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Student Body Funds

Student Activity Funds
Introduction
The purpose of this manual is to communicate and provide a standard set of procedures for
the financial accounting system for all Student Activity Funds in all schools in the Minidoka
County District. Administrators, financial clerks and other parties involved are to be
knowledgeable of and practice the instructions prescribed in this manual.
The raising and expending of student activity money by student bodies purpose is: to
promote the general welfare, education, and morale of all students and to finance the normal
legitimate co-curricular activities of the student body organization. The student activities
program also ensures that young people have an opportunity to take part in co-curricular and
extra-classroom experiences.
This manual is intended to be utilized by all business technicians, and registrars. Some items
may only pertain to the senior high schools.
Annual Review of Procedures with Staff
Administrators are required to annually review the contents of this manual with all staff that
are involved with collecting and/or expending student activity funds. Administrators are
required to have staff sign off that they have been informed on proper collection and
disbursement procedures.
Legal Requirements/District Policy
Idaho Code Section 33-705 provides the legal requirements for the Student Activity Funds.
I have received the following procedures for handling ASB funds for the Minidoka County
School District Secondary schools. I have read and understand the cash and disbursement
procedures as well as the fundraising information and I agree to comply with the guidelines.

Name
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Date

Student Body Funds What are They…and How Can My School Get Them?
Minidoka School District allows any group of students within a school to organize a
student body association, also known as an Associated Student Body (ASB), for the
purposes of conducting activities on behalf of the school’s students. However, the ASB
must be approved by the Board of Education and be subject to its control and regulation.
As such, the activities of the ASB cannot be in conflict with the Board’s authority and
responsibilities.
Although the Board has authorized ASB’s, in order to become operational at a school, they
must first have an approved constitution. A sample outline for an ASB constitution can be
found in the Appendix. For secondary schools, the ASB is considered “organized”,
because it has an elected student body government and a student body advisor. In
elementary schools, and middle schools, the ASB is “unorganized” and decisions are made
by an advisor, such as the school principal.
While ASB’s are involved in a wide range of activities that promote the general welfare and
morale of students, they can also sponsor activities that are specifically related to the
generation of revenues. These activities are known as fundraisers. In addition to ASB
fundraisers, the ASB can also be involved in other operations that generate income. This
publication will explore these different fundraisers and income generating activities in
subsequent pages.
Once an ASB is formed by having its constitution ratified by the school’s students, the
ASB’s advisor should annually develop a budget prior to sponsoring any fundraising
or income generating activities. This budget will help the ASB in determining how much
revenue needs to be generated in order to accomplish its goals for the year, as well as
providing instruction on proper financial practices to the ASB leadership. All revenues, fees
and fundraisers must be preapproved annually by the Board of Trustees. In developing the
revenue budget, the ASB should review the acceptable fundraising and income generating
activities listed in this publication, as well as the permitted expenditures prior to developing
the expenditure budget.

AN ASB HAS AN APPROVED CONSTITUTION AND AN ANNUAL
BUDGET OF PLANNED REVENUES, FEES & FUNDRAISERS APPROVED
BY THE BOARD.
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Fundraising & Income Generating Activities’
Checklist
1.

Fundraisers shall contribute to the educational experience
of all students and not conflict with the instructional program.

2.

The type and frequency of fundraisers must be
preapproved by the Board.

3.

Fundraisers must be included on the list of fees/fundraisers
that is set annually in July.

4.

Participation by the students and school employees is
voluntary.

5.

All fundraiser money must be submitted to the
Bookkeeper and receipted as soon as possible.

6.

Fundraiser tracking and forms are to be utilized and a
sample is included in the appendix.

Once the policies and procedures on the checklist are reviewed and/or completed, your
school’s ASB is ready to sponsor/conduct a District-approved fundraising activity for the
school’s student body.
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Student Body Funds Fundraisers…What Can and Can’t Be Done
As a school principal, you may have many ideas about how your ASB can
raise funds for the student body and many individuals with their own
fundraising ideas will possibly approach you. Unfortunately, not all of these ideas are
appropriate for a school setting and some will not meet the guidelines established by
the Board of Trustees.
Listed below are the three types of approved fundraising activities that an ASB can
sponsor and the appropriate guidelines. Additional guidelines can be found on the
“Activity Checklist for Carnivals and Other Events. If you have any questions
regarding these, or any other proposed fundraising activity, please call your Local
District Coordinating Financial Manager.
1. “A-thons” or endurance contests
a. S e co n d a r y schools may conduct walk, jog, cheer, sports,
academic, dance, or other “a-thons” within reason.
b. “ A-thons” must be held on the school’s grounds.
c. T h e “A-thon” should be well supervised and individual student
condition/progress monitored.
d. The “A-thon” supervisors should have easy access to participant’s
current emergency cards.
e. T h e weather should be considered as to how it might affect student
safety. (e.g. excessive heat, smog, rain, etc.)
2. Food Sales (not by the Student Store)
a. All food sold during the day must comply with the Health policy
and Federal Food Service Guidelines.
b. The Food Service Supervisor should be notified, in advance, or
any food sales so that he/she can plan accordingly.
c. The food items sold during the regular school day cannot be the
same food items sold by the District in the Food Services Program
at that school during the school day.
d. F o o d s prepared outside of school premises cannot be served on
school campuses according to rules set forth by the National School
Lunch Program, Student Health Services, and County Health
Services Department.
e. F o o d items may not be sold during the school day from outside
vending trucks on school grounds.
3. Fundraising “Drives”
a. P u b l i c Appeals are drives in which relatives, friends, and neighbors
are solicited, and the number of items sold is unlimited. Proceeds
from a public appeal fund-raising activity may be credited to the
student body or PTA/approved parent group or shared between.
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REMEMBER TO REVIEW AND COMPLETE ANY REQUIREMENTS
LISTED ON THE “CHECKLIST” PRIOR TO THE ASB HOLDING A
FUNDRAISER
TEACHERS/STAFF AND PARENT GROUPS ARE
PROHIBITED FROM SOLICITING ON CAMPUS DURING THE
SCHOOL DAY
CHARITABLE FUND-RAISING DRIVES
Charitable Fund-Raising Drives Initiated by the School
Schools are permitted to hold charitable fund-raising drives for out-of-school projects
which are initiated by the faculty and students, and which can serve an educational
purpose. The basic idea for the drive should be to permit the support of a worthy
project of local or national interest. The following guidelines must be followed:
1. Contributions and participation by students and staff is voluntary.
2. The student body may hold a dance or other entertainment or sale, and the
proceeds may be donated to the charitable cause.
3. No quotas shall be established or accepted in connection with a charitable
drive.
4. An approved program in appreciation for the total effort may be held for the
entire student body using general student body funds.
5. General student body funds can be donated to the charitable drive.
Charitable Fund-Raising Drive Initiated by a Non-School Group
The following guidelines must be observed for any charitable drive initiated by a nonschool group:
1. The school’s participation in the publicizing of the activity is optional, and is at the
discretion of the principal.
2. Any oral or written publicity at the school must include an appropriate disclaimer
indicating that the activity is not sponsored, authorized, or in any way endorsed
by either the school or the District.
3. Principals who choose to publicize these activities should observe the following:
a. P r in t e d materials advertising activities may be made available for
interested students in some convenient location such as the Main Office.
b. P o s t e r s may be displayed in appropriate locations that are approved in
advance by the principal. Such posters must be accompanied by a
disclaimer which states: “This activity is not sponsored or endorsed by
the school. Pupils who participate in this activity may only do so as
individuals and not as students attached to, or in any way representing,
either the school or the school district.”
c. S t u d e n t attendance at any meeting or assembly to publicize an outside
activity must be optional. Such meetings or assemblies are not to be held
during instructional periods.
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d. S p o n so r sheets may be circulated only by students and at times
and locations that are designated as free speech times and
locations.
e. T h e r e are to be no monetary collections or transactions for these
activities at the school. District employees are not to be involved in
any way with these transactions.

Due to safety and liability issues, the ASB is prohibited from sponsoring fundraising
activities that are not preapproved by administration.
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Student Body Funds –
Income Generators…Not Exactly Fundraising
In addition to Fundraisers, the ASB can also sponsor other activities to generate income
for the student body. Unlike fundraisers, approval is not required, but the principal must
ensure that the following guidelines are strictly observed.
1. Dances
a. Admission can be charged but should be low enough to maximize
student participation.
b. Door prizes may be given at dances or other activities where the
primary benefit to the ticket buyer is the dance or other activity and the
prize is secondary.
2. Professional programs
a. In general, students are not permitted to participate in entertainment
with professional entertainers on or off the stage. However, students
may, with discretion, examine objects. Under no circumstances are
students to be handled by entertainers nor shall any student be caused
embarrassment.
b. The entertainer, at no cost to the school, may provide posters. They
must be truthful and may be used at the discretion of the principal.
c. Entertainers must confirm in writing the share of profits, price of the
tickets, and tax on concession items prior to the date of the event.
Booking dates must be confirmed in writing at least three weeks prior to
the performance. Notice of cancellation of a booking, either by the
school or by the entertainer, must be given in writing at least two weeks
prior to the performance.
3. Talent Show
a. Limited to students & school personnel.
b. Must be held on school grounds.
c. Must conform to standards of propriety.
4. Faculty Entertainment
a. F u n d s from performances, shows and entertainment activities by the faculty,
a combination of students and faculty members, or by faculty members and
other adults, for which an admission charge is made, must follow the
guidelines listed below:
i. E n t e r t a i n m e n t during the school day – Profits from day
entertainment must be deposited to the general student body
account. Faculty organizations of the school cannot share directly,
or by trust fund designation, in the profits of day entertainment
activities.
ii. A f t e r School Entertainment – Profits derived from after school
entertainment may be shared between the student body and faculty
organization provided that the faculty organization’s share
P age |7

