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INTRODUCTION

In view of the large amount of monies received from and expended for stu-
dent/campus activities, the demand has developed for efficient, thorough
and safe management of these funds. Therefore, this manual is designed to
provide a set of standardized controls, rules, regulations, procedures, and
forms for the administration of the Tyler Independent School District Activ-
ity Funds. One such rule is: no deficit balances may be maintained in
activity funds without approval by the Director of Financial Services.

Principals, recordkeepers, and sponsors are responsible for following the
controls and procedures prescribed in this handbook. The term “record-
keeper” will be used throughout this manual to indicate whoever handles
the transactions and maintains the records of the activity funds and/or
petty cash fund on their campus.

This manual supersedes all prior publications regulating the administration
of Activity Funds.
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SECTION 1 - GENERAL INFORMATION
1.1 PURPOSE OF ACTIVITY FUNDS

Funds, acquired by student bodies, teachers, or groups of students from
sources listed below, are considered Activity Funds.

Concession sales at activities and events.

Ticket sales for entertainment such as plays, fairs, carnivals or

shows.

Student publication sales.

Vending machine sales.

School stores.

Funds raised from dues or profits from activities of clubs or

groups within the student body.

7. Profits from any other student body activity that is not a part of
the regular instructional program.

8. Contributions designated for specific purposes on the campus.

N =

oGk

In actual practice, there are four types of activity funds. The first type,
campus activity funds (accounts beginning with 461) is used for various
purposes such as school pictures, vending, parking permits, library fines,
faculty/staff courtesy funds, clothing/medical funds, etc. Fund 461 is in-
cluded in the Special Revenue Funds.

The second type, student activity funds (accounts beginning with 865), con-
sists of funds that are basically the property of school groups, such as a
student council, pep squad, class funds, clubs, etc. These groups are offi-
cially sanctioned by local school district policy. These funds are generally
controlled by the student group under the supervision of a member of the
professional staff, and the school district’s main involvement is to provide
stewardship by accounting for the funds. The third type (accounts begin-
ning with 810) is designated for scholarships. The fourth type (accounts
beginning with 899) includes all TISD Foundation awards.

Funds 865, 810, and 899 are Fiduciary Fund types.
An excerpt from TEA’s Financial Accountability System Resource Guide,

version 11.0 is on the next page. This can help you determine whether an
activity account should be in Fund 461 or Fund 865.
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5.5.1 Major Classes of Activity Fund Operations

Activity funds historically have been accounted for by school districts in various fund
groups: general fund, special revenue funds and agency funds. A school district
should consider the following questions to determine the proper method and fund in
which activity funds should be accounted:

* Does local board policy allow for recall of excess or unused fund balances into the
general fund for general school district use? If so, these activity funds should be ac-
counted for in the general fund, and revenues and expenditures should be budgeted.

* Do other persons besides the students involved in the activity fund (teachers, spon-
sors, principals, administrators, etc.) have access to activity fund money to use in a
manner that does not directly benefit the students involved in the activity funds? If so,
this money should be accounted for in Fund 461 - Campus Activity Funds.

* Do the activity fund financial decisions rest solely with the students? If so, this
money should be accounted for in Fund 865 - Student Activity Account which serves
as an agency account for student club or class funds.
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The activity funds are designed to account for funds held by a school in a
trustee capacity or as an agent for students, club organizations of the cam-
pus, teachers and the general administration of the school. These funds are
used to promote the general welfare of each school and the educational de-
velopment and morale of all students. The accounting function for the
activity fund is delegated to each campus and must comply with the con-
trols and procedures required by this manual.

1.2 RESPONSIBILITY FOR ACTIVITY FUNDS

The school principal is responsible for the proper collection, disbursement
and control of all activity fund monies. This responsibility includes:
1 Providing for the safekeeping of monies.
2. Proper accounting and administration of fund transactions.
3 Expenditure of funds in compliance with applicable state laws,
and local board policy administrative guidelines.
4. Adequate training and supervision of all personnel designated
by the principal to administer activity funds

Student organization sponsors (Fund 865) are responsible to see that stu-
dents participate in decisions about how the funds they raise are spent.
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This can be documented in minutes of the organization. In addition, spon-
sors are responsible for getting student officer signatures on Activity Fund
Check Requests.

The principal is not responsible for funds collected, disbursed and con-
trolled by parent or booster organizations. These parent and booster
organizations funds are not to be accounted for in the school's activity fund.

1.4 SPECIAL AUDITS

An audit is to be performed whenever there is a change in principal or re-
cordkeeper. A principal may request in writing a special audit of his activity
funds and/or petty cash if a situation or event warrants it. In addition to
being subject to audit at any given time by Financial Services or the Internal
Auditor, activity funds are also subject to audits by the external auditors on
a test basis.

1.5 RETENTION OF RECORDS

All records should be kept current and in good order, for a period of three
years after the conclusion of the fiscal year in which the transaction oc-
curred, and available for audit at any time.

SECTION 2 - BASIC RECORDS

All records must be completed in ink. A copy of all records submitted to ac-
counting must be retained for audit purposes.

2.1 CASH RECEIPTS

Cash Receipts are the means of accurately recording cash received and pro-
viding support for each bank deposit. Only pre-numbered cash receipts are
to be used.

2.2 ACTIVITY FUND DEPOSIT RECORD

With each submittal of monies for deposit, a sponsor must properly com-
plete an Activity Fund Deposit Record (or be given a completed cash receipt
from a pre-numbered cash receipt book). Pre-numbered Activity Fund De-
posit Records are available from Story Wright and must be kept at all times
during the fiscal year in the recordkeeper’s office (a pre-numbered cash re-
ceipt book may be used in lieu of the Activity Fund Deposit Records). The
recordkeeper should count the funds in the presence of the depositor in
order to verify the deposit total. The sponsor must keep the pink copy of
the completed Activity Fund Deposit Record (or copy from the cash receipt
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book). The copy retained by the sponsor is the only acceptable proof that
funds were submitted for deposit. A copy of each Activity Fund Deposit Re-
cord (or the pre-numbered cash receipt book) completed or voided will be
maintained in sequential order by the recordkeeper and reconciled to a
bank deposit slip to ensure that all funds are deposited in the bank.

