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Purpose of Activity Funds 
 
“Activity Funds” are designed to account for funds generated and managed by a campus. While controlled at the 
campus level, Activity Funds are still part of the District’s financial responsibilities; Activity Funds are a part of 
the District’s annual audit and are reported in the District’s audited financial statements. 
 
Activity Funds are used to promote the general welfare of each school and the educational development and 
morale of all students. 
 
The accounting function for activity funds is delegated to each campus and must comply with District guidelines 
and procedures, including those set forth in this manual. 
 

Types of Activity Funds 
 
Campus activity funds are those monies owned and controlled by the District and administered by District 
employees. Revenues come from sources such as fines, fees, PTA and booster club donations, and vending 
sales. Monies are to be used to supplement campus or program operating budgets. Campus activity funds are 
accounted for in Fund 461. 
 
Campus activity funds belong to the District; transactions are accounted for as revenues or expenditures. 
 
Student activity funds consist of monies that are the property of others; the District is acting only in a fiduciary 
role and the funds actually belong to the group of students, or others, that contributed the funds. The District’s 
involvement is to provide supervision and stewardship by accounting for the funds. Student activity funds are 
accounted for in Fund 865. 
 
Student activity funds belong to students and others (the District is a fiduciary); transactions are accounted for in 
a liability account and there are no revenues or expenditures. 
 
Student activity fund transactions include: 

 Funds from formal student groups, such as the student council, pep squad, and various clubs. Monies 
are controlled by the respective group through its governing body and officers. Student groups act under 
the supervision of a District employee (the club sponsor) but the District does not generally make the 
financial decisions. 

 Funds from informal groups that collect or raise funds for various purposes decided by that group. 

 Clearing-types of funds, such as where a teacher collects a specified amount of funds for a specific field 
trip. 

 
Student activity funds nearly always involve a group of students. However, faculty clubs or benevolence clubs 
where employees contribute money to purchase flowers for other employees that are ill or for similar purposes 
are classified as “student activity clubs.”  
 
The line between campus and student activity funds can be hard to define. If there is a lot of factors making a 
decision difficult it is generally better to classify the activity as a campus activity fund. 

 One factor to consider is to look at who bears the “risk of loss,” and whether the campus, or district, is 
ultimately responsible for any shortfall in the activity fund. 

 

 Mandatory fees for a class or other school-related activities are campus activity transactions, but an 
optional fee could be student activity. An example is certification fees students pay to obtain a license, 
or other certification, after completing a course, but which are not required for the course. 

 

 If every student in an instructional class is required to be in the group, the activity is probably campus 
activity rather than student activity. The fact that students in the instructional class are required to be in 
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the group makes it look like the group is an extension of the class. 
 

 Student activity funds are collected from a specific group and held by the District only in a “fiduciary” 
relationship. The funds are disbursed according to the purposes specified for the group. The longer the 
period is from the time of collection of funds, and the more complex the series of transactions, the more 
likelihood it is the group should be accounted for as a campus activity fund. 
 

 The waiving of student dues or fees, including fees for field trips, due to the inability to pay or other 
reasons, is an indication the activity is campus activity. 

 
PTA, booster club and other donations to support a District program are campus activity funds unless 
specifically paid for a student activity fund item. 
 

Other Organizations 
 
Many organizations offer valuable assistance to the District in fund raising, voluntary help, and substantial fan 
support for school activities. Although the intent of these organizations is to assist and support school activities, 
these organizations are not to be managed by the District. District administrators are almost never in a position 
to be an officer or other key leader because of their leadership role in Midway ISD. Other staff may serve in 
leadership or management roles if the appearance would be they are doing so in the spirit of volunteerism, and 
there is not an inherent violation of the goal of not having District employees managing the affairs of the 
organization. 
 