is approved in advance. The faculty’s profits must be held in a trust
account by the student body for the direct benefit of its students. (e.g.
Student Body Welfare Trust Fund, Student Body Library Book Trust
Fund, Student Body Scholarship Trust Fund, etc.)
In general, faculty organizations cannot use their share of the profits
for their own direct benefit, such as purchasing furniture or
equipment, refreshments, depositing profits in their own treasury or
professional development etc. However, if the faculty organization
rented the school auditorium or other facilities and equipment for the
night entertainment, the profits may be used for their own benefit.
5. Photography
a. Photography may be used as an income producing activity at the
discretion of the principal.
6. Publications
a. The ASB, Bookkeeper and the principal shall approve in advance all
contracts for school newspapers, yearbooks, and other publications.
Three quotes must be solicited and evidence kept on file.
b. The selling price of student body publications shall be set at a point, or a
provision must be made in the student body budget, so that the
maximum number of students may benefit from the publications, even
though this may result in a loss.
c. Appropriate advertisements can be sold for inclusion in the publications
to raise income.
7. Services Charges and Fines
a. Fees/services charges may be set at the discretion of the principal and
approved annually by the Board of Trustees.
b. A charge may be made for the cost of issuing duplicate activity cards
related to voluntary activities of students.
c. A service charge may be imposed on “non-sufficient fund” checks.
8. Shops, Art and Craft Classes
a. ASB’s may purchase material for resale to students in shop, art, and craft
classes for use in producing items to be retained as the student’s personal
property.
b. The retail prices should be verified by the cost of materials on the purchase
order.
c. A l l payments should be supported by approved invoices in addition to
the purchase order.
d. A mark-up of 10% plus sales tax is suggested to cover expenses.
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9. Student Body Activity Cards
a. S t u d e n t body activity cards may be sold at an all-inclusive rate for
any group of activities such as athletic admission, school newspaper,
entertainment, etc.
b. Individual activities should be made available to all students who do not
hold cards, but not necessarily at the reduced rate included in the card.
c. The Board of Trustees annually set the price of admissions and the
activities covered by the activity card. A proportionate share of the total
price should be allocated to support the various events.
10. Student Body Bank Accounts
a. Interest earned on student body bank accounts is considered student
body income.
11. Athletic Events
a. Athletic events must be in accordance with IHSSA.
b. Admission fees, television and radio rights, program sales, concession
sales, in addition to the guarantee from schools’ visited are all approved
sources of income.
12. Concession Sales
a. Profits derived from concession sales in connection with general student
body activities are general student body funds. However, if school clubs
or graduating classes are running the entire operation, they may retain
a percentage of the profit.
13. Student Store Operations
a. Student store sales of merchandise should offer a minimum of competition
to local merchants.
b. Merchandise offered for sale is limited to articles needed for school use
such as the following:
i) Snacks/Beverages –refer to the National School Lunch Program
Rules for the list of approved items.
ii) Miscellaneous Merchandise – binders, portfolios, notebooks, book
covers, erasers, gym clothing, instructional materials, facial
tissue, paper supplies, pencils, pens, school spirit items (pompoms, beanies etc.)
14. Greenhouse Sales
a. Student store sales of merchandise and greenhouse should offer a
minimum of competition to local’s merchants.
b. Profits derived from sales in the greenhouse are to be deposited to
purchase instructional materials related to that class.
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ACTIVITY CHECKLIST FOR CARNIVALS AND OTHER EVENTS
The following guidelines are recommended to ensure that a safe environment is provided for a successful event. The administrator
or activity delegate is responsible for completing the form and fulfilling the requirements of the checklist.

Preliminary Procedures
Check area suitability for the proposed activity.
Include a detailed list of all games or contests, with the “Request for Authorization for Student Body Expenditure and Receipt
”or
“Notice of Intent”.
All events must comply with city state and federal regulations.
It is the responsibility of the school to verify vendors have proper liability insurance.

.

Activity Checklist
1. Booths, Bleachers, Platforms, etc.

Install booths made of non-combustible or fire resistive materials (plywood, pressed wood at least ¼” thick or metal).
Have Maintenance Personnel inspect temporary seating, bleachers, etc., authorized by Civic Center permits and/or the
individual school with final approval from the Office of Environmental Health and Safety (OEHS).
Bound chairs, over 500, in limits of 3-7; no loose chairs beyond 50% of stated room capacity.

2. Decorations
Use flameproof material. No flammable materials permitted.
Stage seats, curtains, draperies, floats, wrapping paper, streamers & signs should be made of flame retardant materials.
Butcher paper may be used as a table cover if secured at all ends and no overhang.

3. Electrical, Fire, Lighting
Apply for temporary wiring, lighting, and appliances usage through the Electrical Technical Unit prior to event.
Do not use any open flames, flame producing devices, candles, oil lamps or lanterns.
Have an adequate number of portable fire extinguishers with proper classifications available or garden hoses.
Fireworks and pyrotechnic devices must have a Fire Department Fire Permit. This can be obtained through the local City or
County Fire Department for the area the school is located.
Barbeques and braziers are approved for use when permits are obtained. Adults are permitted to use barbeques; no children
may use equipment.

4. Food and Refreshments
Food preparation areas must be fully enclosed & have a cleanable floor surface.
Water must be supplied through a good grade hose or stored in approved good grade containers
Hot water shall have a minimum temperature of 120 degrees
All booths that handle non -packaged food (including beverages) must have hand wash facilities w/in the booths.
All booths using utensils require a 3 compartment metal sink.
Approved toilet facilities must be located w/in 200’ walking distance of all food booths
All food or beverages that have been stored or prepared in a private home may not be offered for sale or given away.
All food and beverages dispensed through cafeteria kitchens must have Food Service Representative on site.
Follow all applicable Health and Safety codes.

5. Parking
Arrange parking in designated areas with permission of Principal and locations must comply with Fire Department
regulations.

6. Rubbish
Provide metal containers or combustible waste material and empty them regularly
Rubbish containers shall not obstruct aisles, pathways or exits.

7. Salvage Drives
Arrange for constant supervision in the use of material, proper containers and daily removal of salvage goods.
Load and unload material by authorized personnel.
Do not allow trucks exceeding 80,000 lbs. on campus.

8. Screens and Barricades
Barricades shall not obstruct aisles, pathways or exits.
Barricades shall be secured against falling.
Do not chain any doors closed.
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Student Body Funds –
Expenditures…What Can and Can’t be Done
Congratulations! After following established procedures and guidelines, your school’s
ASB has sponsored/conducted fundraisers and other income generating activities and
raised money for the school’s student body. While it may seem that the proper
expenditure of student body funds can be a confusing and difficult topic to understand, it
becomes clearer when the basic objective for ASB’s is remembered.
Idaho Code Section 33-705 provides the legal requirements for the Student Activity Funds.

The Basic Objective of a Secondary School
ASB’s is:
TO PROMOTE THE GENERAL WELFARE
AND MORALE OF STUDENTS AND
TO CONDUCT ACTIVITIES ON BEHALF OF THE STUDENTS.

As such, the major purpose for the expenditure of secondary student body funds must
be to promote or assist a student body activity. This may be done by either:
1.) Financing activities for non-instructional programs or
2.) Assisting District-authorized student body activities.
Since student body funds belong to the students, expenditures of these funds must be
for the benefit of students, and in general, must be expended for the benefit of ONLY
students currently enrolled in the school who have contributed in one way or another to
the accumulation of such funds. If a long-range project is planned, funds may be set
aside in a project reserve for that purpose. Activity funds are non-instructional in
nature and cannot cover any teacher related materials, activities or professional
development, and cannot be an expenditure that is a responsibility of the District.
Prior to any expenditure of student body funds, there are several general principles that
must be followed. These principles are listed on the checklist on the following page.
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General Principles of Student Body Expenditures
1. Most permitted expenditures can be made for those items that
were included in the approved Student Body budget. However,
there are a few items that must be reviewed again prior to using
student body funds.
2. The Administrator, Faculty Advisor, and Bookkeeper must
also approve all expenditures.
3. All authorizations must be in writing. Verbal authorizations are
not acceptable.
4. The Bookkeeper must issue a written “Request for Checks or
Purchase Order” for each expenditure, prior to the expenditure
taking place, or have documented advance approval from the ASB
for ongoing necessary purchases (i.e. beverages and snacks).
The ASB is not obligated to pay for those expenditures that did not
have a Purchase Order issued.
5. Reimbursement of student body funds that were improperly
expended is the responsibility of the Principal. If the item was
an appropriate expenditure, ASB funds can be used for
reimbursement. If the item was not an appropriate ASB
expenditure, the Principal can determine if the purchase will
be reimbursed.
6. District employees or others may not make purchases through
a student body for the purpose of deriving an advantage from
the student body purchasing privilege.
7. Disclosure of any conflict of interest or pecuniary benefit must
be sent to the Board of Trustees for review before District
employees submit quotes for sales or services on behalf of a
company they are an agent of.
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Once these principles have been reviewed and/or completed, your schools’ ASB
can begin to use the funds that it has worked so hard to raise. The following
questions should be asked when making a determination of whether or not the
expense constitutes an allowable use of ASB/Club funds:


Does the expenditure promote the general welfare, morale and
educational experience of the students?



Have the students agreed to the expenditure? (organized ASB only)



Is the expenditure a responsibility of the District?



Has the ASB/Club or the District paid for the expenditure in the past?



Is the ASB/Club being asked to pay for the expenditure because of
District budget cuts?



Does the expenditure benefit a group of students?

Expenditures of student body funds are permitted for the following items:


Money collected should be used for the purpose it was collected.



Schools should not use student funds for faculty. Expenditures for the
faculty (refreshments, t-shirts, etc.) should be limited and must be of
nominal value and provided infrequently.



Allowable expenses from ASB funds need to be directly linked to the
students’ benefit and also be outside of what must be and has been
provided by the school districts general funding sources in the past.
If a proposed expenditure is not listed, please call your District Business Manager
to determine whether it is an appropriate use of student body funds. An allowable
expense and recommended revenue guide is included in the appendix.
Reserve Fund/Special Project Fund
Available cash may be used to purchase equipment that is not normally
purchased with district funds. A reserve fund can be established from the ASB
surplus for the purchase of equipment at a future date. If a reserve fund is
established then the following procedures must be followed:
1. Authorization to establish a reserve fund must be obtained by
approval of the Board.
2. Reserve funds for a specific project must be expended within a three-year
period.
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Student Body Funds –
We’ve Earned Them…How Do We Safeguard Them?
While the safeguarding of your school’s ASB assets (i.e., cash, equipment, and
inventory) can seem overwhelming to a principal, each secondary school in the District
has an individual whose job (among other duties) is to help the principal do just that.
This individual is your school’s bookkeeper. The following procedures and policies
should be observed to safeguard student body funds and assets.
1. COLLECTION OF MONIES
a. All monies collected from students on school premises, all monies for the
student body, and all fundraising and income generating collections, with
the exception of those from the PTA must be deposited through the
school’s financial program and be recorded in the proper account by the
school bookkeeper.
b. Student fees, deposits and collections on account should all be paid at
the office by the student or parent. A student should receive a receipt
at all times. Any other non-student collections made by teachers,
class and club advisors, librarians and textbook clerks must be turned
in to the finance office at least daily if the total is over $50.00. A
systematic procedure of money collection should be established using
collection forms to document internal control procedures and cash
control methods. Samples of collection forms and fundraiser tracking
can be found in the appendix. The documentation must be submitted
with the deposit to the bookkeeper.
c. The Perpetual Inventory of Tickets must be used to maintain inventory
control of admission tickets. Tickets should not be easily reproducible.
Ticket Sales/Gate/Entry Fees:
 Pre-numbered & color differentiated tickets for different rates & booth
 Each booth should have one person checking activity cards and
issuing tickets and a separate person taking cash
 A re-entry stamp is applied by a third person verifying tickets
 Money is reconciled to the number of tickets sold
 Appropriate form and remaining tickets are returned and verified with
money submitted to the office
 Receipt is made to advisor for cash received
d. Adult supervision is critical. A staff member or parent should oversee the
school operations. At a minimum, two students or workers should be on
hand to ensure adequate separation of duties. One should be in charge of
the cash receipting, while other handles inventory duties. Only one should
have access to cash register each shift, the other can verify the final count.
Training is very critical. Supervisors and workers should be trained on
school requirements as well as store procedures on inventory, cash
handling, use of the cash register, cleanliness, and lock up and clean up
procedures. If a worker chooses to purchase an item, the supervisor or
other worker should conduct the sale.
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e.