2.3 BANK DEPOSIT SLIPS

Deposit slips, once validated by the bank, serve as a record for the specific
date that receipts were credited for the bank account. Deposit slips are ob-
tained from the bank as needed and must be printed with the school's
Activity Fund account name.

2.4 REQUEST FOR CHECK

For secondary schools, an Activity Fund Check Request form must be com-
pleted with the proper authorized signatures before an Activity Fund check
will be issued. The Activity Fund Check Request forms are available from
Graphics. For Fund 865, a student officer must sign the request as evi-
dence of the student group’s approval for any student activity check
request.

2.5 PRE-NUMBERED CHECKS

Pre-numbered checks are used to disburse all funds from the activity fund
checking account. Checks must be pre-printed with the school name.
When ordering additional checks, new check numbers should sequentially
follow the preceding check order. If QuickBooks Pro is used to print checks,
be sure that the check stock is compatible with this software.

2.6 MONTHLY BANK STATEMENTS

The bank statement is the official bank record reflecting all transactions af-
fecting the cash balance on deposit during the preceding month. A bank
statement should be received and reconciled each month in a timely man-
ner. A copy of the reconciliation is due in Financial Services by the 15th.
After being properly reconciled, the statement serves as official support for
the cash balance indicated in the activity fund records.

2.7 QUARTERLY SALES TAX COLLECTION REPORT

Each campus must submit a Quarterly Sales Tax Collection report to Fi-
nancial Services even if no sales tax was collected. If sales tax was collected
during the quarter, an itemization indicating the portion of sales tax col-
lected by each organization must be submitted.
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2.8 FUND RAISING APPLICATION AND FINANCIAL RECAP FORM

To request permission to conduct a fund raiser a sponsor must complete the
application portion of this form and submit it to the principal or his repre-
sentative. Upon completion of the fund raising activity, the financial recap
section of the Fund Raising Application and Financial Recap form must be
completed by the sponsor. After approval is received, the white copy of the
form must be filed with the recordkeeper while the yellow copy will be re-
tained by the sponsor.

2.9 QUICKBOOKS REPORTS

A. The following are definitions of the QuickBooks reports that are
submitted to Financial Services.

1.

The “Replenishment Request by Account” report should
be submitted along with the “Replenishment Request
Itemization” to Financial Services when you are request-
ing a replacement for activity funds expended out of the
campus checking account.

The “Bank Reconciliation” should be prepared monthly af-
ter the bank statement is received and submitted to
Financial Services. (SEE Section 3.3 for more information
about bank reconciliations.)

For the high schools, the “Activity Fund Deposit Report”
should be submitted to Financial Services whenever a de-
posit is sent to the bank. Financial Services will use this
report to credit the proper activity fund accounts when
the validated deposit slip is returned from the bank.
Elementary and middle schools can use this report, but
it’s not required unless you have many accounts on the
same deposit; you can just write the accounting code on
the deposit slip.

The “Petty Cash Replenishment Request” will be used
only by the campuses that have a petty cash fund. This
report is the same as the “Replenishment Request by Ac-
count explained above except this is to replenish your
petty cash fund only instead of the checking account.
(SEE Section 8 of this manual for more information on
setting up a petty cash fund.)

B. The following QuickBooks reports can be helpful, but only if all
related transactions (purchase orders, trip invoices, activity
fund deposits, journal entries, etc) are recorded in QuickBooks.
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Recording all activity transactions in QuickBooks is not re-
quired; each campus principal can decide whether the effort is
worth the end result.

1. The “Quick Reports” are an itemization of all additions
and deductions from an individual activity fund. This re-
port can be provided to a sponsor for their information,
can be used to ensure your records match the monthly
reports received from Financial Services, and as the an-
nual report that sponsors will be required to sign at year
end. The “Quick Report” is not required to be submitted
to Financial Services.

2. The “Detailed Transaction Report” is the same as the
“Quick Report” except it separates the entries by reve-
nues, distributions, etc., and it requires more specific
information to produce it.

3. The “Account Balances” report will itemize each activity
fund account balance, but does not itemize the individual
transactions within each account. This can be used the
first of each month to compare the balances on Financial
Services report. Then print out a “Quick Report” for the
balances that do not match to determine why the bal-
ances do not match. Usually the difference is due to a
timing difference.

C. A copy of all of the above reports (in Section 2.9.A) should be
maintained and filed for audit purposes. Each month the re-
cordkeeper will review the activity fund computer printout from
Financial Services for accuracy and completeness. In addition,
the recordkeeper will distribute copies of the monthly reports
from Financial Services to the appropriate sponsors.

At the end of the school year, the recordkeeper should provide a
Transaction Activity Report (an annual detailed transaction re-
port that covers the entire fiscal year from September 1st
through August 31st) for each account to the account’s sponsor.
This report will be printed by Financial Services to the campus
printers after all adjusting journal entries are posted at year-
end. The sponsor should review all transactions recorded dur-
ing the year prior to signing the report. The signed annual
report must be returned to the recordkeeper. The sponsor’s
signature on the annual Transaction Activity Report will indi-
cate the report’s agreement with the sponsor’s records. If the
annual report is not signed by the sponsor and returned to the
recordkeeper in a timely manner, approval of future fund rais-
ing projects will be denied.
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SECTION 3 - BANKING PRACTICES AND PROCEDURES

3.1

3.2

3.3

BANK ACCOUNTS

A.

Each school shall have only one bank checking account that
must be entitled "(Name of School)". This account title must be
pre-printed on all Activity Fund checks and deposit slips. All
monies received will be deposited into the District’s Trust and
Agency account, and campus disbursements, with the excep-
tion of petty cash, will be made by a check drawn on the
campus checking account.

Only activity fund transactions may be directed through the Ac-
tivity Fund bank account. Transactions controlled by the
lunchroom or by outside organizations such as the PTA or
booster clubs, must be handled through that group’s own
bank account.

All activity account fund balances at the end of the school year
will be carried forward to the next school year. Any money
remaining in the senior class account one year after
graduation, will be transferred to the campus general ac-
count.

