept pace 

with the expanding program structure. 

6. There is a legal and fiscal need for developing 

and prac~icing sound business principles relative to the 

handling of student activity funds. 

7. Standardization of terminology and activities 

is essential to adequate monitoring of accounts and the 
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capability of dissemination of information to be used in 

decision making and future planning. 

8. Accurate financial records should provide clear 

and concise information which can serve the public as a 

basis for evaluating the past, present and future operations 

of the student activity program. 

9. A sound system of accounting for school activity 

funds should provide a basis whereby the governing board can 

place administrative responsibility and minimize the possi-

bility of waste, carelessness, inefficiency, and possible 

fraud. 

10. Each school should develop a plan which meets 

its individual requirements. 

11. All school personnel having access to school 

money or negotiable merchandise should be bonded. 

12. School activity funds should be audited annually. 

13. Money not needed for immediate use should be 

invested in some type of security. 

14. Virginia school law should require that bids be 

taken on items costing more than $300 which are to be pur-

chased from student activity funds. 

15. There is a concern by administrators and CPAs 

relative to the use of petty cash funds. 

16. Administrators are concerned regarding the 

entering into of contracts which involve the use of stu-

dent activity funds. 
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17. Concern was exhibited by both principals and 

CPAs regarding the present procedure practiced by many 

schools of paying employees directly from student activity 

funds. 

18. Many principals, school bookkeepers and CPAs 

(responsible for auditing school accounts) are not cog-

nizant of Virginia State Laws and State Board of Education 

Regulations relative to the governing of student activity 

funds. 

Implications 

Though not conclusive from this research, several 

observations were made which may constitute insights of use 

to those concerned with student activities. 

1. The present Manual on System of Accounting for 

School Activity Funds has not been distributed to all users. 

Most school bookkeepers (who actually maintain the records) 

and many CPAs responsible for auditing school accounts were 

not aware of its existence. 

2. Principals and bookkeepers need in-service train-

ing in the management of and accounting for student activity 

funds. 

3. Formal training should be provided for school 

secretaries and bookkeepers. 



245 

4. Skills and knowledge in the administration and 

supervision of student activities should be a requirement 

for certification as a secondary principal. 

5. A sound, practical, and simple system of ac-

counting for student activity funds will, in itself, make 

provision for student participation and will provide train-

ing for students in sound business practices. 

Recommendations for Further Study 

1. Assuming that the presently developed manual is 

adopted by the state of Virginia, in whole or in part, this 

study should be replicated after it has been in use for 

three years to ascertain its completeness and ease of use, 

as well as for updating. 

2. The advantages and disadvantages of centralized 

accounting for student activity funds needs to be analyzed 

and compared to those of decentralized accounting for stu-

dent activity funds. 

3. Rules, regulations, and procedures for adding 

an activity to the student activities program needs to be 

established. 

4. There is a need to determine the extent to which 

extracurricular activities should be subsidized through 

local tax efforts. 
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5. There is a need to establish guidelines for fund 

raising activities within the public schools of Virginia. 
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COLLEGE OF EDUCATION 

VIRGINIA POLYTECHNIC INSTITUTE AND STATE UNIVERSITY 

'Blacksburg, Virginia 24061 
DIVISION OF ADMINISTRATIVF ANO EDUCATIONAL SERVICES 

Dear Sir: 

I am presently a Doctoral student at Virginia Poly-
technic Institute and State University, Blacksburg, 
Virginia. 

As a Doctoral Dissertation I am planning to revise 
the Virginia State Handbook on school activity fund ac-
counting. This is being done with the cooperation of the 
Virginia State Department of Education. 

As this deals with an increasingly complex area of 
legal, financial, and practical considerations, I am re-
questing your aid in forwarding to me any available 
information as to laws, Board of Education policies, 
Attorney General opinions, and any operational procedures 
that you use in accounting for individual school or dis-
trict activity fund accounts. In addition, any personal 
comments relative to this process would be most welcomed. 

Yours truly, 

Omar Ross 



APPENDIX B 

QUESTIONNAIRE 

262 



263 

STUDENT ACTIVITY FUNDS 

In cooperation with the Virginia Department of Educa-
tion, I am attempting to design a manual for student activity 
fund accounting which will provide guidance for school busi-
ness managers, principals, school bookkeepers, and teachers 
as they administer activity funds. This document should 
also prove useful to both internal and external auditors as 
they examine internal accounts. This is one of a series of 
reviews which would prove helpful in identifying accepted 
principles, policies, and procedures to be included in a 
manual for student activity fund accounting. 