Advisors are required to be in attendance at all fundraisers and are to
oversee the collection of money.
f. Pre-numbered master receipts must be completed at the time cash or
checks are received.
g. Receipts books should be checked out by the bookkeeper to each
club/activity and each receipt should be accounted for.
h. Receipts should never be erased or altered. If an error is made, the
receipt should be voided and a new receipt should be issued.
i. The responsibility of receiving funds and writing receipts, preparing bank
deposits, and posting financial records should be segregated as much as
possible.
j. Checks should be endorsed immediately upon receipt with the wording
“FOR DEPOSIT ONLY”
k. Checks are to be made for the actual amount of the purchase from the
person paying. Two party checks are not allowed.
l. Personal checks from teachers or other staff members should never be
accepted in lieu of the actual cash collections.
m. All credit card transaction have to be promptly swiped and handed back
to the payee. No over the phone or written numbers are allowed.
n. All cash must be locked in a cash drawer at all times.
o. Collections from organizations, individuals, groups, or instructional
programs/classes that do not meet the definition of a student body
organization must not be recorded in student body accounts. Examples
of groups whose monies should not be carried in the student body
accounting records are the PTA, approved parent groups, faculty/staff
funds and the school imprest funds.
2. BANK DEPOSITS/INVESTMENTS
a. Student body funds must be deposited in an insured bank account or
insured credit union account in the name of “(Name of School) Student
Body”. Consideration should be given to the possibility of using interest
earning accounts. Signatures of at least three District employees should
be authorized at the bank.
b. Student body funds must be deposited in financial institutions whose
accounts are insured by the Federal Deposit Insurance Corp. (FDIC).
c. Funds can be invested in state-chartered savings and loan associations
and federal savings and loan associations.
d. Funds can be invested in U.S. Savings Bonds Series F&G, notes, bills,
certificates, debentures or any other obligations issued by the United
States Government.
e. The primary goal of the ASB investment policy is to maximize return on
idle cash while ensuring the safety of the invested principal and
providing for adequate liquidity.
f. No account or combination of accounts in the same institution should
exceed $125,000.
g. Whenever receipts equal $250 or more a deposit must be made on that day.
h. Friday deposits are most important because of weekend hazards.
P a g e | 15

i. Care should be taken so that large sums of money are not kept on hand.
In some cases a special trip to the bank may be necessary when large
collections are received.
j. Money or securities taken from school premises to a bank or other
financial institution should be entrusted only to a person authorized by the
principal.
k. Change for funds are to be separately identified when re-depositing.
l. If the bank returns a check that has been deposited, such as for nonsufficient funds or a closed account, the Bookkeeper should immediately
try to collect cash from the maker. The collection should include any
service charges imposed. A school may also charge the maker an
additional fee to cover the handling costs incurred by the student body
finance office for the returned check. If the Bookkeeper is unable to
receive payment, the follow-up responsibility lies with the principal.
m. Money not deposited must be kept in a safe or locking cabinet.
n. Upon receipt of the monthly bank statement, it will be immediately given
to the bookkeeper to review and sent to the district office to be reconciled.
The bank statement is to be reconciled to the general ledger cash
balance as soon as possible after the bank statement is received. The
bank reconciliation will be returned to the school to be signed by the
bookkeeper and the principal. A copy of the signed reconciliation should
be retained for audit purposes.

3. PETTY CASH
a. The establishment of a petty cash fund is permitted, but is recommended not
to exceed $200.00.
b. A petty cash fund may be used for making change and to purchase small
cash expenditures, and should follow district policy #810.98.
c. A student body check issued to the school account is needed to
establish the fund.
d. When the petty cash balance becomes low, the fund should be
replenished for the amount expended by issuing a check payable to the
school.
e. The expenditures should be debited to the appropriate student body
ledger accounts on a monthly basis.
f. Separate cash boxes must be used for petty cash and change funds. At
no time should cash collections be co-mingled with the petty cash fund.
g. Evidence supporting all petty cash expenditures must be kept on file,
including all invoices and/or receipts.
h. The petty cash fund must be closed out each year on June 30th as follows:
a. Expenditures should be posted on the computer by debiting the
appropriate expense account and crediting petty cash account.
b. The total of the cash and expenditures should equal the amount of
the petty cash fund. If not, any differences should be researched
and subsequently reconciled. Any differences that cannot be
reconciled should be explained and then debited or credited to the
short and over account.
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4. DISBURSEMENTS
a. An approved pre-numbered Purchase Order is required for all purchases
b. Expenses for an event cannot be taken directly from the proceeds of the
event. Properly documented expenses must be paid by a student body
check.
c. Properly approved original invoices or receipts are required. Cancelled
checks do not meet this requirement. Documentation of payment to
vendors cannot be from the statement alone.
d. Evidence supporting all expenditures must be kept on file and the
documents stamped “PAID” and attached to the check detail.
e. Supporting documentation should be reviewed prior to signing a check
or purchase order.
f. Disbursements are not to be made in cash, and refunds should be
adequately documented to ensure their propriety.
g. C h e ck s a r e t o b e pre-numbered with the account number from which
payment is to be taken and issued in numeric sequence.
h. Two authorized signatures are required on all checks, one of which must
be a certificated school administrator. The other may be the bookkeeper.
i. Blank checks should never be signed.
j. Voided checks should be stamped “VOID” not destroyed. All checks are
to be accounted for.
k. Checks are to be kept in a secure locked place.
l. Student activity funds should follow the district purchasing policy #803.30

5. SECURITY OF STUDENT BODY (STUDENT STORE)
a. The door to the student store should be locked at all times.
b. The principal should determine the appropriate time when the student
store shall be open.
c. Student Store key issuance should be kept to an absolute minimum.
d. Key issuance should be documented on the key inventory.
e. Extra keys should be locked in a secure place.
f. Close out of the student store deposit are to be done daily.
6. CHECK CASHING AND ACCEPTANCE
a. Personal checks cannot be cashed for anyone.
b. Post-dated checks or two-party checks will not be accepted.
7. CANCELLATION OF CHECKS
A check must be canceled if:
a. It is outstanding for more than 6 months
b. It has been lost or stolen
c. The payee for some reason has returned it
In such cases: Void the check and original disbursement by recording it in the
computer to add the amount of the check back to cash and the appropriate account.
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If the check is replaced with a new check file a “stop payment” order with the bank.
(Keep in mind that the bank will assess a stop payment fee; only place payments on
checks that are for more than the fee that will assessed by your particular bank.)
8. CONFLICT OF INTEREST-EMPLOYEE REQUIREMENTS AND RESTRICTIONS
No employee shall make any purchase or incur any obligations for or on behalf of
the District from any private business or vendor in which the employee has a direct
or indirect financial or ownership interest. Purchases or contracted services from
any private business or venture in which any employee of the District has a direct or
indirect financial or ownership interest shall be made on a competitive bid basis
strictly in accordance with the following procedures:
a. The interested employee, the business, or the vendor shall seek, in
writing, from the Business and Finance Manager a clarification of this
policy stating the transaction at issue. The employee’s exact
relationship to the business or vendor shall be identified and disclosed
fully in writing.
b. Upon written clarification from the Superintendent’s office, which shall
include written specification to be followed in advertising for bids, the
affected business or vendor may submit a bid in compliance with the
specifications outlined by the District.
c. The interested employee shall not be involved in preparing
specifications, advertising, analyzing, or accepting bids nor in any
manner in the bidding process.
d. It shall be the duty of each employee, to the best of his or her knowledge
and belief to disclose in writing to the Superintendent’s office his or her
financial ownership interest in any business or other purchase
arrangement with the District.
e. This policy shall apply to any organization, fund, agent or other activity
maintained or operated by the District.
f. No employee shall receive gifts, prizes, awards of merchandise, or
commission as a result of ordering any items secured as a result of
placing any purchase order with a vendor on behalf of the District or the
ASB funds.
9. PURCHASE FOR STAFF OR OTHER INDIVIDUALS
Employees are not authorized to purchase supplies, materials, or equipment for
personal use through any student body or district funds.

10. CREDIT CARDS
Schools are not allowed to have credit cards issued in their name. Schools, can
although, set up accounts with vendors that require a charge card to make a
purchase accompanied by a purchase order.
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11. GIFT CARDS
Gift certificates and gift cards are considered the equivalent of cash unless they
meet a narrowly tailored exception. To qualify for this exception the certificate
must:
1. be less than or equal to $25.00;
2. must limit the purchase to one vendor;
3. must not be transferable; and
4. cannot be converted to cash.
Schools are not authorized to issue any gift card that does not meet these
exceptions. Any gift card issued must be clearly documented as to the purpose.
Gift cards must be locked up and inventoried. Documentation of who received gift
cards and how many they received is required.
12. REIMBURSEMENTS/REFUNDS
Reimbursements for expenses are not recommended and a purchase order should
be made at all times. When certain circumstances do arise, checks may be issued
to students or employees to reimburse them for personal funds disbursed for
schools purposes provided that proper supporting documentation is submitted.
Reimbursements should be kept to a minimum to avoid circumventing purchasing
policy 808.30. Refunds should always be done by check and not cash.

THE PRINCIPAL IS THE TRUSTEE OF STUDENT BODY FUNDS AND
IS ULTIMATELY RESPONSIBLE FOR STUDENT BODY FINANCIAL
ACTIVITIES AND THE PROTECTION OF ITS ASSETS.
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Student Body Funds –
We’ve Earned Them and Kept Them Safe...How Do We
Account for Them?
In addition to safeguarding student body assets, your school’s bookkeeper is
responsible for properly accounting for those assets. This section provides the general
accounting policies and procedures that your school bookkeeper must follow.
TYPES OF STUDENT BODY ACCOUNTS
There are four types of accounts that may be set up under the student body.
These are:
1. General Student Body Fund – consists of monies that have been earned
or received due to general student body participation. It is held in the
name of the student body organization for the benefit of the students as a
whole.
a. General student body funds may not be transferred or credited to any
trust accounts.
b. Schools should keep a maximum of 90 days of operating funds in their
student body checking account. Funds in excess of 90 days should be
invested.
c. However, the maximum monthly cash balance that the ASB may have
in their regular checking account is $125,000 so that it is FDIC
insured.
2. Project Reserve Accounts – student body funds that are allocated and
earmarked for certain specific purposes. Reserve accounts may also be
established when gifts are given to the student body to accomplish certain
purposes.
a. Reserve accounts need to be approved by the student body council,
the administrator, the school bookkeeper, and the board.
b. Reserve accounts can be set up from undesignated equity.
c. Expenditures from the reserve account must follow allowable usage
chart included in the appendix.
d. After the project is completed, any remaining balances should be
transferred to the general student body fund, and the reserve account
closed.
e. Once a reserve account is approved and established, it may not be used
for any other purpose. If the original purpose becomes invalid, funds in
the reserve account must be returned to the general student body fund.
3. Clearing Accounts – an account used for monies that are received and which
are remitted promptly and in full to an appropriate payee. A clearing account
can be used for collections of certain District monies which will be subsequently
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remitted to the District. These District collections are as follows:
a. Rental of Building
b. Lost and damaged textbooks
c. Drivers Ed
d. Broken or damaged District equipment
1. The requisition for replacement of such equipment shall be made
on a “Replacement of Equipment” form, accompanied by a
statement indicating the items lost or damaged.
2. Replacement of such equipment should be charged against the
collection and not against the school’s apportionment.
e. Damage to District buildings (i.e. broken windows, doors, walls, etc.)
f. Sales Tax
All the above collections should be deposited in a clearing account on the student
body books with a credit to the appropriate District account. A student body
check for the amount collected should be made payable to the “Minidoka School
District” and remitted to the Accounting Dept. monthly or quarterly.
4. Trust Accounts – monies recorded in the student body books that are held for
a special group or organization. These are class or club accounts, certain
scholarship accounts, youth services funds, or contributions received from
outside sources for welfare purposes.
a. Funds in trust accounts must not be “borrowed” from one trust
account to cover another account.
b. Trust funds may only be used for the purpose for which they are held,
and at the discretion of the club officers or donors.
c. Trust fund balances should never be considered as part of the
available cash of the general student body funds.
d. Funds raised by leadership activities should not be held in a trust
account, they are considered general student body funds.
The following are the types of trust accounts that may be established and
specific guidelines and policies:
1. Scholarship Accounts – there are two types that can be
established:
a. “A” Scholarship Accounts
i) An “A” scholarship account is one from which an allowance
is provided to a student for the purpose of enabling him/her
to remain in school.
ii) It may be established by transfer of student body funds.
iii) It may be established by gifts from individuals or groups
within the active student body. All student trust
organizations are recognized as groups within the active
student body organization.
iv) Money given to pupils from “A” scholarship accounts shall
be considered a gift, but may be repaid at the will of the
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recipient.
v) The interest earned by an “A” scholarship account must be
credited to the general student body account and not to the
scholarship account.
b. “B” Scholarship Accounts
i) A “B” scholarship account is one established to assist a
student attend a school of higher learning or the school
he/she is attending.
ii) It may be established only from donations by individuals
or groups, including clubs that are not active student
body clubs.
iii) Monies given to a student from “B” scholarship
accounts are considered a gift, unless they were
accepted by the student as a loan.
iv) The interest earned by “B” scholarship accounts must be
credited to the “B” scholarship account.
2. Clubs and Classes
a. No class or club account may be overdrawn.
b. Any remaining balance in the account of a graduating class, after the
class has had the opportunity to determine the disposition of the
balance, shall be closed and transferred to the general student body
account.
c. All class accounts should be closed no later than one year after
graduation.
d. Any remaining balance in the account of a disbanded club, after the
club has had the opportunity to determine the disposition of the
balance, shall be closed to the general student body account.
OFF-CAMPUS CLUBS, PTA, IMPREST FUNDS, STAFF/FACULTY
ASSOCIATIONS, APPROVED PARENT GROUPS AND BOOSTER
CLUBS CAN NOT HAVE THEIR MONIES CARRIED ON THE STUDENT
BODY ACCOUNTING BOOKS

