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Suggested Policy Components

• All activity funds should be approved by the board of education or its 
designee. Application for creation of a student organization should be 
accompanied by a statement of the organization’s purpose and proposed 
fund-raising activities. The name of the student organization should, 
insofar as possible, indicate its purpose. Acronyms should be avoided as 
much as possible in naming the organization.

• All activity funds should be operated in accordance with sound internal 
control procedures and forms prescribed by the district treasurer.

• All fund-raising activities for activity funds should be approved in advance 
by the superintendent or designee.

• Activity fund moneys should, insofar as possible, be expended in such a 
way as to benefit those students who have contributed to the 
accumulation of such moneys. 



Suggested Policy Components

• Each activity fund must comply with the cash-basis law. That is, no 
commitments or indebtedness should be incurred unless there is 
available cash in the fund.

• All activity funds must be audited along with other funds of the 
district.

• The superintendent should designate one or more activity fund 
supervisors. Generally, there should be no more than one activity 
fund supervisor at each building or attendance center. More or less 
supervisors can be designated, depending on the needs of the district



Suggested Policy Components

• Each activity fund supervisor should maintain a checking account 
and/or petty cash account at the attendance center, depending on 
the needs of the center. Using more than one checking account per 
attendance center should be discouraged.

• Activity fund moneys should not be used for any purpose that 
represents an accommodation, loan, or credit to school employees or 
other persons



Statutes



Internal Controls

• Where tickets are used, ticket reports and unsold tickets should be 
available for audit.

• Pre-numbered forms should not be printed in the school printing 
office.

• The student organization’s sponsor should keep records of cash 
collections by source.

• The person who collects cash for an event should be changed 
frequently. For example, you should rotate persons used as cash 
collection agents for sporting events, concessions, and vending 
machines. To the extent possible, DO NOT ALLOW the same person to 
collect cash for the same event or purpose continuously.



Internal Controls

• Generally, for gate receipts, such as cash collected at sporting events, 
the cashier should sell tickets, which are then collected by a second 
person. This two-person arrangement may not be feasible for low-
attendance events.

• For concession stands, it is preferable to use one cashier. This 
procedure will normally speed up concession operations and reduce 
cash handling problems. This arrangement may not be feasible 
depending on the volume of activity and physical arrangement of the 
stand.

• No collections should be turned over to a cashier, such as the activity 
fund bookkeeper, without receiving a pre-numbered receipt.



Internal Controls

• The activity fund bookkeeper should use pre-numbered, bound 
receipts for all currency or checks received. One copy of each receipt 
should be retained in the receipt book.

• The activity fund bookkeeper should deposit all receipts intact. This 
means that all receipts should be deposited in the form they are 
collected. They should not be used for making change or 
disbursements.

• The activity fund bookkeeper should deposit all receipts as often as 
possible, preferably on a daily basis. Undeposited receipts should be 
kept under lock with limited access.



Disbursement Procedures- Student Activities

• The activity fund supervisor will be handling two types of funds at the 
building level:
• funds which contain moneys belonging to the students (student activity 

funds)

• funds which contain moneys belonging to the district

• Moneys which belong to the students will normally stay at the 
building level, whereas moneys which belong to the district will be 
transferred to the district treasurer, usually by means of a check being 
written on the activity fund checking account.



Disbursement Procedures- Student Activities

• Disbursement of student activity fund moneys is controlled at the 
building level. In contrast, district moneys collected at the building 
level (i.e. moneys belonging to the district, as opposed to the 
students, must, by law, be transferred to, and deposited by, the 
district treasurer (unless exempt under K.S.A. 72-1177) and a policy 
approved by your local board of education).



Disbursement Procedures- Student Activities

• Disbursement procedures for student activity fund moneys will differ 
somewhat from the procedures followed by the district treasurer for 
expending district moneys because of the strict laws that must be 
followed for disbursement of district funds. This approval process is 
the primary difference between student activity funds and district 
funds:
• Disbursement of student activity funds requires approval of the student 

organization’s sponsor and activity fund supervisor (principal).

• Disbursement of district funds requires the approval of the governing body 
(local school board).



Disbursement Procedures- Student Activities

Generally speaking, the disbursement procedures for student activity 
funds at the building level should parallel the disbursement procedures 
at the district level as closely as possible. The following procedures are 
recommended specifically for student activity funds. You may wish to 
add additional procedures, or change these procedures, depending on 
your situation.

• Student activity fund cash disbursements should be first approved by 
the student organization and then by the organization’s sponsor. It is a 
good idea to also require the approval of the activity fund supervisor 
(principal).



Disbursement Procedures- Student Activities

• The district may wish to establish a dollar limit for student activity 
fund disbursements, any disbursement in excess of the limit requiring 
approval at the district level by either the superintendent or the 
school board.

• Student activity fund disbursements should be substantiated by a 
voucher signed by the organization’s sponsor and/or the principal. A 
voucher system similar to that used at the district level would be 
appropriate

• All disbursements should be made by a pre-numbered check. The 
checks normally will be prepared by the activity fund bookkeeper and 
signed by the activity fund supervisor (principal).



Disbursement Procedures- Student Activities

• Certain “small-dollar” purchases may not require the formal use of a 
purchase order or voucher. However, this does not mean that approval of 
the disbursement and related documentation is eliminated. Assuming a 
formal purchase order/voucher form is in use, a form similar to the 
voucher should be completed at the time the activity fund bookkeeper 
writes the check for the disbursement. This documentation of the 
disbursement should then be filed in the same manner as the purchase 
order/voucher forms. This alternative voucher form should show:
• who requested the purchase
• what the purchase was for
• which activity fund is to be charged
• amount
• check number



Disbursement Procedures- Student Activities

• The activity fund bookkeeper should prepare each month a report 
showing the financial activity for each fund the bookkeeper is 
responsible for. Title this report “Activity Fund Monthly Report of 
Cash Receipts and Disbursements” and use these column headings:
• beginning cash balance (this figure should agree with the ending cash balance 

on the prior month’s report)

• cash receipts

• cash disbursements

• ending cash balance

• unpaid purchase orders

• unencumbered cash



Disbursement Procedures- Student Activities

• If unpaid purchase orders exceed the ending cash balance for any 
fund, a cash basis law violation has occurred. The activity fund 
supervisor (principal) should review this report and submit the report 
to the superintendent or designee on a timely basis.



Disbursement Procedures- Student Activities

• The activity fund bookkeeper should prepare a financial report for 
each student organization showing, at a minimum, the organization’s 
cash receipts and disbursements. Preferably these reports should be 
prepared monthly. The reports should be reviewed by the activity 
fund supervisor (principal) and submitted to the student 
organization’s sponsor.

• Each student organization sponsor should compare the report 
prepared by the activity fund bookkeep



Disbursement Procedures- Student Activities

• It is the Attorney General’s opinion that all student activity (i.e. clubs 
and organizations) monies belong to the students. In the event of a 
student activity being dissolved, an attempt should be made to 
contact the student officers that last participated in that student 
activity to determine how those funds should be spent. If the student 
officers cannot be located, the Board should consider a policy on how 
those funds should be used at the student level.



Disbursement Procedures- Student Activities

Example: A class fund that has money left in the account after that 
class graduates.

The board could pass a policy that the club spend the money by a 
certain date. If the fund still has a balance after that date, the money is 
transferred to the next senior class



With All That Being Said….

OLATHE PUBLIC SCHOOLS





Q&A
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