Each campus is responsible for managing the cash balance of
the checking account. Funds are deposited into the campus
checking account only when Financial Services receives and
processes a replenishment request. The bank will charge the
campus account if there are any overdrafts.

CHECK SIGNATURE

A.

Each bank account must have at least two authorized check
signers from the campus, one of which must be the princi-
pal. The Director of Financial Services will be an authorized
check signer on all campus bank accounts in case of an emer-
gency situation.

Each check must be manually signed by two of the authorized
check signers.

BANK RECONCILIATION

A.

One of the most important aspects of the recordkeeper's job is
the prompt reconciliation of the Activity Fund bank account. It
is the principal's responsibility to see that the recordkeeper has
adequate time to promptly complete the bank reconciliation and
submit a copy to Financial Services each month.
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B. Upon receipt, the bank statement is reconciled to the check-
book and the balance of the checking account maintained in

QuickBooks.

C. If a bank error is found during bank reconciliation, contact Fi-
nancial Services if you need help resolving the problem.

D. Since the principal is held ultimately responsible for the activity

funds, it is recommended that the principal review the bank
statement monthly for unusual items.

E. The school principal should document approval of the bank
reconciliation by signing the completed bank reconcilia-
tion.

F. After the bank reconciliation has been approved by the princi-

pal, a copy of the entire bank reconciliation must be sent to the
Coordinator of Accounting each month.

G. A complete bank reconciliation copy must be kept with the
campus activity fund records for each month.

SECTION 4 - ISSUING CASH RECEIPTS
4.1 GENERAL RECEIPTING PROCEDURES
A. All cash and check collections must be receipted using a TISD

receipt book (or pre-numbered Activity Fund Deposit Records)
immediately and in ink by the person receiving the money:

1. Original (white) to person submitting the money.
2. Posting and file copy (yellow).
3. Permanent copy (pink) retained in the receipt book (or Ac-
tivity Fund Deposit Records kept in sequential order).
B. The TISD cash receipt must contain the following to be consid-
ered properly completed.
1. Date, campus and amount.
2. The individual or firm submitting the money. A receipt

may not be issued to more than one person. If a check is
received, the maker of the check (if different than the per-
son turning in the money) must be indicated on the

receipt.

3. An explanation of the purpose for which the money was
received.

4. The correct Activity Fund account code.

5. The signature of the person receiving the money. The
signature must be manual; signature stamps are forbid-
den.

C. It is required that the sponsor properly complete the activity
fund deposit record form prior to leaving any monies with the
recordkeeper. In addition, it is preferable that all monies are
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counted in the presence of the person turning in the money.
Uncounted monies should never be left with the recordkeeper.
Receipts are not to be pre-signed or predated.

Post dated checks cannot be accepted from any source.

Under no circumstances shall a cash receipt be altered. If
an error occurs, VOID the original receipt and all duplicates,
then issue a new receipt. The original of the voided receipt
must be attached to the copies and retained for audit purposes.

SECTION 5 - DEPOSIT OF FUNDS

5.1 GENERAL OPERATING PROCEDURES

A.

Deposits must be made whenever cash collections exceed $300
for secondary schools and $100 for elementary schools. On
school days, a courier service will pick up deposits on a daily
basis. Campus personnel should not be taking deposits to the
bank unless the courier service is not operating. If the courier
service is not operating, deposits may be brought to Financial
Services or taken to the bank. If the deposit is very large and
the courier service is not running (example — Summer School),
TISD police should be called for security.

Even if the cash on hand does not exceed the maximum allow-
able, deposits must always be made on Friday. Undeposited
receipts at the close of the school week (normally Friday except
in the case of holidays) should be kept to a minimum.

All checks held for deposit must be endorsed as follows:
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For Deposit Only
TISD Trust & Agency Fund
# 1294318

All checks must be endorsed at the time they are receipted or
accepted. It is helpful if the reason for the payment is on the
memo line on the check.

D. Deposit slips should include receipt numbers to allow for an
audit trail. All cash receipts must be deposited in numerical
sequence.

E. Re-deposits (of returned checks) must be delivered to Financial

Services so that they can be properly accounted for. See Sec-
tion 6 on Returned Checks.

G. All monies on hand at the end of the school year, including
petty cash, should be deposited prior to closing the books for
the year. See Section 8 for Petty Cash procedures.

5.2 PROCEDURES FOR PREPARATION OF BANK DEPOSITS

A. A bank deposit slip must be prepared in triplicate and must in-
clude the following:

1. The date and amount of the deposit

2. The cash receipt number(s) issued that are being de-
posited.

3. A listing of each check being deposited.
Send the white and pink copies to the bank. Retain the yellow
copy. Financial Services will send the campus a report when
the deposit is posted in the general ledger. It’s a good idea to
match the yellow copy to the Deposit Report from Financial Ser-
vices. In that way, the recordkeeper can ensure that all
deposits are posted timely.

B. The sum of the amounts of the supporting cash receipts must
agree with the amount of the deposit slip.

C. The original copy of the deposit slip is retained by the bank and
returned with the monthly bank statement. The pink copy is
validated by the bank and mailed to Financial Services.

D. For each deposit, the campus needs to communicate to the
cashier in Financial Services the account code(s) to be credited.
This can be done in one of three ways:

1.  Send (or fax) an Activity Deposit Report from QuickBooks
that agrees to the deposit amount (required for the high
schools).

2. Send (or fax) a copy of your bank deposit slip with the
code(s) written on it.
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3. Rely on the bank mailing the pink copy to Financial Ser-
vices. This method takes the longest time to post a
deposit and is the least reliable.

5.4 CASHING OF CHECKS

The practice of cashing personal and/or payroll checks is prohibited.

SECTION 6 - RETURNED CHECKS AND RE-DEPOSITS

6.1 RETURNED CHECKS

Occasionally, a check that had been previously deposited is returned by the
bank. A check may be returned for improper signature, insufficient funds,
or account closed. When a check is returned by the bank, the following
procedures are followed:

A.