P a g e | 22

DESCRIPTION OF PROGRAMS & CHART OF ACCOUNTS
SPECIAL CLEARING ACCOUNTS
111-119
Definition: Ledger accounts for controlling, accounting for and disbursing monies belonging to
the district or other flow through charges.
Purpose: Monies are collected and held in these acccounts until all income and expenditures
have been properly accounted for and the accounts can be cleared.
Responsibility: These funds are disbursed at the discretion of the bookkeeper.
ATHLETICS AND ATHLETIC ACTIVITIES
200-214
Definition: Ledger accounts for controlling, accounting for and disbursing monies received from
sources including but not limited to gate and athletic fundraisers.
Purpose: These funds are used to promote the athletic programs of the student body.
Responsibility: These funds are disbursed at the discretion of the director and the principal.
CLASSES
215-249
Definitions: Ledger accounts for controlling, accounting for and disbursing monies received from
sources including but not limited to fundraisers by specific grade level classes or donations for
specific classes.
Purpose: These funds are used to finance specific projects sponsored by a designated class.
Responsibility: These funds are disbursed at the discretion of the student body with the
approval of the class advisor and the principal.
GENERAL AND ADMINISTRATIVE
250-299
Definition: Ledger accounts for controlling, accounting for and disbursing monies received from
sources including but not limited to student body fees, concessions, student store, yearbooks,
vending, planners, parking fees, and interest income.
Purpose: These funds are used to promote the general welfare of each school and the
educational development and morale of all students.
Responsibility: These funds are disbursed at the discretion of the principal.
CLUBS AND ORGANIZATIONS
300-339
Definition: Ledger accounts for controlling, accounting for and disbursing monies received from
sources including but not limited to club dues and club fundraisers.
Purpose: These funds are used to promote specific areas of interest of the student body.
Responsibility: These funds are disbursed at the discretion of the advisors and approval of the
principal
P a g e | 23

SPECIALIZED CLASSES
340-399
Definition: Ledger accounts for controlling, accounting for and disbursing monies received from
fees charges for specific classes.
Purpose: These funds are to purchase materials used in these classes.
Responsibility: These funds are disbursed at the discretion of the teacher with approval of the
principal.
GRANTS/MEMORIALS/SCHOLARSHIPS
400-449
Definition: Ledger accounts for controlling and accounting for monies received from donations,
grants and scholarships.
Purpose: These funds are used for expenditures beneficial to the faculty, the school building
and the Associated Student Body as indicated by the donation, grant or scholarship.
Responsibility: These funds are disbursed at the discretion of the principal.
FACULTY & BUILDING FUNDS
500-549
Definition: Ledger accounts for controlling and accounting for monies received from sources
used for faculty and students. Grants received by faculty would be included in this section.
Purpose: These funds are used for expenditures beneficial to the faculty, the school building
and the Associated Student Body.
Responsibility: These funds are disbursed at the discretion of the principal.
SPECIAL PURPOSE TRANSFERS
550-599
Definition: Ledger accounts for controlling, accounting for and disbursing monies received for
funds that are reimbursed to the district or other entities
Purpose: Monies are collected and held in these accounts until they are disbused i.e. building
rental.
Responsibility: These funds are disbursed at the discretion of the registrar/business technician
with the approval of the principal.
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NEW ACCOUNTS
All new accounts must be approved by the District Board of Trustees with a description of the
fund and intent. All schools of the Minidoka School District shall adhere to the Chart of
Accounts attached.
Adding new accounts: New accounts can be added by reference to the chart of accounts.
The additions should be appropriately placed within the descriptions provided. Each July,
accounts that have not been used for more than one fiscal year should be deleted, and new
accounts for the next fiscal year should be established. (Please leave accounts open for one
year with a zero balance; this makes it easier for the auditors to analyze the activity in the
accounts.)
TYPES OF REQUIRED STUDENT BODY REPORTS
The school Bookkeeper is responsible for preparing the variety of financial reports that are
listed in this section. Copies of all financial reports must be provided to the principal who may
review them with the student body leadership or finance committee.
1. Daily Reports
a. Tender report to balance deposit
2. Monthly Reports
a. O p e n P . O . re p o rt
b. S t u d e n t A c t i v i t y R e p o r t ( B a l a n c e S h e e t )
c. Bank Reconciliation
3. Annual Financial Reports
a. B a l a n ce Sheet
b. S t u d e n t A ct i vi t y R e p o r t
c. Bank Reconciliation
4. Activity Reports
a. Each month print a copy of the “Revenue by Account Code” report
b. Print a “Student Activity Report” by fund for each activity or club
Reports listed in the Annual Financial Reports must be completed and submitted to the auditor
as of the close of June 30th. Student Activity Reports are due to the Board by the 5 th of each
month.
4. Sales & Use Tax Reports –
a. The Minidoka School District is a governmental agency that is exempt from Idaho
State tax for those items purchased and used by the District. Any items we sell or
rent to students, parents, or the general public is subject to Idaho State Sales tax.
We are responsible for collecting those taxes and remitting them to the State each
month. If you are unsure if a sale or revenue receipt is taxable, contact the
District Business Office or your tax guide.
1. The student body is required to pay tax on the sale of all taxable articles.
2. A Retails Seller’s Permit should be obtained from the State Tax Commission if
the school is selling taxable items. This permit is valid until revoked.
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3. In order to purchase items without paying sales tax we must complete as ST
101 for each vendor. The ST 101 is good for the file of our relationship with the
vendors. (Vendors have been advised to update their files periodically so if a
vendor requests an ST 101 each year, please complete it.) You can find a
signed form on the website under district forms.
NOTE: If you purchase an item from a vendor with your own funds, you must
pay sales tax on that purchase even if you are going to be reimbursed by the
District. The Idaho State Tax law treats this type of transaction as a purchase
by an individual not as a purchase by the District.
4. If we sell or rent any item to a third party (students, parents, teachers, and the
general public) we must comply with the Idaho State sales tax law and remit
the appropriate sales tax. Sales include activity tickets, admission fees for
dance and athletic events, etc.
5. Funds received from the sale of goods, the sale of activity cards, and charges
from admission must be clearly identified in the accounting records. Taxes are
to be collected and remitted each month. Taxable items must be marked as a
taxable item in the accounting program. Using the sales tax form provided in
the Appendix.
6. Sign the MONTHLY SALES TAX REPORT FORM and submit it to the
appropriate individual for approval. The form can be found in the Appendix.
7. Send the MONTHLY SALES TAX REPORT and a check for the amount of the
taxes due to the District accounting office no later than the 5th of the month.
ANNUAL AUDIT
The Independent Auditor at the end of each fiscal year will make an annual audit at the school.
All records should be kept current and in good order for a period of five years. The
independent auditors will request specific documents to be prepared for the annual audit. The
schedule request will be delivered to the schools no later than June 30th of each year to allow
sufficient time for preparation of the documents before the audit begins. Schools books and
documents will be due no later than July 15th to the District or Auditor.
CHANGE OF PRINCIPAL
All Secondary School Fund records must be audited when the school principal is changed.
The incoming principal should review the results of the audit. (If the change of principal occurs
at the end of the fiscal year (June 30) the annual audit prepared by the auditors will be used; if
the change occurs at any other time, an internal audit will be conducted prior to the new
administration.)
CHANGE OF FINANCIAL CLERK
All secondary School Funds records must be audited when a change of financial clerk occurs.
This will assure the incoming party that their records are in acceptable order when the transfer
of duties is made. (If the change of bookkeeper occurs at the end of the fiscal year (June 30)
the annual audit prepared by the auditors will be used; if the change occurs at any other time,
an internal audit will be conducted prior to the new clerk taking over.)

RETENTION AND DISPOSITION OF STUDENT BODY FINANCIAL REPORTS
P a g e | 26

1. All accounting records, such as cash receipts and disbursements records, journal
entries, etc. must follow the district’s record retention policy #808.00.
2. The school bookkeeper should supervise the disposition in order to
ensure complete destruction.

FINANCIAL REPORTS SHOULD BE REVIEWED FOR ACCURACY AND
REASONABLENESS. REASONS FOR SUBSTANTIAL FLUCTUATIONS
FROM ONE STATEMENT PERIOD TO THE NEXT SHOULD BE
DETERMINED AND DISCUSSED WITH THE PRINCIPAL. COMMENTS
REGARDING THE FLUCTUATIONS SHOULD BE INCLUDED AT THE
BOTTOM OF THE FINANCIAL REPORT.
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Student Body Funds –
Student Clubs and Classes…How Do They Work?
The ASB is considered the “umbrella organization” under which student clubs and
graduating classes (such as the Class of 20XX) can operate and generate revenues to
enhance their specific activities. Just like an ASB, student clubs and graduating classes
must follow certain policies and procedures prior to being formed and prior to
sponsoring fundraisers.