1. Parental organizations are organizations formed at a specific campus; membership consists of parents, 

students, teachers, administrators, and other interested adults. (Includes PTA, PTO, and similar support 
groups) 

 
2. Booster clubs may be defined as clubs or similar organizations formed of parents and other interested 

adults to work for the best interest and in a manner conducive to the furtherance of educational programs of 
the District. (Includes band boosters, athletic boosters, and similar support groups) 

 
These funds are not to be commingled with campus or student activity funds nor managed by District employees 
or students. It is the responsibility of the parent group and not the responsibility of the District nor its employees 
to receive, receipt, deposit, or account for activities of any parental group. 
 
Booster clubs and parental organizations should not use Midway federal employer identification for bank 
accounts or for any other purpose. 
 

Responsibility for Activity Funds 
 
The Principal is responsible for the management of activity funds and the proper collection, disbursement, and 
control of all activity fund monies. This responsibility includes: 
 
1. Approval of student groups, fundraisers, and management of activity funds; and, 
2. Financial management of funds, including: 

a. Providing for the safekeeping of monies; 
b. Proper accounting and administration of fund transactions; 
c. Expenditures of funds in compliance with applicable state laws, and District procedures; and, 
d. Adequate training and supervision of all personnel designated by the principal to administer activity 

funds. 
 
The Principal is not responsible for funds collected, disbursed, or controlled by parent or booster organizations. 
These parent and booster organizations funds are not to be accounted for in the school’s activity fund. 
 
The Financial Clerk (the school secretary assigned responsibility for maintaining activity funds) is responsible 
for the following: 
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1. Maintaining activity funds in accordance with District procedures; 
2. Maintaining an adequate supply of forms; 
3. Verifying deposit amounts and preparing deposits for delivery by the District’s courier service on campuses 

where there is not a receipts clerk; 
4. Providing accurate records and documentation during audits; 
5. Reviewing activity account financial reports for accuracy and reporting activity to the principal; and, 
6. Ensuring that all requisitions and purchase orders are complete and have the appropriate documentation 

attached. 
 
Receipts Clerks (only located on certain campuses) are responsible for: 

1. Receipting funds and processing deposits; 
2. Preparing deposits for delivery by the District’s courier service to the bank; 
3. Maintaining supplies of Cash Receipts and other forms, check endorsement stamps, deposit slips, and 

other supplies related to receipts. 
 
Staff members (teachers, coaches, counselors, librarians, etc.) assist with administering campus activity 
funds by responsible and proper use of activity funds, by accounting for revenues of campus activity funds, and 
compliance with District procedures. 
 
Student Activity Fund Sponsors are responsible for the management of their student groups, including: 
1. Working with the students in managing student activities and activity funds; 
2. Working with the students in developing fund raising plans; 
3. Monitoring the financial position of the activity fund, reviewing the accuracy of their account’s financial 

reports, and the safeguarding of activity fund money; 
4. Working with the students to insure that the club activity fund balance does not go into a deficit position; 

and, 
5. Advising, informing and consulting with the Principal of student club activities and financial issues. 
 
Student groups are responsible for the management of their respective activity fund. 
1. Each student group must follow the guidance of their respective sponsor. 
2. Student activities must comply with District procedures. 
3. A president shall be elected who will be responsible for working with the club sponsor, compliance with 

sound management practices, and compliance with District procedures. 
4. A treasurer shall be elected for each group who will be primarily responsible for maintaining financial 

records of club activities, approving expenditures of club funds, and reporting club finances to the president 
and other club members. 

 

 
 
1. The principal is the custodian of activity funds and is responsible for their management. 
 
2. Activity fund monies are to be used to finance a program of non-curricular activities augmenting, but not for 

replacing the activities provided by the District. Funds are not to be used to finance items or projects 
specifically disallowed by policy or practice. 

 
3. Projects for raising student activity fund monies shall, in general, contribute to the educational experience of 

pupils, and add to the instructional program. 
 
4. Activity fund money shall be expended in such a manner as to benefit those pupils currently in school, who 

have contributed to the accumulation of such money. 
 
5. The management of activity funds shall be in accordance with sound business practices and subject to 
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audits at any time. 
 