A collection agency receives the returned check directly from the
bank. All NSF and Uncollected Funds checks are converted
into "electronic checks" which are presented to the check
writer's bank. If that doesn't return the money, the collection
agency will send a series of letters requesting payment. Check
writers may pay the collection agency by electronic check, credit
card or by certified funds via mail. After 60 days any uncol-
lected checks are returned to Financial Services. Once a check
is returned as uncollectible, Financial Services writes it off and
charges the account where it was originally credited. Principals
and recordkeepers are notified by email when checks are writ-
ten off.

No checks shall be accepted from a party who has not redeemed
a previously returned check. Recordkeepers should take note
of the names when checks are written off for the campus to pre-
vent accepting another NSF check. Financial Services can be
contacted if there is a question about accepting a check from
someone.

If someone contacts the recordkeeper about a returned
check, the secretary to the Director of Financial Services
must be contacted before any arrangements are made for
that person to pay for the returned item.
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SECTION 7 - DISBURSEMENTS
7.1 GENERAL POLICIES

A. Checks may not be written at the schools for expenditures ex-
ceeding the following:

$1,000.00 high schools
500.00 middle schools
250.00 elementary schools

unless approval is given in advance by the Director of Financial
Services. DO NOT split payments to avoid exceeding the limit.

B. Although campuses are allowed to issue checks, purchase or-
ders are still required when a planned purchase is being made.
In addition, purchase orders must be used for all purchases of
tagged items or fixed assets.

C. When items are included in a competitive bid process by the
district, a campus check or purchase requisition form may not
be used to purchase those items from a vendor different from
the vendor awarded the bid.

D. Except for purchases of tagged items and fixed assets, purchase
requisition forms (short POs) can be utilized when making pur-
chases from activity funds costing up to $200.00. Give the
vendor the original white copy; send the duplicate yellow copy
to Financial Services with the receipt as soon as possible. Keep
the third copy for your records.

E. The school principal is fully responsible for all purchases
and commitments requiring the present or future dis-
bursement of activity fund monies.

F. Student Activity Funds (Fund 865): Funds collected by stu-
dent groups shall be used only for purposes authorized by the
organization or upon approval of the sponsor. The principal or
designee shall approve all disbursements. All funds raised by
student organizations must be expended for the benefit of the
students. (TISD Board Policy CFD (local))

Student activity fund monies shall be expended in such a way
as to benefit those students, currently in school, who have con-
tributed to the accumulation of such money. The principal
must ensure that expenditures from these accounts are for the
intended purpose of the group and should not be diverted for
other uses.
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Campus Activity Funds (Fund 461): The principal shall be
authorized to expend funds from the campus administrative ac-
tivity fund to be used for activities of the students, faculty, staff,
or campus.

G. Deficits in activity accounts will not be permitted without the
prior approval by the Director of Financial Services. This will
only be granted in the event of timing differences between re-
ceiving funds collected and issuing overdrafts. (Example — a
charter bus needs to be reserved but the students are still turn-
ing in their money.)

H. All contracts, installment contracts, lease agreements and let-
ters of agreement must be signed and approved by the school
principal. This requirement includes commitment and obliga-
tions to disc jockeys, bands, fund raising companies,
reservations at hotels for party rooms, ballrooms and restau-
rants. No contract or agreement may extend over one (1) year
from the date of the contract or agreement without a specific
authorization in writing by the Director of Financial Services.

L. Campus checks may not be issued to a principal. All reim-
bursements/payments to the principals must be approved
by their supervisor (Tyler ISD Board Policy CFD Local) and
processed by Financial Services.

7.2 REQUEST FOR CHECK

A. A completed Activity Fund Check Request shall be the authority
for the issuance of an Activity Fund check. It must be properly
completed prior to issuance of a check. Elementary schools
are exempt from this requirement. They must still keep ap-
propriate documentation for each check issued.

B. A completed Activity Fund Check Request form must include:

The payee

Date and amount

A brief description of the purchase and/or reason

Activity account number to be charged

Signature of approval by:

a. Officer of the Club (if applicable) — All Fund 865 re-

quests must be signed by a student officer

b. Sponsor (if applicable)

c. Principal

6. Check number (when approved)

Gk W
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7.3

7.4

The Request for Check form must be attached to the supporting
documentation and kept on file for audit purposes. Proper
supporting documentation shall include:

1. Vendors' original invoices. Periodic statements are not
adequate supporting documentation.
2. Sales slip or cash register tapes from teachers or other

employees who request reimbursement for items pur-
chased from their own funds.

3. Other supporting documentation may include letters, an-
nouncements and renewal notices when invoices are not
provided by the vendor.

4. Credit card statements, customer copy of charge slips
and copies of personal checks are not adequate sup-
porting documentation.

All invoices must be checked to ascertain that sales tax has or

has not been properly charged since most purchases made by

schools are tax exempt. (SEE Section 12 on Sales Tax in this
manual.) If sales tax is reimbursed, the reason for payment
must be documented.

ISSUANCE OF CHECKS

A.

No expenditure of funds shall be approved by the principal
unless sufficient funds are available in the appropriate activity
account. Thus, no check shall be drawn on any account with a
negative balance unless it is a matter of a timing difference and
proper approval has been obtained.

All payments shall be made by preprinted and prenumbered Ac-
tivity Fund checks.

All Activity Fund checks must be manually signed by two au-
thorized check signers.

Payments must always be made to a specific person, company
or organization. Checks must never be made payable to "cash."
Under no circumstances shall checks be pre-signed by an au-
thorized check signer.

All checks must be computer generated, typewritten or com-
pleted in ink.

"VOID" checks must have the signature area cut out and be
kept on file for audit purposes.

ADVANCE PAYMENTS

A.

Advance payments are not allowed for district employees travel-
ing without students.
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Advance payment may sometimes be requested for necessary
expenses to be incurred by clubs or other student groups en-
gaged in out-of-town travel.

All advances must be processed by Financial Services in order
to ensure compliance with IRS regulations. Campus checks
may not be written for travel advances.

See TISD Travel Guidelines for more information on advances.
These are available on the Financial Services website.

