SOUTHWEST TECHNOLOGY CENTER BOARD
OF EDUCATION CFB

ACTIVITY FUNDS

The Southwest Technology Center Board of Education shall exercise complete control over al activity funds and shall
adopt appropriate rules and regulations for handling, expending, and accounting for all such funds.

At the beginning of each fiscal year, the board shall approve all school activity fund subaccounts, all subaccount fund
raising activities and all purposes for which the monies collected in each subaccount can be expended. The board will
approve any activity fund raising events during the fiscal year. The superintendent may approve fund-raisers not on
thelist approved by the board.

The school activity fund custodian will be appointed by the board of education. The board shall review on an annual
basis the surety bond for the activity fund custodian, which shall bein no case less than one thousand dollars ($1,000),
and such bond shall be filed with the clerk of the board of education.

Annually, the board shall approve the various activity funds, beginning balances, depository bank for fund, authorized
signers on the account, and location where interest will be placed.

The superintendent shall cause the activity account to be audited annually by a certified public accountant who will be
selected by the board. The audit shall be furnished to the board and the cost of the audit shall be paid from the general
fund.

No expenditures shall be made from activity funds except by check and on the authorization of the sponsor of the
group to whom the fund belongs. All such checks are to be issued and signed by two (2) of thefollowing: the
superintendent, the campus director, and the business manager.

All activity monies shall be deposited with the office of the superintendent. The custodian of such funds shall cause
the funds to be deposited by the close of the next business day following receipt of the funds.

The custodian of aschool activity fund may provide cash advances to sponsors for travel expenses on behalf of
school district students and sponsors of certain school activities. The cash advances may come only from the school
activity subaccount directly involved in the travel of such students or sponsor and only if the travel is one of the
stated functions or purposes for the establishment of the subaccount. Itemized receipts must be turned in, with
reconciliation of the cash advance, to the custodian upon return to the district.

The business manager shall cause to be kept complete and accurate accounts of all activity funds, and shall see that
monthly reports are made to appropriate parties.

The board of education shall establish a petty cash account to be used only for the purpose of making small cash
expenditures, such as postage, freight or express charges; provided that no single expenditure from the petty cash
account will be made in excess of seventy-five dollars ($75.00), and the total expenditures during any one fiscal year
will not exceed two thousand five hundred dollars ($2500.00).

The superintendent is directed to establish aregulation governing activity funds. Such regulation, when approved by
the board of education, shall be incorporated into this policy and shall become a part hereof.

The board alone has the authority to approve the establishment of accounts by whatever name or style it deems best
suited to its needs for the revenue collected.
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The board shall prohibit purchases from the activity fund for materials or equipment unlessinvoices or delivery tickets
are furnished.

The board shall require that receipts for collections by the custodian be given proper internal control by using pre-
numbered tickets for admission and providing written reconciliation made of tickets sold to actual revenues collected.
Reconciliation documents will be filed and kept as documentation for the activity fund by the duly appointed activity
fund custodian.

The board shall evaluate and adopt standard forms for the documentation of cash receipts.

The board shall require the custodian to deposit receiptsin the local bank in atimely manner as proscribed by statute.

Recognizing that students will also beinvolved in the collecting and accounting of funds through fund-raising and
student activities, the board encourages student participation and instruction in proper accounting procedures.

The board further reguires the following procedures for the activity fund account:
1. Theaccounting system will be under the direction of one individual (business manager), who isresponsible for
keeping all accounts and preparing all financial reports. The business manager may del egate some of these

duties to the activity fund custodian or a central bookkeeper.

2. Recordswill be maintained and will include books of original entry, ageneral ledger, cash receipts records,
expenditure records, and subsidiary ledgers.

3. Summary financial reportswill be prepared on amonthly and annual basis.

4.  Recordswill reflect that the budget has been planned and adopted cooperatively by students, sponsors, and
school officials.

5. A centralized system of accounting and uniform method of handling funds shall be used.
6.  Pre-numbered receiptsfor all money received will be utilized.

7. All money received will be deposited in the bank in a single account, in the name of Southwest Technology
Center School Activity Fund.

8. All expenditures will be substantiated by an invoice or asigned receipt.
9.  Pre-numbered checkswill be used for all disbursements.

10. Two designated signatures will be required to authorize each expenditure.
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11.  All spoiled pre-numbered receipts will be marked void and will be retained.

REFERENCE: 70 0.S. 85-129, §5-129.1
700.S. §22-103

CROSS-REFERENCE:  Poalicy CFBB, Sanctioning of Parent Organizations and Booster Clubs
Policy COF, Vending Machines
Policy DEE-R, Trave and Expenses

Adopted: January 1994 as policy B-129 and policy B-130
Revised: November 1995
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