The following is an outline of tentative items which 
have been identified as being essential to student activity 
fund administration and accounting. Would you please re-
spond to the statement by placing a check mark ( ) in the 
appropriate column, indicating that the topic should be 
included in, or excluded from, a manual for student activity 
fund accounting. 

Additional space is provided at the end and side of each 
section for remarks which you feel might be helpful in the 
development of the manual. Please add any items which you 
believe are essential and comment on items which you have 
recommended for deletion. Your comments and suggestions will 
then be incorporated into an outline which will then be sent 
to the next group of reviewers for their responses, comments, 
and suggestions. 
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Virginia State Laws and State Regulations 

This section deals with Virginia Law and Regulations of the 
State Board of Education as they apply to the governing and 
handling of internal accounts. 

1. Powers and Duties of State 
Board 

2. Bonding 
3. Auditing 
4. Assessment of Fees 
5. State Board Regulations 
Other Remarks (specify) 

Include Exclude Remarks 

Classification of Receipts and Expenditures 

This section classifies and defines standard accounts which 
make up the component parts of a school activity accounting 
fund. This includes only the general categories. No attempt 
is made to list all activity accounts. 
Note: Regular student activities includes money received and 

expended for the operation of the regular student ac-
tivity program. 

Note: Clearing accounts ihcludes flow-through money collected 
by the school which is not available for the operation 
of the student activity program. 

1. Regular Student Activities 
a. Athletics 
b. Concessions 
c. School Store 
d. Clubs 
e. Instructional Materials 
f. Paid Admission to Enter-

tainment Events 
g. Publications 
h. Activity Fees (Books/ 

Cards) 

Include Exclude Remarks 
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i. Assessments 
j. General Fund 
Other Remarks (specify) 

2. Clearing Accounts 
a. Collection for Board of 

Education 
b. Inter Fund Transfers 
c. Returnable Deposits 
d. Abatement (Refunds) 
e. Sales Tax Collections 
f. Trust Accounts 
g. Charitable Organizations 

(Fund Raising Drives) 
h. Petty Cash 
i. Photograph Sales 
j. Student Insurance 
Other Remarks (Specify) 

3. Coding of Accounts 

Other Remarks (Specify) 

Accounting Procedures 

Include Exclude Remarks 

This section will present a suggested system of accounts utili-
zing the recommended minimum regular accounts. The system will 
be based on generally accepted school business procedures. 

1. Basic Principles 
2. Collections and Deposits 

of Monies 

Include Exclude Remarks 
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3. Bank Deposits 
4. Disbursements 
5. Basic Records 
6. Transfer between Accounts 
7. Refunds 
8. Filing 
9. Bank Statements 

10. Bank Service Charges 
11. Bad Checks 
12. Canceling (Voiding) Out-

standing Checks 
13. Lost Checks 
14. Dormant Accounts 
15. Closing the Books 
16. Financial Report 
17. Membership Dues 
18. Sales Campaigns 
19. Admissions (Ticket Sales) 
20. Reimbursement for Expendi-

ture of Personal Funds 
21. Loss of Cash 
22. Protection of Funds within 

the School 
23. Advances 
Other Remarks (Specify) 

Internal Control 

Include Exclude Remarks 

This section will describe a set of principles and procedures 
which can be used by school personnel for safeguarding and pro-
tecting internal accounts. In addition, forms, procedures 
and guidelines will be described which can be utilized by both 
internal and external auditors as they examine school accounts. 
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1. Principles of Internal Control 
2. Test Checks 
3. Auditing of Accounts 
4. Sample Questionnaire on In-

ternal Control Accounting 
5. Audit Program Guide 
6. Auditors Financial Report-

ing Checklist 
7. Auditors Report 
Other Remarks (Specify) 

Management of Student Body Funds 

Include Exclude Remarks 

----

This section will describe practices and procedures to be used 
in managing student body funds, concerned primarily with the 
investment of funds, budget preparation and control, obliga-
tion and expenditure of funds, and purchase and property con-
trol. 