7.5 SUPPLEMENTAL PAYMENTS TO EMPLOYEES FOR SERVICES

The principal may occasionally compensate District employees for additional
services performed for a campus or student organization (Ex. judging a con-
test or officiating a game). Such auxiliary services are those discharged by
the employee in addition to his normal, specified duties and performed out-
side of regular work hours. Such payments should not be made directly to
the employee by campus check. The correct procedures are as follows:

A.
B.

Complete an Additional Pay Request form.

The Additional Pay Request form must have all of the following
information prior to being sent to payroll for processing,

Name, address, and SS# of employee.

Description of services performed.

The signature of the employee, sponsor, and principal

The date of service, hours worked, rate per hour, and to-
tal pay earned.

5. The account number to be charged.

Include the white copy of the Additional Pay Request Form with
the next payroll transmittal. The yellow copy of the Additional
Pay Request Form should be filed in the folder of the activity
fund being charged for the services.

Payment will be made to the employee on their next regular
paycheck.

bl S

7.6 PAYMENTS TO NON-EMPLOYEES FOR CONTRACTED SERVICES

A.

Payments for services performed by individuals not employed by
the District may not be made directly from the Activity Fund
checking account or a petty cash fund. These must be paid
through Financial Services in order to comply with IRS Form
1099 reporting requirements.

For employment of non-district personnel as a consult-
ant/instructor the Contract for Consultant Services should be
completed prior to the services being rendered. The social secu-
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rity number and mailing address of the individual rendering
services must be obtained in order to issue an IRS Form 1099-
MISC. Club sponsors must not pay a non-employee using ei-
ther their personal check or cash, then seek reimbursement
from the activity fund.

7.7 MEMBERSHIP FEES

Activity Fund monies (school accounts) may not be used for individual
membership dues in an organization. Membership dues in the name of
TISD or the campus are allowable expenditures from Activity Funds.

7.8 LOANS
Transfers as loans between activity funds are prohibited.
7.9 PROFESSIONAL CONFERENCE EXPENSES

Advance payments are not allowed for district employees traveling without
students. Activity fund monies may be used for professional conference ex-
penses only in accordance with the District's procedures for out-of-district
travel. Upon return, the employee should submit a completed TISD Travel
Voucher form, along with any appropriate receipts, to the campus principal
for approval. Once the voucher is signed and coded properly, the record-
keeper will enter a Direct Pay Request. Financial Services will process a
reimbursement check once the signed, completed Direct Pay Request is re-
ceived. All travel reimbursements must be processed by Financial Services;
campus checks cannot be used for travel reimbursements to employ-
ees.
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SECTION 8 - PETTY CASH

8.1 GENERAL PURPOSE

In order to facilitate refunds and minor emergency purchases, a principal or
campus administrator may request the establishment of a petty cash fund.
8.2 AUTHORIZATION

Establishment of a petty cash fund requires authorization from the Director
of Financial Services. Authorization will be withheld until sufficient training
in maintaining a petty cash fund is completed by the campus bookkeeper or

secretary.

8.3 RESTRICTIONS

A. Only one petty cash fund per campus is allowable. A student
activity petty cash fund is not allowable.
B. The maximum allowable amount of a campus petty cash fund is
as follows:
Secondary schools $ 150
Elementary schools $ 100
C. The maximum allowable individual expenditure amount from a

campus petty cash fund is $50. An individual expenditure over
$50 will result in the closing of the campus petty cash fund.

D. Petty cash funds will not be available as a supplement to de-
pleted budget items.
E. Cashing employees’ payroll or other checks and loans to em-

ployees or other persons are strictly prohibited.

8.4 RESPONSIBILITIES

A. The school principal or campus administrator is responsible for
maintaining and protecting the petty cash fund.
B. Store the petty cash fund in a secure location such as a locked

filing cabinet or safe.
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8.5

OPERATIONS

All petty cash funds will utilize the imprest system, as described below.

8.6

8.7

FUNDING OF PETTY CASH FUND

A.

Financial Service’s issuance of a check in the desired amount
(not to exceed the maximum allowable amount) at the beginning
of each year funds the petty cash account. The check will be
payable to “petty cash” followed by the name of the principal.
(Example: Petty Cash - Jane Doe) The principal shall then en-
dorse the check and cash it at the bank.

Retaining monies from deposits in order to fund a petty cash is
strictly prohibited. A violation will result in immediate suspen-
sion of the petty cash fund.

PETTY CASH DISBURSEMENTS

A.

Each campus with a petty cash fund will utilize a duplicate
petty cash voucher book. A petty cash voucher book should be
used (available from an office supply store). A properly com-
pleted petty cash voucher requires the following:

Date and amount

Account number to be charged and vendor

Description and/or purpose of the expenditure

Signatures of the individual receiving the monies

and the individual maintaining the fund

The voucher must be properly completed prior to any issuance
of petty cash monies.

After issuance of petty cash monies, keep the completed white
copy of the petty cash voucher in the petty cash box or bag.
Attach the original sales ticket or other suitable documentation
to the white copy of the completed petty cash voucher. All
vouchers must have documentation attached prior to a replen-
ishment request.

When the cost of the items is not known in advance, complete
the voucher for the dollar amount given. When the individual
returns with the receipt and change, show on the voucher the
amount returned and the new total for the voucher. The new
total will match the store receipt total.

Never remove the yellow copy of the petty cash voucher from
the book. Do not discard a voided petty cash voucher. Instead,
mark it void and staple the white copy to the yellow copy in the
book.

el el NS
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F. The total of the remaining cash and the petty cash vouchers in
the petty cash box or bag must always total the originally is-
sued petty cash amount.

Example: Total + Total = Original
Cash Vouchers Petty Cash
23.49 + 76.51 = $100.00
G. Petty Cash Funds are not to be used for travel advances, non-

employee services or consulting, or additional pay for employ-
ees. Instead the proper TISD forms should be submitted to
Financial Services or payroll for reimbursements.

H. Petty Cash Funds will be subject to unannounced audits.
Expenditures without proper documentation will result in the
suspension of the petty cash fund.