6. Principals shall participate in the preparation, modification, and interpretation of policies, regulations, and 

procedures affecting activity funds. 
 
7. Each student group shall have an individual treasurer charged with the responsibility of maintaining an 

accounting for the group's financial situation. 
 
8. Money raising projects, including efforts involving the collection of money from pupils, must be approved by 

the principal. 
 
9. Campus and student activity fund accounts should not operate in a “deficit” position, where expenditures 

have exceeded revenues.  
a. The Principal may approve temporary deficits where the deficit is due to timing of receipts and 

disbursements and there are existing funds that upon deposit will restore the balance to a 
positive position. 

b. A transfer must be made from other activity funds to eliminate any other deficits. 
 

10. Activity funds should not maintain excessive balances. 
a. Campus activity funds should not maintain a fund balance of more than 25% of the annual 

expenditures, excluding any balance related to specific projects and expenditures planned for 
future years. 

b. Student activity fund balances at the end of a school year, less the amount of student funds held 
for specific purposes, such as uniforms and trips, and amounts for long-term projects, such as a 
field trip where funds are raised over two years, should not exceed the greater of $300, or 25% 
of the normal annual expenditures of the club. 

i. The Principal will be the one to decide when a student activity fund balance is 
excessive. 

 
11. Equipment purchased on behalf of student groups is considered property of the District, and will remain on 

the campus where it was purchased unless an alternative location is approved by the Principal. 
 
12. In the event of the termination of a student club, or graduating class, the principal shall transfer the fund 

balance to the campus activity account to be used for: 
a. The purchase of a memorial which is acceptable to the principal to commemorate the 

accomplishments or services rendered by the group. 
b. The purchase of equipment or tangible items which would benefit the student body as a whole. 

 
13. Expenditures from activity funds, campus or student, must NOT be made for the following: 

a. Lease purchases; 
b. Memorial donations or contributions, unless such use of funds is clearly stated in the 

organization's approved charter, or the funds are a faculty fund, or other benevolent fund 
created for such purposes; 

c. Contributions to or participation in fund raising drives by charities, unless such use of funds is 
clearly stated in the organization's approved charter; 

d. Gifts, flowers, or entertainment for teachers, employees, sponsors, and non-students, unless 
from a faculty fund created for such purpose; 

e. Alcoholic beverages, controlled substances, or firearms; 
f. Medical or hospital expenses (except for those made by health services activity fund); 
g. Loans; 
h. Purchases from any District employee which are not properly invoiced and documented; 
i. Personal memberships in professional, private, or civic clubs and organizations; 
j. Articles for personal use of District employees; 
k. Any political purpose; 
l. Any illegal purpose; or, 
m. Other expenditures that may be deemed inappropriate by the principal. 
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14. Expenditures from student activity funds must NOT be made for the following: 
a. Pay an individual for services rendered, either in the form of contracted services or as payroll, 

except as approved by the principal; 
b. Purchase gift cards or make any gifts to others, including faculty, except as approved by the 

Business Office; or, 
c. Make any purchase that is considered unreasonable or unwarranted for students. 

 
15. Student clubs generally consist of students voluntarily joining and participating in the club. One of the 

distinguishing features of a student club is that the students should govern and control its activities subject 
to the oversight of the sponsor, principal, and compliance with District procedures. Student club activity is 
supplemental to, but separate, from District instructional programs. Activities MUST be transacted through 
and become part of the campus activity fund (unless recorded in the General Fund) that are considered part 
of District operations, including instructional programs; however, for activities that are an integral part of 
instructional programs, such as yearbook, school newspaper, and drama productions, student involvement 
may be structured similar to that of clubs. The following activities must be accounted for through campus 
activity funds: 

a. Vending machines except those found in faculty lounges. Vending machines in faculty lounges 
may be accounted for as part of a faculty fund; 

b. School store and concession sales except those approved as a fund raising activity by a student 
organization; 

c. School picture (student) sales; 
d. Sale of parking permits; 
e. School newspaper; 
f. Yearbooks; 
g. Library book fines or sales; 
h. Income from vocational departments, i.e., cosmetology, building trades, auto body, etc.; 
i. Advertisements in periodicals, yearbooks, etc.; and, 
j. All drama and music productions including one act plays, musicals, concerts, and variety shows. 

