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Type of Activity Funds 

461 Campus Activity Funds

• Funds under the control of  the Principal

• Funds raised are to be used to benefit whole 
campus

865 Student Activity Funds

• Funds belong to a bona fide 
chapter (student club)

• Funds do not belong to the District

• Expenses are approved by the 
students

• Sponsor for the club oversees the 
funds
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Roles and Responsibilities

Club Sponsor

• Issues receipts and maintains 
records

• Prepares and submits 
Fundraiser form to 
secretary/bookkeeper for 
review 

• Submits copies of  receipts 
and any other 
documentation e.g.(money 
collected form, rosters, etc.)  
to secretary/bookkeeper  

• Submits monies collected to 
secretary/bookkeeper 

Campus 
Secretary/Bookkeeper

• Attends annual training

• Receives documentation, 
counts, and  receipts all 
monies

• Deposits funds at the bank

• Reviews documentation 
prior to submitting to 
Business Office

• Monitors approved 
fundraising activities and 
submission of  monies

• Assists sponsors

• Informs Principal of  
problems and concerns

Campus Principal

• Proper administration of  all 
activity funds

• Approval of  all campus and 
student activity fund 
transactions

• Safekeeping of  money on 
campus

• Approval of  disbursements 
in accordance with the 
Activity Funds Manual
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Activity Funds Deficiencies

 Incomplete and or missing mandatory documentation 

 Fundraising Forms

 Money Collected Forms

 Deposit Slips

 Etc. 

 Misclassification of Fundraising Activities

 Not A Sale (collections for fieldtrips, dues, fines, commissions, etc.)

 Nontaxable Sales (food, services, etc.)

 Taxable Sales (clothing, publications, etc.)

 Cash Handling 

 Not Receipting 

 Holding to cash 
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Activity Funds Cycle 6



Fundraising Plan
 Aimed to organize campuses and clubs activities. 

 First Stage 

 Meet with staff, club sponsors and student officers for input 

 Discuss prior year’s fundraising activity goals and deficiencies 

 Analyze current financial status 

 Outline known restrictions and accommodations 

 Second stage

 Discuss future fundraising activities

 Set on and prioritize future fundraising goals

 Document decisions for future reference

 Third Stage

 Confirm future fundraiser activities

 Develop and submit draft to Business Office

 Fourth Stage

 Revise draft and submit final draft to Business Office
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Fundraisers

 All Activity Fund activities MUST USE a Fundraiser Form as a source document

 All fundraisers MUST have the following attached 

 Quote/Price Listing 

 List/Roster of  participating students

 Student Activity Accounts (Clubs), voting sheet or similar document agreeing to activity 

 Parent letter, if  applicable 

 Flyer of  activity 

 Reminder: each campus/club IS LIMITED TO 2 TAXABLE fundraising activities during a school year 
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Fundraisers Cont.
 Approval of  Fundraiser Form MUST HAVE the following information

 Campus Name & Organization Name

 Project Description

 Vendor name

 Vendor Representative Name

 Vendor Address

 Indicate if  Vendor is with district already

 Date of  Project 

 Length of  Project

 Time of  Day

 Expected Profit/Collections 

 Use of  Funds (be specific and keep in line with Fundraising Plan)

 Alternate Use of  Fund (be specific)

 Indicate if  Students will be involved in solicitation 

 Level 1 Approval: Profits/Collections expected to be less than $1,000 

CAMPUS APPROVAL ONLY

 Level 2 Approval: Profits/Collections expected to be more than $1,000 CAMPUS   
AND BUSINESS OFFICE APPROVAL (may take longer to approve)
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Fundraisers Cont. 

 Approval of  Fundraiser Form Attachment A MUST HAVE 

the following information:

 Estimated Sales/Collections

 Cost of  Fundraiser, if  applicable

 Estimated Total Profit/Collections 

 Indication whether Fundraiser engaged in 

 Selling Taxable Items (Taxable Sale)

 Selling Non-Taxable Items (Non-Taxable Sale)

 Only Collections (Non-Sale) 

 Indication of  Assigned Dates for Collection of  Funds

 ASSIGNED COLLECTION DATES MUST MATCH 

DEPOSIT DATES

 Sponsor’s Signature 
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SALES

Taxable, Non-Taxable, Non Sale 11



Donations

 A Donation Form MUST ALWAYS be completed and 

approved prior to receiving donations

 Donations Forms APPLY TO BOTH Campuses as well 

as Departments expecting to receive donations

 The campus or department bookkeeper/secretary is 

responsible to ensure that the Donation Form is 

completed in its entirety 

 For monetary donations, a copy of  the receipt issued to 

donor and if  applicable, a copy of  a check, are 

REQUIRED to be submitted with the Donation Form

 For non-monetary donations, a list of  the item(s) 

specifications are REQUIRED to be submitted with 

Donation Form 

 Signature of  Campus Principal or Department Director 

and Assistant Superintendent of  Finance and Operations 

is REQUIRED for approval
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Cash Handling

Receipts

Receipt Issued BY Sponsor to 
Students

 Pre-numbered receipts must be prepared in 

triplicate.

 White - given to person submitting money 

(student, staff, parent, etc.)

 Yellow - kept in receipt book

 Pink – Submits to Secretary/Bookkeeper 

Receipt Issued TO Sponsor by 
Secretary/Bookkeeper

 Ensures recount of  monies match sponsor’s 

receipts and issues a receipt to sponsors .