8.8 REPLENISHMENT OF PETTY CASH FUND
Replenish the petty cash fund, when the remaining cash balance of the

petty cash fund becomes low. Submit a petty cash replenishment report to
Financial Services. The petty cash replenishment report includes:

A. Date, amount, and vendor
B. Name of the individual receiving the monies
C. Account number being charged

D. Signature of the principal
This is entered as a Direct Pay Request with the payee as the principal or
recordkeeper.

8.9 ANNUAL CLOSING OF PETTY CASH FUND

Campuses in continuous operation (summer school, etc.) can maintain their
petty cash fund year round without closing out the petty cash fund. Other-
wise at the close of each school year, the petty cash on hand should be
receipted and deposited in the Activity Fund bank account. The receipt is
coded to the Petty Cash account, which should be -0- after closing.
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SECTION 9 - FIXED ASSETS & TAGGED NON-CAPITAL ITEMS
9.1 DEFINITION

Fixed assets are purchased or donated items that are tangible in nature,
have a life longer than one year, have a unit value of $5,000 or more,
and/or may be reasonably identified and controlled through a physical in-
ventory system.

Tagged non-capital items are $500 or more per unit and are tagged for in-
ventory purposes. Items to be tagged for inventory purposes under the
$500 minimum limit include: video cameras, musical instruments, PDAs,
hand-held radios, and any other highly accessible items placed on cam-
puses.

9.2 FIXED ASSET AND TAGGED NON-CAPITAL ITEMS PURCHASED
FROM ACTIVITY FUNDS

A purchase order must be used for activity fund purchases of all fixed as-
sets and tagged non-capital items.

Purchasing fixed assets and tagged non-capital items with a campus check
or short purchase order is strictly prohibited. The fixed assets and tagged
non-capital items must be delivered directly to the Coordinator of Fixed As-
sets for tagging and addition to the campus inventory records. All fixed
asset and tagged non-capital item purchases on behalf of student groups
are considered property of the school district; and if possible will remain on
the campus where purchased.

9.3 DONATIONS

A. Acceptance of donated fixed assets, as well as all other dona-
tions, must be approved by the appropriate administrator. See
instructions for donations on the District Donations form on
TISD’s website.

B. Approved and accepted donated fixed assets and tagged non-
capital items must be tagged and added to campus inventory
records. The Coordinator of Fixed Assets must be notified of
the acquisition.
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SECTION 10 - PURCHASING POLICIES AND PROCEDURES

10.1 PURCHASES FROM ACTIVITY FUNDS

All TISD purchasing policies and procedures must be followed, when appli-
cable to the purchase(s) being contemplated. Purchasing Policies are
available online at this website:

http:/ /www.tasb.org/policy/pol/private/212905/ (CH policies). Please feel

free to call the Purchasing Department for guidance in complying with these
policies if you have any questions about them.

SECTION 11 - VENDING MACHINES

Once the district awards a vending machine contract, school-serviced vend-
ing machines will be prohibited.

SECTION 12 - STATE SALES AND OCCUPANCY TAXES

12.1 TAX STATUS OF PURCHASES

A.

SCHOOL TRIPS: MEALS & LODGING: School employees and

students traveling on official business should take a Hotel Tax

Exemption Certificate to the hotel/motel so that state hotel oc-

cupancy tax will not be charged. The district employees and

students are not exempt from local hotel/motel occupancy tax.

Sales tax is not due on meals purchased by a school for an ath-

letic team, band, debating club or similar school-supervised

organization on a school-approved trip. The school must pay
the restaurant bill with a school district purchase order or pro-
vide the restaurant with an exemption certificate. Individual
members of the traveling group may not claim the exemption.

School employees traveling on official business are required to

pay sales tax on meals even though they are reimbursed by the

District.

OUT OF STATE VENDORS: When items are purchased for re-

sale from an out of state vendor, the District is not subject to

sales tax from other states. Should an out of state vendor in-
clude sales tax on the invoice for items purchased for resale, the
school should proceed as follows:

1. Deduct the sales tax from the invoice total and make the
check for the amount of goods and any shipping and
handling fees only.

2. Complete a Texas Sales Tax Resale Certificate and send
the certificate along with the check to the vendor.
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TAX EXEMPT PURCHASES All items purchased by a public
school or school district for the school’s own use qualify for an
exemption from sales tax. The school, school district or author-
ized agent should provide the seller with a Texas Sales Tax
Exemption Certificate. To be valid, the certificate must state
that the merchandise being purchased is for the organization's
own use in providing education, is being made in the name of
the organization, and that payment shall be made from the or-
ganization's own funds. The school district should not
reimburse employees for sales tax they paid on purchases made
on the behalf of the school district. Purchases by individuals
for their own use, even though connected with a school or
school organization are not tax exempt. (EX. Cheerleaders pur-
chasing their own uniforms, Athletic teams purchasing their
own jackets.) The State does not issue Tax Exempt numbers.
TAX EXEMPTION CERTIFICATES do not require numbers.
However, most retailers require some type of identification, so
it’s a good idea for the employee to take his/her TISD ID badge
when making a District purchase.

12.2 TAX EXEMPT SALES

Public schools and school-related organizations need not collect sales tax on
the following:

Fees and admission tickets, including football and drama tickets
Club memberships
Deposits

Sales of food and soft drinks sold during a regular school day, sub-
ject to an agreement with the proper school authorities

Sale of whole cakes or pies

Food and drinks sold at PTA carnivals

Exempt Food Sales

The sales tax is not collected on meals and food products, including
candy and soft drinks, served in an elementary or secondary school
during the regular school day by a school, student organization or
PTA subject to agreement with school authorities.
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This exemption from the sales tax applies to guests, employees, or
teachers served in a school cafeteria or teacher's lounge during the
regular school day.

The sale of food, including candy and soft drinks, is exempt from the
sales tax when sold by an organization associated with a public or
non-profit private elementary or secondary school (4-H clubs, Future
Farmers of America, Future Homemakers, etc.) if:

1. The sale is part of a fund-raising drive sponsored by the organiza-
tion; and

2. All net proceeds from the sale go to the organization for its exclu-

sive use.