Procedures for Student Clubs and Classes
1. Every school-sponsored club/class must have a constitution
containing by-laws approved by the ASB leadership and
school principal. The constitution must:
a. Contain a statement that all members must be students who
are presently enrolled in the school.
b. Contain a statement that there is no affiliation with any non-school
club, any political or religious organization, or with any organization
which denies membership on the basis of race, color, creed, or
political belief.

2. Minutes of club meetings must be recorded & approved by
Club members.
3. Clubs/classes must be self-supporting through club/class
fees and club/class fundraising activities. They cannot be
subsidized by general student body funds.
4. Every school club/class must be sponsored by a member
of the school faculty subject to approval by the principal.
5. The advisor shall approve the time and place of all meetings
and events.
6. The advisor must attend all meetings, events and activities.
7. The advisor is responsible for the annual budget of the
club/class which must be submitted to the local board
school in accordance with the established rules approved
by the principal.
8. The advisor is responsible for the supervision of the
collection of any funds from students or other personnel
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Club/Class Fundraising
Only after a school’s club/class has been properly established can fundraising activities
occur. Clubs/classes must follow the guidelines on the “Fundraising & Income
Generating Activities’ Checklist” found on page 3 of this Publication. Permitted and
prohibited fundraising activities are the same as for the general student body. A detailed
listing can be found under the section “Student Body Funds – Fundraisers…What Can
and Can’t Be Done”.
In addition, clubs/classes can generate revenues through:
a. D u e s , assessments and donation from members.
b. I n c o m e from entertainment, dances, parties, etc. attended by club/class
members only.
c. S a l e of club or class sweaters, emblems, insignia, cards, announcements,
photography, etc. to members of the club/class.
d. S p e c i a l off-campus sales that are limited to club members and their
immediate family.
Procedures for the Collection and Disbursement of Club/Class Monies
As indicated in “Procedures for Student Clubs and Classes”, the club/class advisor is
responsible for the collection of any monies. In order to safeguard assets and ensure
proper accounting practices, the advisor must follow the procedures listed below:
1. All monies collected for the club/class must be supported on approved collection
forms. Which can be found in the Appendix.
2. All monies collected must be deposited with the school Bookkeeper and
acknowledged on a pre-numbered master receipt.
3. Personal checks cannot be substituted for cash collected.
4. Total collections that are $50 or more, along with the collection form must be turned in
daily. Money not turned in to the school Bookkeeper and acknowledged on a prenumbered master receipt is not covered by insurance.
5. All collections must be turned in prior to any weekend or holiday, and on the last
school day of the month.
6. Authorization for expenditures of funds must be approved by the class/club advisor,
member, or designated class/club officer and principal, by using a request for school
purchase order.
7. Club expenses can only be paid by check.
CLASSES/CLUBS MUST BE SELF-SUPPORTING AND CANNOT BE
SUBSIDIZED BY THE GENERAL STUDENT BODY FUND.
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Student Body Funds –
Gifts, Transferring Assets, Etc.…What Can
Be Done?
Gifts (donations) by individuals, groups, or organizations may be made to either the
District for use at a specific school related to the instructional program, or to the student
body for student activities. Student body funds must be made according to the following
policies:
1. Cash Donations to the Student Body should be recorded on a donation form and
follow policy # 802.71
a. D o n a t i o n s must be recorded on the student body books.
b. T h e donation is subject to the same policies and procedures for
expenditures as for the student body.
c. E a c h donation must be separately identified for auditing purposes.
d. A list of donors should be prepared annually. The list should include the
amount of the donation and the intended purpose.
2. Donation/Gifts other than Cash should be recorded on donation form and follow
policy #802.71
a. E q u ip m e n t items also must be submitted to the inventory clerk to be
included in the district inventory.
c. C o m p u t e r equipment must be functional.
d. D o n a t i o n s /Gifts of intrinsic value, if not acceptable for student body use,
may be dispensed following the disposition policy #902.50

Sale or Trade of Student Body Assets
The sale or trade of student body obsolete equipment may be made under the following
procedures:
1. A Request for using a disposition of fixed assets form and following policy
#902.50
2. No district equipment can be sold or traded in lieu of student body-owned
equipment.
3. Obsolete equipment may be discarded at the discretion of the Board.
4. Obsolete equipment that is disposed of must be removed from the inventory list.
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Student Body Funds –
Employee Salaries and Other Related Issues
Policies and Guidelines for Officials at Athletic Events
1.
2.
3.

All officials are scheduled, paid and reported by the software program “Ref Pay”.
Officials are independent contractors and are not subject to withholding taxes or
employment taxes. W-9’s will be obtained through “Ref Pay”.
The athletic director will confirm online after each game that the official worked.

Policies and Guidelines for Independent Contractors
1. Independent contractors are those businesses or individuals who perform certain
work for the student body on a contract basis. They are not employees of the
student body. Examples would be a D.J. or a band for a student body dance.
W-9’s, related party transaction, and insurance forms need to be on file before
the scheduled work is performed.
2. Payments to an independent contractor, who performs work normally performed
by a certificated sponsor, cannot exceed the differential that would have been
paid to the sponsor.
3. Independent contractors are responsible for their own payroll taxes. As such, no
payroll taxes should be withheld from a payment to an independent contractor.
4. A 1099 (Miscellaneous Income) Form must be issued to the independent
contractor on an annual basis and filed with the State of Idaho for any
amount over $600.
Policies and Guidelines for Employees & Students
1. Students working in an activity will need to submit their time on an activity
time sheet and paid through district office.
2. Active employees working in a school program and paid by activity funds
are to be approved prior to services and paid on a submitted activity
timesheet.
3. Money for students and employees activity pay will be submitted to
Accounting including the employer paid benefits. The activity Pay
Worksheet is found in the Appendix. Send the report and the check to the
accounting office by the 5th working day of the month.
Travel:
1.

Any travel by a school club must have a travel request approved in
advance by a principal or administrator. All out of radius travel is to be
approved by the Board of Trustees in advance. See policy # 702.47
2. Travel expenses for trips which are scheduled by clubs or groups that are
not credit oriented or required are the responsibility of the club. Expenses
for such trips should come from the club requesting to travel.
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3. All advisors/representatives of student groups and clubs who travel and
receive reimbursement for travel will use a school or district purchase
order and follow the districts travel policy to receive monies per diem.
4. Purchase orders made out to advisors must be approved by a third party.
5. Supporting receipts must be submitted to the school secretary for an
account of the money spent.
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Student Body Funds –
Yearbooks....Additional Information
Most secondary schools will contract with a publication company and/or photographer to provide
services to the ASB. This section describes the policies and procedures, as well as the
responsibilities of involved parties to ensure that these activities are performed and completed in
an acceptable manner.
GENERAL POLICIES AND GUIDELINES FOR YEARBOOKS
1.

Each ASB shall solicit competitive quotes from at least three publishers and shall not
obligate themselves for a period exceeding one year. Rolling contracts from the
publisher can be established annually until a new quote is acquired.
2. The principal/designee, yearbook advisor, bookkeeper, photographer and publisher
should meet sometime during the prior year to discuss procedures, contractual
agreements, individual responsibilities, and other phases of the yearbook production.
3. The bookkeeper should be consulted with regard to the financial aspects or problems of
prior yearbooks, especially as it relates to sales and advertising.
4. The price, size, number of pages (color vs. black and white), number of yearbooks,
etc., should be agreed upon by the principal, yearbook advisor, and publisher.
5. The size of the yearbook should be determined by reviewing projected income from
sales and advertising versus the budget. Responsible individuals should be aware that
added pages and the volume of yearbook sales will affect the cost of producing
yearbooks. Schools that wish to increase the size of their yearbooks must realize that
additional advertising may be needed to cover the additional costs.
6. Advertising in the yearbook is optional, but any advertisers should prepay.
7. The yearbook should be priced as low as possible so it is within reach of a majority of
the students at the school.
8. Yearbook sales may be scheduled throughout the year at the discretion of the
principal.
9. In the event that yearbooks remain unsold, the general student body and not the
classes, is responsible for bearing the loss.
10. Unsold yearbooks should be retained as follows: 0-5 years old – retain all unsold
copies; 5 years and older – minimum 10 yearbook copies.
PRINCIPAL’S RESPONSIBLITIES WITH REGARD TO THE YEARBOOK
The principal is responsible to have the cost of the yearbook submitted in the list of fees to the
Board at the hearing in June.
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Need Help?…Boosters, PTA’s, Approved Parent Groups
In addition to raising funds through your school’s Associated Student Body
(ASB), there are other types of groups that can raise funds for your school. In many
cases, the funds that are raised by these organizations have more flexibility, in terms of
expending them, than those generated by the ASB. This section describes those groups
and provides guidelines for their operations.
Parent-Teacher Associations and Approved Parent Groups
PTA’s and approved parent groups (PTO’s) are organizations that are separate legal entities
from the District. Prior to any involvement with one of these organizations, the school
administrator should ensure that the organization has provided the school with appropriate
documentation showing their independent legal status, i.e. nonprofit or 501 (c) (3) status. A
copy of the bylaws is not sufficient documentation. In addition, these organizations are required
to have sufficient liability insurance to operate their organization and meet the District’s minimum
insurance requirements.
The PTA is an auxiliary organization to public schools. It is made up of parents, teachers, and
community people who all work together for the best interest of the children. PTA’s are
established in accordance with State regulations. A PTA may make a monetary or an approved
non-monetary gift to the ASB.
An Approved Parent Group is an organized group of people, other than the PTA, that must
conform to the regulations (described above) and prescribed by the District. The objectives and
purpose of the Approved Parent Group must relate to the health and welfare needs of public
school children. An Approved Parent Group may make a monetary or an approved nonmonetary gift to the ASB.
Both of these groups can have “cooperative activities” with the Associated Student Body. A
cooperative activity is one in which the students participate with either the PTA or the Approved
Parent Group in a fund-raising activity through planning, conducting and/or sharing of proceeds.
However, while both groups are allowed to engage in cooperative activities, a school can only
have either a PTA or an Approved Parent Group – NOT BOTH.
Proceeds from a public appeal fundraising activity may be credited to the student body or the
PTA/approved parent group, or shared between the student body and the PTA/approved parent
group. Proceeds may not be credited to a student body club or to a booster club.
Funds raised through a cooperative activity with an approved parent group must initially be
carried on the student body books. However, after all expenses are paid, and the profits of the
fundraiser determined, a student body check must be sent to the approved parent group (PTO)
for its share of the profit. The student body share of funds raised through a cooperative activity
with an approved parent group must remain on the student body books.
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As always, contributions and participation by students and employees in a fundraising activity
must be entirely voluntary.
The PTA or approved parent group, as separate legal entities, must review and approve any
student body fundraising activity separate from the student body review and approval process.
Procedures for Forming an Approved Parent Group:
The following procedures must be followed when forming an Approved Parent Group.
1. An “Application to Form A Parent Group”, along with the constitution and bylaws,
and proof of independent legal status, must be approved by the principal, and
forwarded for approval to the appropriate Local District Superintendent.
2. A “Certificate of Insurance” for the parent group, including a ten-day cancellation
notice is required. This Certificate must be sent to the District Finance Office.
3. An Approved Parent Group must abide by the following guidelines:
a. The group shall be non-partisan and non-sectarian in membership and
purpose.
b. Membership in the group must be open to all parents who have children in
the school, to school staff, and school site administrators.
c. Any membership fee must be a reasonable amount.
d. The officers of the group must be elected annually by popular vote.
e. The principal of the school shall be a member of the group’s Executive
Committee.
f. Robert’s Rules of Order or a similar code shall govern the procedures of the
group. Minutes of the meeting must be kept and read for approval at
succeeding meetings. Action taken by the Executive Committee shall be
reported to the membership at large.
g. All Regular, Executive Committee, or Committee meetings which involve
the participation of any school personnel shall be held at the school. The
principal must approve any exceptions.
h. The principal shall approve speakers and entertainers who are invited to
appear before the Approved Parent Group and/or students.
i. Ensure that no Minidoka County District employee is involved with
financial operations of the club since public employees place the District in
a position of responsibility for funds. No District employee should have
any signing authority for PTA / Booster Club bank accounts.
4. New schools are required to observe a six-month waiting period prior to the
formal organization of an Approved Parent Group.
5. Approved Parent Groups shall be subject to standards and procedures with
regard to finance as are stipulated by the Minidoka School District.
6. Do not give out the District tax Id number, which is legally assigned to
Minidoka County School District. Ensure parent groups to contact State and
Federal agencies to acquire their own tax identification number.
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7. Bylaws must be maintained for each parent group and contain items listed in
the procedural directive.
Parent Organizations and Booster Club’s Procedures
The following items must be present in an organization’s Bylaws and Practices for a
parent entity to be recognized by the school. The organization is also liable to State
and Federal agencies regarding requirements of fundraising organizations, i.e.,
applications for organization status, reporting revenues, sales tax, etc.
Bylaws
An organization of parents or community leaders affiliated with a school shall develop a
constitution and/or bylaws to be approved by the principal in writing and filed in that
office. The document shall contain or refer to the following:
a. Name of the organization/club,
b. Objective of the organization/club,
c. Membership eligibility and enrollment procedures,
d. Officer selection, election procedures, and duties,
e. Bonding documents for signatures from licensed insurance company
within 30 days of receipt of $2,500.00,
f. Principal or designee is to be an ex-officio officer of the
organization/club,
g. Fiscal auditing and accounting procedures to be established and
followed,
h. The statement, “This organization/club will abide by all School Board
and district/administrative policies and procedures”.
Practices
Though parent organizations are affiliated with the school in that they carry the school
name and activities and must be cleared with the principal or designee, they are a sole
and separate entity. Therefore, the following conditions apply:
a. Tax identification number obtained solely for your group. Auxiliary
groups may not use the Minidoka County School District identification
number, which legally applies solely to the District.
b. Tax exempt status is up to each group to determine, based upon its
purpose.
c. Minidoka County School District employees (faculty, staff, sponsors,
etc.) may not be involved in financial activities of the organization in any
way. They may not order items, make sales, collect monies, or sign
checks.
d. Bank accounts must be maintained outside of the school.
e. School mail permits are for auxiliary group use. As with the tax-exempt
number, organization/clubs are responsible for obtaining their own bulk
mail permits.
f. Raffles/Bingo events may be conducted by auxiliary groups, which are
responsible for complying with State laws and licensing requirements
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when applicable (see references below). These events must occur offcampus, off-school hours, are to remain outside of school jurisdiction
and not interfere with the instructional day. Final drawings may be held
on campus if they are part of a school event, so long as no selling or
gambling occurs.
g. Open meetings for clubs business, with adequate notification of all
meetings to all members, and summaries of proceedings maintained
with a copy are to be on file in the principals’ office one week after the
meeting.
h. Administrative written approval for fundraiser, to ensure coordination
with other school activities and fundraising events.
i. Fundraising activities or project initiated by the organization/club on
behalf of the school must be proposed in writing and be authorized by
the school principal before the activity commences or any final
arrangements are made.