 
16. The principal is responsible for all purchases and purchase commitments requiring the present or future 

disbursement of activity fund monies. Teachers must have approval from the principal before making any 
purchase in the name of a campus or student activity fund. 

 
17. No contract or agreement may extend over a period of one (1) year from the date of the contract or 

agreement. 
 
18. Student activity accounts may not be used to fund staff travel even for the purpose of escorting students to 

competitions and meets. The costs of chaperon travel, however, are a proper charge to these accounts. 
 

Report of Loss 
 
In the event that a loss or dishonest act involving activity fund monies is uncovered, it must be reported 
immediately to the Finance Department. The Principal shall prepare or have prepared, with his or her review 
and approval, written documentation of the circumstances and safeguards in place at the time which shall be 
provided to the Finance Department. 

 

 

General Receipting Procedures 
 

1. Payment should never be made for any expense using un-deposited cash receipts. 
 

2. Receipts for both Student Activity Accounts and Campus Activity Accounts must be deposited in the 
District's approved depository bank; under no circumstances should a “special bank account” be 
opened. 
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3. Money received may not be taken home "for safe keeping", or left overnight in an unlocked desk drawer 

or other vulnerable location. All money should be stored in a locked desk, file cabinet, school safe or 
vault overnight and on weekends. 

 
4. Checks should be restrictively endorsed with a Midway ISD deposit stamp as early as is possible in 

processing. 
 

5. Do not leave deposits or money on the desks of others when delivering to other staff for processing. 
Deliver any deposits or money in person, unless there is a secure designated location for delivery. 

 
6. Do not leave money or even the appearance of money (such as empty bank deposit bags) in open 

areas where someone would access to attempt to steal the deposit. 
 

7. Personal check cashing using un-deposited funds is not permitted. Cash must not be taken out of un-
deposited cash and replaced with an employee’s personal check. 

 
8. Monies should be processed in a timely manner. Campuses should consider limits for their campuses 

based on individual circumstances, but those limits should not exceed District guidelines. Except for 
petty cash or change funds, or other special circumstances, District guidelines are: 

a. Monies collected should be processed and deposited when collections total more than $200, 
but no later than the last workday of each week. 

b. Collections of over $50 in cash should be deposited daily. 
 

9. Forms should be completed in either blue or black ink; do not use pencil. Alterations on cash receipts 
should not be made anytime the change would violate the integrity of the document, unless initialed by 
other parties. For example, the file copy of a cash receipt should not be altered if the other copies are 
not available. Notes are acceptable, but they should be made as notes, such as to note on a cash 
receipt that “a counting error was made in the preparation of the receipt and the actual cash was 
$10.00.” 

 

Controls over Receipts 
 
Adequate and cost effective controls must be established for any process involving the receipt of monies. 
 
Issuance of Receipts 
Cash receipts are critical in some circumstances and are generally always a benefit in providing controls over 
receipts, but they are time consuming to issue. In many cases adequate controls can exist without issuing 
individual receipts. 
 
Two controls that should exist in a cash receipts process are: 

1. There must be adequate documentation for proof of payment for both the payer and payee so that 
payment can be verified if there is any question in the future. 

2. There must be appropriate assurance that all receipts are deposited and recorded. 
 
The degree of effectiveness of the controls is impacted by the amount of the payment and type of payment. The 
smaller the payment amount, the less it is worth it to establish better controls (like $.50 shaving fines). Cash 
payments require better controls than check payments. 
 

Payment / Sale Manner Controls 

Payments recorded on a list, such 
as a class list, sign-up roster, etc. 

 The list documents payment by individual. 