1. Investment of Funds 
2. Obligation of Funds 
3. Budget Preparation 
4. Budget Control 
5. Bidding 
6. Ex~enditures which Require 

Prior Authorization 
7. Expenditures without Prior 

Authorization 
8. Prohibited Expenditures 
9. Purchasing 

10. Operation of School Store 
11. Vending Machines 
12. Property Control (Inven-

tories) 

Include Exclude Remarks 



13. Contracts 
14. Payment of School 

Activity Employees 
Other Remarks (Specify) 
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Include Exclude 

Responsibilities of Personnel in Student 
ACtivity Fund Accounting 

Remarks 

This section will outline the functions and specific duties 
of persons involved in the administration of activity funds, 
descending from the board of education to the student activity 
treasurer. 

1. Board of Education 
2. Superintendent 
3. Business Manager 
4. Principal 
s. Central Treasurer 

(bookkeeper) 
6. Faculty Auditor 
7. Faculty Advisor 
8. Finance Committee 
9. Activity Treasurer 

10. Activity Director 
Other Remarks (Specify) 

(Student) 

Approved Forms and.Instructions 

Include Exclude Remarks 

This section describes the accounting forms and instructions 
for use which are considered to be the minimum required for 
the proper recording and accounting of internal funds. 



1. Check Requisition 
2. Official Receipt for 

Money Collected 

269 

3. Report of Money collected 
4. Report of Tickets Sold 

or Admissions 
5. Request for Services, Equip-

ment or Supplies (Purchase 
Order) 

6. Petty Cash Voucher and 
Receipt 

7. Receipt and Expenditure 
Ledger 

8. Reconciliation w/Bank 
Statement 

9. Principl's Monthly Financial 
Report on Internal Accounts 

10. Departmental Receipts 
11. Sales Tax 
12. School Activity Budget 
13. ·Deposit Form or Slip 
14. Voucher Check 
15. Report of Unpaid Obligations 
16. Activity Fund Ledger 
Other Remarks (Specify) 

Include Exclude Remarks 

----
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Glossary of Terms 

This section will describe the terms used in the manual and 
such additional terms as seem necessary to achieve common 
understandings concerning financial accounting procedures for 
school activities. 

Remarks (Specify) 

1. 

2. 

Include Exclude Remarks 
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A PROPOSED DESIGN OF A MANUAL OF ACCOUNTING 

FOR STUDENT ACTIVITY FUNDS FOR USE IN THE 

PUBLIC SCHOOLS OF VIRGINIA 

by 

Omar Garland Ross 

(ABSTRACT) 

Extracurricular programs have been a part of the 

public schools since the early 1800's. By the middle of the 

twentieth century the number and diversity of extracurricu-

lar activitie~ increased appreciably. As school activities 

have increased the supportive funds necessary to finance 

these programs have increased proportionately. As often 

happens in areas of rapid growth, administrative policies 

and procedures designed to operate the programs have tended 

not to keep pace with the expanding program structure. 

The rapid growth of extracurricular programs in re-

cent years has placed strain on the now obsolete financial 

system with which the financial administrators have had to 

content. The Manual on System of Accounting for Student 

Activity Funds currently in use in Virginia Public Schools 

.was adopted i~ 1954. 

The problem of this study was to design a current, 

legally based, and theoretically and operationally sound 



manual of accounting for school activity funds in the state 

of Virginia. More specifically, the problem of this study 

was to synthesize empirically-based information into a user-

adjudged feasible and desirable policy and procedure state-

ment which would provide the practicing school administrator 

with a comprehensive document for accounting for school ac-

tivity funds. 

From a study of the literature in the area of student 

activity fund accounting, an examination of case and statu-

tory law.from across the United States, a review of Virginia 

School Laws, Regulations of the State Board of Education, 

Virginia Attorney Generals Opinions, and the expertise pro-

vided by certified public accountants, high school principals 

and high school bookkeepers, a manual for accounting for stu-

dent activity funds was developed. This manual reflects the 

best judgment qf a user audience concerning the current state 

of the art of the management of student activity funds, and 

contains explanations and instructions essential to the ad-

ministration of and accounting for student activity funds. 

follows: 

Section titles of the manual as developed were a~ 

Section I: 

Section II: 

Virginia State Laws and State Board 
Regulations 

Classification of Receipts and Ex-
penditures 



Section III: Accounting Procedures 

Section IV: Internal Control 

Section V: Management of Student Body Funds 

Section VI: Responsibilities of Personnel in 
Student Activity Fund Accounting 

Section VII: Approved Forms and Instructions 

Section VIII: Glossary of Terms 
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