A SCHOOL CAN HAVE AN APPROVED PARENT GROUP OR A PTA, BUT
NOT BOTH.

BOOSTER CLUBS
Booster Clubs and other non-school organizations/groups, other than the PTA and
Approved Parent Group, are considered to be separate entities. Booster Clubs can
raise funds for a school, but unlike a PTA or an Approved Parent Group, they cannot
conduct joint fundraising activities with the student body. Booster Clubs should
not be conducting fundraising activities on campus during school hours.
Booster Clubs must follow the guidelines listed below:
1. Booster Clubs must be properly organized under the laws of the state, county,
and city. They must raise funds independently of the ASB, just as a Kiwanis Club,
Lions Club, Chamber of Commerce or other professional organization raises
funds.
2. Booster Clubs are separate legal entities from the District. Prior to any
involvement with a Booster Club, the school administrator should ensure that the
organization has provided the school with appropriate documentation showing
Its independent legal status.
3. A Booster Club is required to have sufficient liability insurance to operate its
organization and meet the District’s minimum insurance requirements.
4. Students or staff assisting with a Booster Club activity shall not interfere with the
instructional program.
5. The providing of information, or advertising of activities, or the selling of Booster
Club products shall not interfere with student body fundraising activities or other
student body activities and shall not take place on school grounds during
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the school day.
6. Booster Clubs may donate monetary and non-monetary items to the student
body.
7. No booster club may sell refreshments to the general student body at school
events and retain the profits, except on a concession basis with a commission
paid to the student body. This commission must be approved in advance by the
student body.
BOOSTER CLUB FUNDS MAY NOT BE KEPT ON THE STUDENT BODY
BOOKS OR PROCESSED THROUGH THE STUDENT BODY FINANCE
OFFICE.

FOUNDATIONS
All funds received from a foundation require Board of Education approval before
acceptance. Expenditures may only be made from these funds in accordance with the
agreement with the donor and the District administrator in charge of the fund, and in
accordance with procedures governing the expenditure of student body funds.
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Student Body Funds –
Special Notes for Principals

The principal is the trustee of the student body funds and is responsible for ensuring that
all student body activities are in accordance with Idaho State Education Codes, Board
Rules, and District policies. This section summarizes certain responsibilities of the
principal but is not all-inclusive. The previous sections in this publication should be
referred to for all proper procedures and policies.
The principal is responsible for:
1. Disseminating and explaining regulations and procedures affecting student
body financial affairs to the faculty and staff.
2. Establishing a student council or finance committee to consider and approve
the student body financial budget and expenditures.
3. Response to audit reports on student body operations.
4. Ensuring that the amount of surplus does not exceed the prescribed limits as
stated in this publication.
5. Ensuring that all moneys collected from students are deposited through the school
bookkeeper
6. The administrative supervision of the school’s bookkeeper.
Listed below are some tips for principals to assist them with ensuring that their
school’s student body financial operations are sound:
1. Meet at least monthly with the school’s bookkeeper to keep up to date on
current financial transactions, record keeping, and potential problems.
2. Review the bank reconciliation monthly and sign off that it has been reviewed.
3. Review the bank statement for miscellaneous deductions and request
supporting documentation to support these items.
4. “Spot” check deposit slips and the bank statement. Examine deposit slips to
be sure that they contain the master receipt numbers and verify that the
beginning number picks up from the previous deposit slip.
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5. Ensure that deposits are prepared daily. Any cash for deposit in the safe
without a master receipt or that is over a day old should be questioned.
6. Verify that separate cash boxes are being used for petty cash, and change. At no
time should these cash collections be co-mingled.
7. Review outgoing purchase orders.
8. Do not sign checks without reviewing supporting documentation. (A request for a
check is not considered supporting documentation.)
9. Pay particular attention before approving checks that are made payable to
employees.
10. Ensure that the Bookkeeper is posting transactions on a daily basis.
11. Make sure that all collections are supported by collection receipts.
12. Advise teachers that they should insist on receiving a master receipt each time cash
collections are turned in to the bookkeeper.
13. Advise teachers that collections should be turned in at least weekly, the last day of
the month, and always before leaving for the summer.
14. Remember that personal checks should never be accepted in lieu of cash
collections & personal checks should never be cashed for students or
employees.
15. Ensure that the physical inventory of equipment is verified to the equipment
record cards at least once a year.
AS PRINCIPAL YOU ARE RESPONSIBLE FOR ENSURING THAT YOU’RE
SCHOOL’S STUDENT BODY ACTIVITIES AND OPERATIONS COMPLY WITH
STATE LAWS, BOARD RULES AND THE DISTRICT POLICIES CONTAINED
IN THIS PUBLICATION.
HOWEVER, THE DISTRICT BUSINESS MANAGER WILL PROVIDE
SUPPORT, THROUGH ITS COORDINATING FINANCIAL MANAGERS AND
HUMAN RESOURCES STAFF TO HELP YOU ENSURE THAT YOUR
SCHOOL’S STUDENT BODY OPERATIONS ARE IN COMPLIANCE.

Student Body Funds –
Special Notes for School’s Bookkeeper
The school’s Bookkeeper acts as the business advisor and accountant for student body
activities and all student organizations.
Listed below are typical duties (however, they are not all-inclusive) that are
expected of the Bookkeeper:
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Typical Duties Performed for the District
The School Bookkeeper:
1. Establishes cash collection procedures under the direction of the principal.
2. Supervises the collection and remittance to the District of funds from the
following sources:
a. Damage to District equipment, property, buildings, grounds, and
supplies
b. Loss or damage textbooks.
c. Property Rental
3. Supervises student work experience programs included under his/her
responsibilities.
Typical Duties Performed for the Student Body
The typical duties (not all-inclusive) that the school Bookkeeper performs for the
student body are:
1. Meeting on a regular basis with the student advisors to discuss budget
preparation and financial reports.
2. Receipting, banking, disbursing, recording and reporting all monies obtained
through student body activities pursuant to District polices and guidelines.
3. Opening, maintaining and closing ledger accounts. Verifying and correcting
discrepancies, and preparing monthly bank reconciliations and financial
reports.
4. Working with and furnishing the necessary financial data to the principal and
student leadership for the preparation of a sound student body budget.
5. Keeping the principal informed as to financial conditions during the school
year.
6. Preparing monthly and annual reports including sales tax, and 1099’s.
7. Maintaining control of all tickets, receipt books, and other financial
documents. The control must include a procedure to ensure that faculty
members return and account for all tickets, receipt books, class receipt
forms, and other financial documents entrusted to them. The principal
should be notified if a faculty member fails to return any item.
8. Providing recommendations on setting sales prices for student body items.
The school bookkeeper is not responsible for the collections and financial
records of staff’s professional organizations.
When it comes to student body fundraising activities, the school bookkeeper should
remember that:
1. No expenditures can be paid out of cash collections. Expenditures must be
paid by check.
2. All sales tax must be paid through the student body books to the district to
send to the State of Idaho Tax Commission.
3. Cash controls must be established for admission events.
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Student Body Funds –
Special Notes for Local District Superintendents
Each Superintendent is responsible for ensuring that the schools under their
jurisdiction conform to all polices and rules pertaining to student body funds
and activities.

Student Body Funds –
Special Notes for Students
The student government leadership and club leadership (working with the
principal or faculty advisor) are responsible for:
1. Preparing and adopting a constitution. (See Appendix for a sample
constitution)
2. Taking, preparing and approving the minutes of all meetings. (See
Appendix for sample minutes format)
3. Developing a budget.
4. Approving expenditures prior to payment.
5. Planning fund-raising activities to achieve goals and objectives.
6. Approving clubs.