 The list of payments should be totaled to balance to the amount of 
monies collected. 

Collections of minor monetary 
amounts, such as the $.50 
“shaving fines” collected at MHS. 

 The amount of effort towards controls must be kept to a minimum due 
to the small amount involved. 

 Collected money should be kept intact in a can, jar or other container, 
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to avoid commingling with other funds and any temptation to take the 
funds. 

 Funds should be deposited frequently to minimize the exposure. 

 The reasonableness of the periodic deposit amounts should be 
considered when compared to prior deposits and the amount of 
activity for some assurance that all monies are being deposited. 

Sales transactions when money is 
immediately exchanged for the 
product, such as a “snack sale,” 
where bags of chips, or fruit, etc. 
are sold on the spot. 

 “Proof of payment” should be considered in relation to time relevancy. 
In immediate exchanges where the seller gets the money and the 
buyer gets the product, the old adage “possession is 9/10ths of the 
law” applies. 

 Sales should be deposited promptly, generally on a daily basis, rather 
than accumulating over multiple days, to minimize exposure and to 
provide more effective “analytical review” of the amount deposited 
(consider whether the amount of sales seems reasonable; investigate 
unusual fluctuations). 

 Prepare a final accounting for the sales activity comparing the total 
sales to product costs and determining that the profit margin is 
reasonable; if products were marked up 50% from cost, then profit 
margin should be about 33% after the product is paid for.) 

Sales of tickets.  The ticket is the proof of payment. For admission types of events, the 
need for proof of payment is usually over the minute the event ends. 

 The number of tickets sold can be controlled through pre-numbering 
of tickets, writing the name of the person they were issued to for 
selling on the ticket, accounting for unused tickets by student, etc. The 
number of tickets sold and sales value should be reconciled to the 
total event proceeds to insure that all revenues were recorded. 

 The nature of the event, cost of admission and other factors will 
dictate printing costs for the tickets; this could range from use of an 
office printer to high-quality outside printing. 

 
Each sale or receipt activity must be evaluated based on the circumstances. Tickets may be sold without 
receipts when the exchange is made at the time of payment, but sales may be increased if on-line payments are 
offered, in which case the printing of a receipt may be the document used to show proof of payment for 
admission. 
 
Cash receipts are necessary in many cases. 

 Fees for classes will usually require a cash receipt in order to prove payment at any time during the term 
of the course. 

 Cash receipts for fundraisers document the transfer of money paid by others. It is the student’s proof 
that the money they collected from various people was turned over to Midway ISD, and it is the District’s 
proof of the amount that was received. The amounts of money, and often the amount of cash, can be 
large in many fundraisers. 

 Large payments for any reason, particularly in cash, should be documented by a cash receipt. 
 
Accountability 
District records must be sufficient to allow someone to take any deposit and identify who made the individual 
payments (payer, student, or both), the purpose of the payment, and whether it was check or cash. 
 
The Deposit Tabulation Form is designed to provide that detail and should be used if no other documentation 
exists. However, alternative documentation may be used, such as a class list or roster showing payments by 
student. 
 

Midway Check Collection Policy 
 
People making payments to Midway ISD should be advised regularly, through campus/department handouts 
and other means, about Midway ISD’s check collections policy. 
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 Checks will be accepted only for the amount of purchase.  
 

 Post-dated checks are not acceptable.  
 

 An acceptable check should contain: 
o Name 
o Address 
o Phone number 
o Driver’s License number 

 

 Returned checks are subject to a returned check fee of $32.50. 
 
Campuses must display stickers disclosing District policy. 
 

Receipts by Teachers, Sponsors and Others 
 
Money may be collected by teachers, sponsors, librarians, clerks, and others as approved by the principal. The 
following guidelines provide a basic model for any receipts process on campuses. However, staff should work 
with campus principals and financial clerks to establish an adequate and efficient process that works best in 
each situation. 
 