12.3 TAXABLE SALES
A. Supplies and Publications

Public schools and school-related organizations must collect the
sales tax on the following:

1. School-purchased supplies sold directly to students includ-
ing athletic equipment and physical education uniforms

2. Fees for materials when the end product becomes a posses-
sion of the student.

3. Student publications such as yearbooks and football pro-
grams

4. School rings.
5. Books sold to students at book fairs

NOTE: The contract with a vendor may specify that the vendor
will collect and remit applicable sales tax to the state (example -
Lifetouch, Scholastic Book Fairs). In this case, the school does
not have to report these taxable sales on the quarterly sales tax
report.

B. Sales by Teachers and Students

Teachers and students MUST COLLECT the sales tax on
merchandise other than food products they sell.

If the school assumes responsibility for the activity and/or
sales, the school is responsible for insuring the tax is paid. The
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school may purchase items tax free and must collect the tax
when the items are sold.

C. Band boosters are required to pay sales tax when purchasing
taxable items and to collect sales tax when selling taxable
items.

D. There are no Tax Exempt numbers. Exemption certificates DO

NOT require numbers.
12.4 ONE-DAY TAX FREE SALES

An exception for the collection of sales tax for exempt organizations is avail-
able if all the items are sold at a one-day sale or auction. The one-day sale
or auction exception applies only twice a year; therefore, three or more ex-
empt sales or auctions cannot be held within the year. Each school campus
is a separate organization for this purpose. In addition, the exception also
applies to each organization within the school and to outside organizations
(such as PTA) affiliated with the school (source: State Comptroller Sales Tax
Publication 96-122). An item to be sold at the one-day sale may be pur-
chased tax free by issuing an exemption certificate to the seller. The
certificate must state that the taxable item is to be resold at the one-day
sale.

According to the State Comptroller’s office a bona fide chapter is a group
that must be organized for some business or activity other than instruction
or a participatory group. Essentially, any student group that is recognized
by the school and is organized by electing officers (not just participatory
captains), holding meetings, and conducting business are bona fide chap-
ters of the school and each group may have two, one-day, tax-free sales in a
calendar year. Groups meeting for classroom instruction or team sports
are not categorized as bona fide chapters and do not qualify for the
tax-free day sales.

For example:

The school district qualifies for a tax-free day.

The school-wide fundraiser qualifies for a tax-free day.

The Basketball Club qualifies, but the basketball team does not.
The Cheerleader Club qualifies, but not the cheerleader team.

The Debate Club qualifies, but debate teams and classes do not.

The French Club qualifies, but the French classes do not.

The Senior Class qualifies, but not one particular class that has sen-
iors in it.

NOTE: This is a good way to reduce the cost of uniforms, yearbooks,
etc., but it must be properly documented on the Sales Tax Exemption
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form and executed in accordance with the Comptroller’s regulations.
One day is defined as 24 consecutive hours, so your “one day” could
start at noon on Tuesday and end at noon on Wednesday, spanning 2
days. Anyone who purchased a taxable item outside of that 24 hour
period would need to pay sales tax.

12.5 TOLL FREE NUMBERS
The State Comptroller’s office maintains a toll-free tax information number
for quick response to any state tax questions you may have. You can reach
the Comptroller’s Office by dialing:

1-800-252-5555

12.6 REPORTING OF SALES TAX COLLECTION

A. All sales tax collected by the school must be treated the same
as any other monies collected by depositing it immediately.
B. Each campus must submit a Quarterly Report of Sales Tax Col-

lected to Financial Services even if no sales tax was collected.
These are due in Financial Services on the following dates:

For the calendar quarter ended 9/30 — due 10/15
For the calendar quarter ended 12/31 —due 1/15
For the calendar quarter ended 3/31 —due 4/15
For the calendar quarter ended 6/30 —due 7/15

If sales tax was collected during the quarter, an itemization in-
dicating the portion of sales tax collected by each organization
must be submitted. Financial Services will transfer monies
from the proper accounts for the sales tax payment. Do not is-
sue a check from the campus account to Financial Services
along with the required TISD Sales Tax Collected Report.

SECTION 13 - FUND RAISING ACTIVITIES

13.1 DEFINITION OF FUND RAISING ACTIVITIES

A fund raising activity may be defined as any activity involving participation
of a student body or a school recognized student group undertaken for the
purpose of deriving funds for a school or a school sponsored group.

13.2 FUND RAISING ACTIVITIES

A. REQUIREMENT

Revised 7/20/2004 27



1. A sponsor must receive formal instruction on the contents
of the Activity Fund Policies and Procedures Manual prior
to any fund raising activities.

B. GENERAL

1.

7.

Fund raising activities are not confined to regular school
hours but are considered an extension of the school pro-
gram. When fund raising activities are in the name of the
school, all funds raised become school funds belonging to
the school-sponsored group responsible for raising the
money.

Projects for the raising of activity fund monies shall not
conflict with, but shall add to the instructional program.
Door-to-door fund raising by students in activities
sponsored by the school or by a school related organi-
zation is prohibited.

All contracts, installment contracts, lease agreements
and letters of agreement must be signed and approved
by the school principal. This requirement includes
commitment and obligations to disc jockeys, bands, fund
raising companies, rental agreements, reservations for
ballrooms and restaurants. No contract or agreement
may extend over one (1) year from the date of the contract
or agreement without a specific authorization in writing
by the Executive Director of Financial Services.

To request permission to conduct a fund raising activity,
the club sponsor should complete the application portion
of the Fund Raising Application and Financial Recap
Form. At least three weeks in advance of the planned
fund raiser, all fund raising requests must be submitted
to the campus principal or designee for approval.

Each organization is limited to a maximum of three fund
raising activities annually. However, one fund raising ac-
tivity may take place several times. For example, if a
group sells football programs as a fundraiser, that activity
counts as one fundraising activity even though they may
sell programs at several football games.

No raffles are permitted.

C. ACCOUNTING FOR FUND RAISING ACTIVITIES

1.

Revised 7/20/2004

All collections and disbursements associated with any
fund raising activity coordinated by the school or a school
recognized student group shall be accounted for through
the activity fund.