MISCELLANEOUS REMINDERS
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Fees charged should be closely tied to the actual cost of the item.
Schools should not build up excessive fund balances in the ASB
accounts.
The principal and board must approve all new clubs fundraising
activities.
All transfers from one club account to another must be submitted
by the initiating advisor and must be in writing.
Any club or organization having more than $2,500 in funds
remaining at the end of the fiscal year may submit a written request
to the principal to allow the funds to be carried over to the next
fiscal year. The request should document the reason the
organization has excessive funds remaining (i.e. a large fundraising
effort late in the year) and the anticipated type of expenditure to be
made in the next year. The principal must approve or deny the
request and return a copy of the request to the originator and send
a copy to the person in charge of the ASB funds.

APPENDIX

P a g e | 43

SCHOOL ACTIVITY ALLOWABLE BUDGET WORKSHEET
(This list is not inclusive)
ACTIVITY:

ACTIVITIY CARD

INTENT OF THIS ACCOUNT:

The collection of payments of an Activity (ASB) Card and the supplies associated with preparing them.

RECOMMENDED REVENUES:

Collections of students payments for an ASB card

ALLOWABLE EXPENSES:
ALLOWABLE TRANSFERS:

The supplies to produce the activity cards
Balances in the Activity Card fund to those activities that the card is used for.

ACTIVITY:

STUDENT REWARDS AND ACTIVITIES OR STUDENT BODY FUNDRAISER

INTENT OF THIS ACCOUNT:

To provide rewards and incentives to motivate ALL students

RECOMMENDED REVENUES:

Activity Card funds transfers, donations that were specified to this account & school wide fundraisers

ALLOWABLE EXPENSES:

During school functions such as dances, pep assemblies, reward parties, etc. and reward items; to students

ALLOWABLE TRANSFERS:

Not recommended; but could transfer to other activities that the activity card is used for.

ACTIVITY:

ATHLETICS (could be split up by Football, Volleyball, Track and Wrestling if deemed necessary)

INTENT OF THIS ACCOUNT:

The expenses and collections made to provide after school Athletics to students

RECOMMENDED REVENUES:

Activity card funds transfers, uniform deposits, donations to athletics and fundraisers of that group

ALLOWABLE EXPENSES:

Athletic uniforms & equipment, busing, competition fees, referees, ticket takers, athletic travel & food

ALLOWABLE TRANSFERS:

Not recommended; but could transfer to other activities that the activity card is used for.

ACTIVITY:

BOWLING FEE

INTENT OF THIS ACCOUNT:

Fees associated with students attending Bowling for PE time

RECOMMENDED REVENUES:

Collection of students payments for fee for PE Bowling

ALLOWABLE EXPENSES:

Busing to bowling and bowling charge

ALLOWABLE TRANSFERS:

Not recommended; but could transfer to athletics

ACTIVITY:

CONCESSIONS

INTENT OF THIS ACCOUNT:

Sales of concessions at games or events

RECOMMENDED REVENUES:

Concession revenue

ALLOWABLE EXPENSES:

Concession resale items

ALLOWABLE TRANSFERS:

Balances could be transferred to any fund

ACTIVITY:

VENDING & REBATES

INTENT OF THIS ACCOUNT:

To provide rewards and incentives to motivate staff

RECOMMENDED REVENUES:

Vending machine rebates, other rebates, non-student fundraisers or deposits, deposits made by staff

ALLOWABLE EXPENSES:

Employee recognition that affects all staff; supplies to stock teacher break room; bereavement

ALLOWABLE TRANSFERS:

Balances could be transferred to any fund

ACTIVITY:

PETTY CASH

INTENT OF THIS ACCOUNT:

To have cash to give change or pay for items that can absolutely not be paid with a purchase order

RECOMMENDED REVENUES:

Petty cash paid from District Account;

ALLOWABLE EXPENSES:

Use for change or items that can absolutely not be paid with a purchase order; payback to district year end

ALLOWABLE TRANSFERS:

Transfers in from other accounts that the petty cash was used for. Cannot transfer out must -0- at year end
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ACTIVITY:

INSTRUCTIONAL

INTENT OF THIS ACCOUNT:

To provide supplementary or additional supplies to provide for ALL student use when needed

RECOMMENDED REVENUES:

Donations made specifically to educational programs

ALLOWABLE EXPENSES:

Addt. supplementary supplies that are above what the district usually provides, Saturday school supplies

ALLOWABLE TRANSFERS:

To only other student body instructional type funds

ACTIVITY:

PLANNERS

INTENT OF THIS ACCOUNT:

The collection of payments for a planner and the supplies associated with preparing them.

RECOMMENDED REVENUES:

Collections of students payments for a student planner

ALLOWABLE EXPENSES:

Purchase of the planners

ALLOWABLE TRANSFERS:

Not Recommended, but balances could be transferred to handbooks or instructional

ACTIVITY:

ART

INTENT OF THIS ACCOUNT:

The collection of the board approved art fee to cover costs that were described to the board for the course

RECOMMENDED REVENUES:

Collections of students payments for those students in art class

ALLOWABLE EXPENSES:

Those expenses that were described and approved by the board annually; paints, paper, art supplies etc.

ALLOWABLE TRANSFERS:

Not recommended; annual review of fee cost

ACTIVITY:

BAND/ORCHESTRA

INTENT OF THIS ACCOUNT:

The collection of the board approved band fee to cover costs that were described to the board for the course

RECOMMENDED REVENUES:

Collections of students payments for those students for band rental; fundraisers as described to board annually

ALLOWABLE EXPENSES:

Music books, band equipment and supplies, competitions, transportation, activities for band class

ALLOWABLE TRANSFERS:

Not recommended; annual review of fee cost

ACTIVITY:

CHEERLEADERS

INTENT OF THIS ACCOUNT:

The collection of board approved fees and fundraisers to cover the costs of the cheer squad

RECOMMENDED REVENUES:

Collections of students payments for those students in cheer; fundraisers as described to board annually

ALLOWABLE EXPENSES:

Uniforms, warm-pups, camp gear, bags, poms, cheer camp, sock, hair bow and supplies in conjunction to fundraiser

ALLOWABLE TRANSFERS:

Not recommended; annual review of fee cost

ACTIVITY:

BUILDERS CLUB

INTENT OF THIS ACCOUNT:

Service Club

RECOMMENDED REVENUES:

Fundraising

ALLOWABLE EXPENSES:

National dues,

ALLOWABLE TRANSFERS:

Balances could be transferred to any fund

ACTIVITY:

ANNUAL CLUB AND TECHNOLOGY CLUB

INTENT OF THIS ACCOUNT:

To fundraise for the club to buy additional technology for the school and produce annuals

RECOMMENDED REVENUES:

Fundraisers that are approved by the board

ALLOWABLE EXPENSES:

Fundraiser materials, additional technology for the school, supplies for annual staff, activities planned for club

ALLOWABLE TRANSFERS:

Not recommended
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ACTIVITY:

CHOIR

INTENT OF THIS ACCOUNT:

The collection of the board approved choir fee to cover costs that were described to the board for the course

RECOMMENDED REVENUES:

Collections of students payments for those students for choir events; fundraisers as described to board annually

ALLOWABLE EXPENSES:

Music books, clothing and supplies, competitions, transportation, activities for choir class

ALLOWABLE TRANSFERS:

Not recommended; annual review of fee cost

ACTIVITY:

DANCE

INTENT OF THIS ACCOUNT:

The collection of board approved fees and fundraisers to cover the costs of the dance team

RECOMMENDED REVENUES:

Collections of students payments for those students in dance; fundraisers as described to board annually

ALLOWABLE EXPENSES:

Uniforms, warm-ups, camp and supplies in conjunction to fundraiser; activities fundraised for dance club

ALLOWABLE TRANSFERS:

Not recommended; annual review of fee cost

ACTIVITY:

STUDENT COUNCIL

INTENT OF THIS ACCOUNT:

Student body class government club learning experience

RECOMMENDED REVENUES:

Student council fees, fundraiser as described to board annually

ALLOWABLE EXPENSES:

sweat shirt and shirt, student council trip(even though not listed on board fundraiser schedule)

ALLOWABLE TRANSFERS:

Not recommended; annual review of fee cost

ACTIVITY:

HOME EC

INTENT OF THIS ACCOUNT:

The collection of the board approved Home Ec. fee to cover costs that were described to the board for the course

RECOMMENDED REVENUES:

Collections of students payments for those students in Home Ec. class

ALLOWABLE EXPENSES:

Those expenses that were described and approved by the board annually; Kit & supplies, food for cooking

ALLOWABLE TRANSFERS:

Not recommended; annual review of fee cost

ACTIVITY:

SHOP

INTENT OF THIS ACCOUNT:

The collection of the board approved Shop fee to cover costs that were described to the board for the course

RECOMMENDED REVENUES:

Collections of students payments for those students in Shop class

ALLOWABLE EXPENSES:

Those expenses that were described and approved by the board annually; shop supplies & materials for special projects

ALLOWABLE TRANSFERS:

Not recommended; annual review of fee cost

ACTIVITY:

6th GRADE EXPLORATORY FEES

INTENT OF THIS ACCOUNT:

The collection of the board approved elective fee to cover costs that were described to the board for the course

RECOMMENDED REVENUES:

Collections of students payments for those students to take elective courses

ALLOWABLE EXPENSES:

Those expenses that were described and approved by the board annually; shop, Home Ec. and art.

ALLOWABLE TRANSFERS:

Transfer equally balance to shop, home etc. and art

ACTIVITY:

LOCKERS

INTENT OF THIS ACCOUNT:

Students can purchase locks that they did not purchase at a retailer

RECOMMENDED REVENUES:

PE lock cost

ALLOWABLE EXPENSES:

purchase of locks and keys

ALLOWABLE TRANSFERS:

To any student activity fund
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ACTIVITY:

SKI PROGRAM

INTENT OF THIS ACCOUNT:

The collection of the board approved ski school fee to cover costs that were described to the board for the course

RECOMMENDED REVENUES:

Collections of students payments for those students for ski bus fee; fundraisers as described to board annually

ALLOWABLE EXPENSES:

Ski lift tickets, ski busing, advisor stipend

ALLOWABLE TRANSFERS:

Not recommended; annual review of fee cost

ACTIVITY:

YEARBOOK

INTENT OF THIS ACCOUNT:

The collection of the board approved yearbook cost

RECOMMENDED REVENUES:

Collections of students payments for those students who purchase a yearbook

ALLOWABLE EXPENSES:

Purchase of the yearbook

ALLOWABLE TRANSFERS:

Not recommended; annual review of fee cost

ACTIVITY:

INDUSTRIAL ARTS TECHNOLOGY CLUB (TSA)

INTENT OF THIS ACCOUNT:

To fundraise for the club to make projects for competition and compete

RECOMMENDED REVENUES:

Fundraisers that are approved by the board

ALLOWABLE EXPENSES:

Fundraiser materials, materials for projects, memberships, competition fees and travel

ALLOWABLE TRANSFERS:

Not recommended

ACTIVITY:

RENAISSANCE CLUB

INTENT OF THIS ACCOUNT:

To reward outstanding youth for their efforts

RECOMMENDED REVENUES:

Donations and fundraisers as approved by the board annually

ALLOWABLE EXPENSES:

Renaissance rewards and assembly costs

ALLOWABLE TRANSFERS:

To any other student body fund

ACTIVITY:

LIBRARY

INTENT OF THIS ACCOUNT:

The collection of library fines and sales of pencils and supplies

RECOMMENDED REVENUES:

Sales of supplies, library fines and lost books

ALLOWABLE EXPENSES:

Resale items of supplies; books and library materials

ALLOWABLE TRANSFERS:

Not recommended; but could go to instructional

ACTIVITY:

SCHOOL IMPROVEMENT FUND

INTENT OF THIS ACCOUNT:

To fundraise for a major planned projects for the school that is above what the district already provides

RECOMMENDED REVENUES:

Fundraisers and donations

ALLOWABLE EXPENSES:

Major project that is above what the district usually provides or is in addition to

ALLOWABLE TRANSFERS:

To any student type fund

ACTIVITY:

STUDENT HANDBOOK

INTENT OF THIS ACCOUNT:

The collection of payments for a student handbook and the supplies associated with preparing them.