Receipts by Teachers, Sponsors and Others at Elementary and Intermediate Campuses 

1. Checks and cash should be listed by payer and/or student. Payments may be recorded on a Deposit 
Tabulation Form, or on a class list, roster, or other acceptable document. The list must identify for each 
payment: 

a. The name of the person paying and/or the name of the student. 
b. The purpose of the payment. 
c. The amount of payment by check or cash. 
 

2. The list must also show in total: 
a. The total amount received by the purpose of the payment; and, 
b. The total amount by check or cash. 
 

3. Give the Deposit Tabulation Form or other acceptable document and monies collected to the Financial 
Clerk for processing and deposit. 

 
Receipts by Teachers, Sponsors and Others at Secondary Campuses 

Collecting Monies 
4. A Cash Receipt must be completed and given the person making payment unless other controls exist. 

a. The Finance Department will provide prenumbered Cash Receipts forms. 
b. The Cash Receipt should be completed with the name of the payer, the name of the student, 

the club name or group, and the purpose of the payment. 
i. Cash receipts should not be altered once the original and duplicate receipts are 

separated. 
c. The Cash Receipt is a three-part form. 

i. The original of the Cash Receipt should be given to the person making payment. 
ii. The second copy of the Cash Receipt form will be used in preparing the Deposit 

Tabulation Form as explained below. 
iii. The third copy of the Cash Receipt should be retained permanently in the Cash Receipt 

form booklet. 
d. The Cash Receipt is a prenumbered form. Do not remove the permanent file copy (the third 

copy). If an error is made and a receipt will not be used, write “VOID” on the receipt. 
e. Cash Receipts provided through Charms are acceptable. 
f. Receipts do not have to be printed but may be available on-line. 
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5. Money received for fund raisers or events where there is a prepared listing of money collected should 
be accounted for using the prepared list and a single Cash Receipt issued for the total. 

a. Verify and agree the checks and cash to the list in the presence of the student and make any 
necessary corrections at that time. 

b. Each check should identify the fundraiser in the “memo” area. 
c. Attach a copy of the order form to checks and cash. 

 
Processing 

6. When ready for processing, a Deposit Tabulation Form or other acceptable documentation should be 
completed. Cash Receipts forms should be listed on the Deposit Tabulation Form. If alternative 
documentation was used, such as a roster or class list, or prenumbered tickets were used, the total 
amount of check and cash should be entered and a copy of the alternative documentation must be 
attached to the Deposit Tabulation Form. 

a. Cash should be counted twice and two tapes should be run of check amounts. If a Deposit 
Tabulation Form was used that will count as one tape. 

b. Complete the Summary by Source of Funds. 
 

7. If a Receipts Clerk is not available on campus, the teacher/sponsor should prepare the deposit as 
described in “Preparation of Deposits,” below. 

 
8. If a Receipts Clerk is available on campus, the teacher/sponsor should: 

a. Put the money, the completed Deposit Tabulation Form, and, as applicable, the copy of the 
Cash Receipt form, alternative lists, and tape(s) of check amounts in a deposit envelope; 

b. Complete the front of the deposit envelope; and, 
c. Deliver the deposit envelope to the Receipts Clerk, or place it in one of the locked boxes 

designated for receiving funds. 
 
In many cases students can make payments directly to a Receipts Clerk. The Receipts Clerk will provide 
students with a Cash Receipt to use as proof of payment. 
 
Receipts Clerks can set up collection locations on a temporary basis to process major fundraisers or other large 
cash receipt activities. Teachers, sponsors or others needing assistance should contact their campus secretary 
or a Receipts Clerk. 
 

Preparation of Deposits 
Deposits will be prepared by: 

 Financial Clerks on elementary and intermediate campuses. 

 Teachers, sponsors and the Financial Clerk at Midway Middle School. 

 The Receipts Clerk at Midway High School. 
 