 White - original receipt given to sponsor by 

secretary/bookkeeper

 Yellow – keep in receipt book

 Pink – submits to business office bookkeeper 
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If your campus/department requires a receipt book, please contact  

Norma Rodriguez Business Office Bookkeeper 

• Departments MUST issue receipts as well, when collecting cash/checks

• Under NO circumstance must a pre-numbered receipt be altered.
• If  an error occurs, void the receipt and reissue

• Receipts are NOT to be pre-signed or pre-dated. 



Example on Receipting
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Student
Teacher/Sponsor

Secretary/BookkeeperTeacher/Sponsor

RECEIPT 

REQUIRED

RECEIPT 

REQUIRED

“A receipt should always move with the money”



Cash Handling

Money Collected Form

 Money Collected forms MUST HAVE the following

information

 Date of Collection

 Campus Name

 Club Name

 Account Number

 Project Description (be specific)

 Itemization of monies collected

 Receipt Number and Bank Deposit Number

 Dual Verification (different signatures)

 Initial Verification e.g. (sponsor, teacher leader, sec/bookkeeper)

 Secondary Verification e.g.(campus principal and or administrator)
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Cash Handling

Money Collected Form Cont.
 Money Collected Form Attachment A MUST HAVE the following

information

 Date of Collection

 Campus Name

 Club Name

 Project Description:

 Sale Type

 Indicate if Tax-Free Day will be used

 Indicate Tax-Free Day Option

 If applicable, Sales Tax Calculation Table

 Dual Verification (different signatures)

 Initial Verification e.g. (sponsor, teacher leader, sec/bookkeeper)

 Secondary Verification e.g.(campus principal and or administrator)
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Cash Handling

Depositing
 Secretary/Bookkeeper is responsible for preparing deposit slip. Campus Principals must designate a backup in the case 

secretary/bookkeeper is not available to prepare deposit slip.

 Deposit slips are prepared in triplicate

 White - Sent to the bank

 Yellow – Keep by Campus Secretary or Bookkeeper/Department Secretary 

 Pink – Submit to Business Office Bookkeeper 

 Deposit slip must include

 Date

 Amount

 Currency and Coins

 Dual Signatures 

 Account number

 Copies of deposit slip, receipts, copy of check/money order if applicable, Money Collected form, along with applicable 
Fundraiser Form or Donation form that demonstrate source of funds must be sent to Business Office.

 FAILURE TO COMPLY WITH ANY OF THESE REQUIREMENTS WILL RESULT IN A TEMPORARY ACCESS 
RESTRICTION OF ACCOUNT(S)
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Cash Handling

Depositing

 All monies collected must always be kept with restricted access and deposited DAILY at Plains Capital.

 DO NOT LEAVE CASH OVER NIGHT ON CAMPUS.

 Deposit with teller or Night Drop.

 Employees are liable for any money lost/stolen if not safeguarded

 Verify cash in DUAL control

 Check for Counterfeit Money
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REQUISITIONS

 Proper planning is expected, AVOID LAST MINUTE REQUISITIONS 

 Approval of  Actvity Fund requisitions will be done TWICE A DAY, 10:00 AM & 3:00 PM

 All the Actvity Fund requisitions will require the following attachments:

 5 W’s 

 Check Request Form

 CIP

 Depending on amount of  requisition, refer to Purchasing Manual for quote requirements 

 Travel Approved Forms, if  applicable

 For Student Activity Fund Accounts (Clubs), list of  officers indicating approval of  purchase 

 Depending on requisition, approved fundraiser forms along with it’s attachments or approved donation form along with its 
attachments, to show the link between source of  funds and requisition  

 FAILURE TO COMPLY WITH THE REQUIRED ATTACHMENTS WILL RESULT IN 
REJECTION OF REQUISITION 
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Campus Activity Fund

 Campus Activity Fund Accounts are to be treated as other district funds accounts.

 Campus Account for Entire Campus (Fund 865)

 Campus Faculty Account (Fund 897)

 Campus Coke Account (Fund 899)

 Etc.

 Control rests with school district and school district designees

 These new accounts will be similar to Fund (199) account.

 Implementation of  new accounts remains in process. Therefore during 2022-2023, campuses will 

continue to use 8XX accounts for campus activities until further notice. 
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Campus Activity Fund 

Allowable vs. Unallowable Expenses

 Student trip related expenses such as meals, 

registration fees, hotel, transportation, etc. 

 Staff  or student meals or refreshments (nominal 

cost)

 Awards/incentives (non-cash) of  nominal value

 Rentals such as equipment, etc.

 Contracted services such as printing, DJ services, 

motivational speaker, photographer, etc. 

 Purchases of  any gift, not classified as an 

incentive, for any person or organization 

from Campus Accounts

 Payments of  wages to district employees

 Donations to a person or outside organization 

 Payment of  expenses for spouses or other non-

employees
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Gifts of public funds are PROHIBITED under Article III, Section 52 of The Texas Constitution

Allowable Expenses Unallowable Expenses



PROHIBITED ACTIVITIES
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Raffles

Bingos and/or Loteria

Door to door sales

Fundraisers to benefit an employee or individual student 

Gift Cards



Questions or Comments?
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