The club sponsor or activity chairperson is responsible for
keeping accurate records for all fund raising activities.
Such records should include at minimum:
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Distribution lists

Collection reports.

Tabulation of sales tax collections.

The pink copy of all Activity Fund Deposit Records
received for money turned in to the activity fund re-
cordkeeper.

Upon completion of fund raising activities, the Financial
Recap Section of the Fund Raising Application and Fi-
nancial Recap Form should be completed by the sponsor.
The completed white copy must be filed with the record-
keeper and retained for audit purposes. The completed
yellow copy of the form must be retained by the sponsor.
This report should indicate gross collections and list any
expenses incurred relative to the activity (advertising,
supplies, sales tax, prizes, etc.). Disposition of the net
proceeds (profits) should also be disclosed, if funds were
collected for a specific purpose. Approval for future
fund raising requests will be based on the proper
completion and timely submission of this report.

noop

SECTION 14 - PARKING LOT PERMITS

14.1 GENERAL POLICIES

So that security personnel can easily ascertain the year of issuance, parking
permits should vary in color or shape each year.

The High Schools should place an ad in the newspaper before the beginning
of each school year to announce the days students may purchase their

parking permits.

The parking permit fees may be set by the individual campuses.

Only the one individual placed in charge of the parking permits will receive
monies or issue the related parking permit.

Revised 7/20/2004
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14.2 PROCEDURES

A.

B.

Student must present a valid Texas Driver’s License and

current insurance card.

If the campus has assigned parking, a parking slot will be as-

signed to the student.

Student must properly complete the parking permit information

card.

Student pays the set parking permit fee.

1. All cash and check collections must be recorded in a
separate TISD cash receipt book (in triplicate) by the per-
son receiving the money:

a. Original (white) to student submitting the money.

b. Posting copy (yellow) to be attached to the activity
fund deposit record and submitted with the money
for deposit.

C. Permanent copy (pink) retained in the TISD cash
receipt book at all times.

2. The receipt must be completed in its entirety, including:

a. Date and amount received.

b. The name of the student submitting the money. A
receipt may not be issued to more than one stu-
dent.

C. The parking permit number, which will be issued
sequentially.

d. The signature of the person receiving the money.

The signature must be manual; signature stamps
are forbidden.

3. Under no circumstances shall a cash receipt be al-
tered. If an error occurs, VOID the original receipt
and all duplicates. Then issue a new cash receipt. The
original (white) of the voided receipt must be attached to
the pink copy and retained for audit purposes. The post-
ing copy (yellow) will still be attached to the activity fund
deposit record.

The parking permit is then issued.

The parking permit must be affixed to the student’s vehicle to

be in effect.

All parking permit monies must be turned in for deposit each

day. No monies may be kept back for change.
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14.3 RECORDS

A. The parking permit information cards should be filed in one
place and remain on campus at all times.

B. If they are filed alphabetically, maintaining a spreadsheet by
parking permit number will be required.

C. All parking permit information cards, spreadsheet information,
unused parking lot permits and any other supportive parking
permit documentation must be kept for three full years.

D. Pull inactive parking permit information cards by utilizing the
student withdrawal report.

14.4 ENFORCEMENT

A. Warnings will be issued to any vehicle without a current park-
ing permit properly attached to a vehicle.
B. If the warnings are ignored, the student will be called out of

class and required to purchase a permit. The vehicle will not be
allowed on campus until it has a properly attached campus
parking permit.

C. Each campus should determine if any further enforcement ef-
forts are necessary.

Revised 7/20/2004 31



SECTION 15 - INTEREST INCOME

All activity fund monies received are deposited into an interest-bearing trust
and agency account. Generally, Financial Services allocates the interest
earned to each campus account once a year. The interest income allocation
is based on the balance in the account on the last day of the fiscal year
(8/31), not the balance average for the year. Financial Services may let in-
terest income collect for more than one year and may establish a minimum
threshold for allocations (minimum interest amount or minimum balance of
account to have interest allocated).

SECTION 16 - TRANSFER OF FUNDS BETWEEN ACTIVITY ACCOUNTS
16.1 GENERAL POLICIES

A. Some activity accounts are established for the single purpose of
isolating transactions for a specific activity, collection, solicita-
tion, etc., thereby enabling the profitability of the activity to be
determined. An example is a Picture Account. Net proceeds
remaining in such an account can be transferred to the account
approved on an Activity Fund Check Request Form. For exam-
ple, if pictures were taken to provide funds for new library
books, then the net proceeds (balance in the Picture Account af-
ter all remittances to the studio, etc.) should be transferred to
the Library Account on an Activity Fund Check Request Form.

B. Occasionally a club will compensate another school organiza-
tion for goods purchased or services performed. This may occur
when a club purchases advertising in the yearbook, newspaper,
etc. A transfer of funds is made between accounts in this in-
stances in lieu of issuing an Activity Fund check. (SEE Section
16.2, “Documentation of Transfers” below.

C. Likewise, a club may desire to make a voluntary donation or
contribution to partially defray the expenses incurred by an-
other club in directing a certain activity. In such cases,
contributions shall be handled by an internal transfer of funds.

D. All transfers require the approval in writing of the principal and
club sponsors or account custodians when the transfer involves
accounts with delegated responsibilities.

E. Transfers as loans between activity funds are prohibited.
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16.2 DOCUMENTATION OF TRANSFERS

A. Each transfer shall be initiated by preparation of an Activity
Fund Check Request Form and checking the Transfer box. The
reason for the transfer must be disclosed on the form.

B. When all required approvals have been obtained the record-
keeper sends a copy to Financial Services so the transfer can be
posted.

C. A copy of the completed Activity Fund Check Request Form
should be kept in the file of each organization impacted by the
transfer.
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Activity Fund Policy and Procedure Manual

Appendix - Activity Fund Forms

A. Monthly Checklist

B. Reconciliation to Imprest (do this or put calculator tape on Bank Recon)
C. Texas Sales Tax & Use Tax Exemption Certification

D. Texas Hotel Occupancy Tax Exemption Certificate

E. Activity Fund Check Request

F. Quarterly Report of Sales Tax Collected

G. Fund Raising Application and Financial Recap
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