RECOMMENDED REVENUES:

Collections of students payments for a student handbook

ALLOWABLE EXPENSES:

Purchase of materials to produce handbook

ALLOWABLE TRANSFERS:

Not Recommended, but balances could be transferred to planners or instructional
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Sample Outline for a Constitution
The constitution adopted by a student body organization must state the name and purpose of
the organization and must present the framework within which the organization will operate.
The following outline may be used in developing a constitution:
Article 1.

Organization
a. Name of organization
b. Purpose and means of accomplishment
c. Time, place, and frequency of meetings of officers’
d. Definition of quorum

Article 2.

Membership – eligibility for membership

Article 3.

Officers and elections
a. Titles and duties of officers
b. Election of officers
c. Term of office
d. Requirements for eligibility
e. Appointment of committee

Article 4.

Representatives to student council other than officers’
a. Method of selection
b. Qualifications for eligibility
c. Term of office

Article 5.

Adult advisers – appointment by superintendent, principal, faculty, or student
council

Article 6.

Financial activities
a. Budgets
b. Revenues
c. Disbursements
d. Statements and reports

Article 7.

Clubs within the student body organization
a. Purposes of clubs
b. Method of organization and discontinuance
c. Financial activities
d. Constitution and/or bylaws

Article 8.

Amendments to constitution
a. Method of origination
b. Requirements for adoption
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Sample Outline for ASB (or Club) Minutes
The student body organization and each club within the organization should keep minutes for
each meeting. The minutes should include details of proceedings, including financial matters
pertaining to the budget, approval of fund-raising ventures, and expenditure authorizations. The
minutes might be organized as follows:

Name of High School
Associated Student Body Minutes

Meeting Date:

Meeting Time:

Location:

The Meeting was called to order by:
The Minutes of the Meeting dated

were Read and Approved (Corrected and Approved)

The following Purchase Orders were approved: (List below or attach separate listing)
P.O. #

Vendor

Amount

Motion by:

Club

Purpose

Seconded by:

Vote Count;

Number For:

Number Opposed:

The following Invoices were submitted for payment: (List below or attach separate listing)
Check #

Payable to

Amount

Motion by:
Vote Count;

Club

Purpose

Seconded by:
Number For:

Communication and Reports:
Old Business:
New
Business:
Submitted by:
ASB Secretary: Signature and Date:
ASB Advisor: Signature and Date
Meeting Attendees: (List below or attach separate listing)
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Sample Outline to Form a Student Club
Name of High School
Application for Student Club
I.

We the students of the
permission to form a Student Club.

(name of the school site), request

Attach a list of the students sponsoring this application.
II.

II.
This organization will be called
and will have as its purpose:

III.

(name of faculty member) will serve as the advisor for
this club for the school year.

IV.

We have attached:
1.
A copy of the proposed constitution for this club.
2.
A copy of the budget for this club for the school year.

V.

Submitted by:

VI.

Student Club Rep:

Date:

Club Advisor:

Date:

Approved:
School Principal:
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Date:

inidoka County School District No. 331
Administration:
Dr. Kenneth Cox, Superintendent
Patricia Knoblauch, Board Clerk
Michelle DeLuna, Business Manager

Board Members
Tammy Stevenson, Chairman
Jason Gibbons, Vice Chair
Bonnie Heins, Trustee
JoAnna Cook, Trustee
Jacob Catmull, Trustee

CALCULATIONS FOR SALARIES AND BENEFITS FOR ACTIVITY/DUTY STIPENDS
(Employees with Benefits)

School/Department

DATE

Total Salaries to be Paid----------------------->

$

-

Total Non-Benefits Salaries to be Paid------ >

$

-

BENEFIT CALCULATIONS:
Retirement

Salary X 11.32%---------------------- >

$

-

Social Security

Salary X 6.20%---------------------- >

$

-

Medicare

Salary X 1.45%---------------------- >

$

-

Sick Leave Retirement

Salary X 1.16%-------------------- >

$

-

Total Benefits to be Paid------------------------------------------ >

$

-

Total Salaries & Benefits (check attached)--------------------- >

$

-

*Benefits are calculated by multiplying appropriate percentages times total salaries.
*Not all employees receive retirement benefits (i.e. Students) if there is a question please contact the Payroll Department.

This is not a Time Sheet and not acceptable for payroll. Appropriate Time Sheet must be completed per individual
and be accompanied with this form.
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TICKETED EVENTS REPORT
DATE

ACTIVITY

(*NOTE Tickets should be color coded for each level of admission charge)
Ticket Descriptions
RED
Regular ticket
$25.00
GREEN
ASB Card Holder
$20.00
YELLOW
At The Door
$30.00
ORANGE
Student without ASB
$25.00
Ticket Description
RED
Next Ticket Available
First Ticket Sold
Total Tickets Sold
0
Total Ticket Sales Value

$0.00

Ticket Description
Next Ticket Available
First Ticket Sold
Total Tickets Sold

GREEN

Total Ticket Sales Value

$0.00

Ticket Description
Next Ticket Available
First Ticket Sold
Total Tickets Sold

YELLOW

Total Ticket Sales Value

$0.00

Ticket Description
Next Ticket Available
First Ticket Sold
Total Tickets Sold

ORANGE

Total Ticket Sales Value

$0.00

Total Ticket Sales:

$0.00

Total Ticket Value
Total Cash Received less change
Variance (over) or short
Explanations:
Ticket Seller:
Cashier:
Verified By:
Advisor:
Account Number:
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0

0

0

$0.00
$0.00

Receipt Number
Attach all receipts to Log
Bookkeeper Signature

Student Council
Store Inventory Reconciliation
Period:

Item

Opening Stock

New Stock
Purchased

Ending

Sales
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Value

0

$

-

0

$

-

0

$

-

0

$

-

0

$

-

0

$

-

0

$

-

0

$

-

0

$

-

0

$

-

0

$

-

0

$

-

0

$

-

0

$

-

0

$

-

0

$

-

0

$

-

0

$

$
-

Total Expected Sales
Total Credit Sales& Deposits
Over/Short Variance(explain)

Prepared by:
(Attach all Z tapes and Monthly deposits receipts to form)

Price

0.00

Date:
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Donation Receipt from Minidoka County School District
Questions? Contact Michelle DeLuna at (208)436-4727.

Donated by

[Type name]

Address

[Type address]

City

[Type city name]

State/Province
ZIP/Postal Code

[Type ZIP or postal code]

Phone

[Type phone number with area code]

Type of donation

[Type donation information, such as cash, merchandise, or service]

Description

[Type details of merchandise or service]

Value

[Type retail value of merchandise or service]
Thank you for your generosity. We appreciate your support!

Donation Receipt from Minidoka County School District
Questions? Contact Michelle DeLuna at (208)436-4727.

Donated by

[Type name]

Address

[Type address]

City

[Type city name]

State/Province
ZIP/Postal Code

[Type ZIP or postal code]

Phone

[Type phone number with area code]

Type of donation

[Type donation information, such as cash, merchandise, or service]

Description

[Type details of merchandise or service]

Value

[Type retail value of merchandise or service]

Thank you for your generosity. We appreciate your support!
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MINIDOKA COUNTY SCHOOL DISTRICT
IN-DISTRICT TRAVEL EXPENSE VOUCHER
EMPLOYEE___________________________________ DATE__________________PURCHASE ORDER #_14-_________________________
DATE

PURPOSE

MILEAGE

TOTAL
MILEAGE x .45
0
0
0
0
0
0
0
0
0
0
0
0
0
0
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SUBTOTAL

0

TOTAL OTHER PGS

0

_______________________________________________________
EMPLOYEE SIGNATURE
_______________________________________________________

GRAND TOTAL
0
____________________
DATE
PLEASE ATTACH P.O.
____________________
BEFORE SUBMITTING

SUPERVISOR SIGNATURE

DATE
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PETTY CASH REIMBURSEMENT SHEET
BEGINNING BALANCE

DATE

VENDOR

DESCRIPTION OF PURCHASE

BUDGET CODE

ACTUAL
AMOUNT AMOUN
TAKEN
T

DAILY
BALANCE

SIGNATURE
PERSON USING

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
AMOUNT TO BE REIMBURSED
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-

-

>>>>>>>>>>>>>>>>>>>

$

$
$

REMAINING BALANCE
-

$0.00

MINIDOKA COUNTY SCHOOL DISTRICT #331
QUOTES

ITEM TO BE PURCHASED

__________________________________________________

LOCATION__________________________
____________________________________
PURCHASE ORDER # __________________
COMPANY/ADDRESS

DATE

PRICE

10% PRICE

COMMENTS

COMPANY THE PURCHASE WAS MADE FROM____________________________________________

3 QUOTES ARE REQUIRED IF ADDING A NEW VENDOR, COMPARING LOCAL OR BETWEEN $500.00
AND $24,999.00 PER ITEM.
TO BE KEPT ON FILE AT EACH LOCATION AND SUBMITTED UPON REQUEST FROM THE DISTRICT.
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Minidoka County School District #331
Sales Tax Report

For the Month of
School

Date

÷

Total Sales Collections
(includes sales tax)

(cost of goods sold)
1.06=

$

X 0.06

Total Sales Tax Submitted--------------->

Subm itted By

Please submit Sales Tax to the District Office by the fifth day of each month.
double ck
a) Cost of Goods Sold

$

b) Sales Tax Portion
c) Total Collections for Month
a+b=c
P a g e | 67

-

$0.00

$

-

$0.00

Minidoka Joint School District No. 331
INTERNAL CONTROL REVIEW
Date
True

School
False
1 Receipts are issued for all money collected.
2 Receipts are issued in numerical sequence.
3 Receipts issued are reconciled to the deposit made.
4 Deposits are made in a reasonable time period.
5 Checks are kept in a secure place when not used.
6 Checks are issued in numeric sequence.
7 Checks are not signed prior to the payee, date and amount filled in.
Select 5 random checks from the last review date until this review date:
8 P.O.'s are signed by the activity fund supervisor or principal.
9 Invoices are initialed and dated by the activity fund supervisor that it is ok to pay.
10 The invoices look reasonable in amount and purpose and not exceeding the P.O. amount.
11 The invoices agree to the P.O. and to the check amounts.
12 Invoices are canceled, listing date paid and check number.
13 Invoices are filed numerically by check number.
14 Bank Statements are reconciled by the 20th of each month, documented by initials and date.
15 3rd party reviews reconciliation indicated by initials and date.
16 School has a copy of previous internal control review report.
17 There are no false items on previous review that are still false.

Names of who can sign on checks:

Total False Items

Reviewer:

Secretary

Date

Principal
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