Monies from teachers and sponsors should be reported on a Deposit Tabulation Form or an alternative report 
providing the same information. Monies from collection points for parking, student IDs, and similar sources 
should be reported on a Deposit Recap. Each source of monies should be balanced as follows: 

1. Review checks: 
a. Verify endorsement with a Midway ISD deposit stamp, or make the endorsement. 
b. Verify the check is written out to Midway ISD. 
c. Verify that information to identify the club, class or purpose of the check is on the Cash Receipt 

or on the check. 
2. Recount cash and run a tape of check amounts to verify the amounts reported on the Deposit 

Tabulation (or substitute form) or the Deposit Recap. 
 
Monies from the different sources can be deposited separately or combined in to one bank deposit. 

1. The amount of checks should be supported by two tapes (one can be the Deposit Tabulation Form). 
2. Cash must be sorted in denominations with all bills facing the same direction and counted twice. 
3. Enter the total of checks and cash on the deposit slip. 
4. Prepare a Deposit Recap. 
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5. Obtain a plastic tamper-proof deposit bag. 
a. Complete all information on the deposit bag. 
b. Write the identification number of the plastic tamper-proof bag on the deposit slip. 

6. Scan the Deposit Recap, deposit slip and supporting documents and email to the Finance Department. 
7. Place the money (secure change in an envelope or bag), tapes of the checks (or copies of Deposit 

Tabulation Forms), and both copies of the deposit slip into the plastic deposit bag and seal the bag. 
8. Deliver the sealed deposit bag and the original Deposit Tabulation Form to the Financial Clerk for 

courier pickup. 
a. Teachers or sponsors who prepare deposits and seal the deposit bag should enter the last four 

digits of the deposit bag in the courier log book. 
 

Receipts by Receipts Clerks 
 
The Receipts Clerk will collect funds from students and others for various purposes and process deposits for 
staff. 
 
Receipts will be prepared by the Receipts Clerk for payments received from individuals. 

1. The receipt must be completed in its entirety, including: 
a. Date, activity fund site, and amount. 
b. The individual or staff member submitting the money. 
c. An explanation of the purpose for which the money was received. 

 
The Receipts Clerk will post collections from students to an individual account for each student. Teachers and 
sponsors will have access to these records to assist in managing programs and activity funds. 
 

Control of Activity Fund Receipt Books 
 
Receipts Books should only be given to staff that have responsibilities for collections of funds. Unused Receipts 
Books should be returned and kept by the Receipts Clerk over the summer to account for the prenumbered 
receipts and for storage. 
 

 
The District’s courier service will come by campuses on a daily basis unless canceled. If there are no campus 
deposits, including Food Service, the Financial Clerk should call the courier service and cancel the pickup. This 
call should be made as soon as is possible to allow the courier to adjust their schedule. The service currently 
used in TX STAR US, INC. 
 
The Finance Department will provide campuses estimated times for the courier, but a schedule will not be 
provided and campuses should avoid providing such information to anyone not needing to know courier times. 
 
Deposit bags should be recorded in the Courier log, as in the following example: 
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Periodically it may be necessary to adjust accounts due to errors in posting or to record the transfer of funds 
between activity fund accounts. This can be done by completing an Activity Fund Transfer Form. Appropriate 
supporting documentation must be attached to all transfers. Examples would include a signed request by the 
sponsor and club president to transfer funds, invoice copy, etc. All transfers must be approved by the principal. 
 

 

Purchases From Activity Funds 
 
1. The Principal is responsible for all purchases and expenditures of activity fund monies. Teachers must have 

approval from the Principal before making any purchase in the name of the school. 
2. No purchases shall be made unless sufficient funds are available in the proper activity fund account at the 

time of the purchase. 
 
The guidelines presented below serve as an introduction to making purchases through the activity fund. District 
purchasing procedures must also be followed when applicable to the purchase being contemplated. 
 

Competitive Bid Requirements 
 
Campus activity fund expenditures are subject to the same bid requirements as expenditures from other campus 
budgets. Purchase requirements for campus funds should be followed. 
 
Upon request, the Finance Department will provide assistance with the purchasing process by: 
1. Answering additional questions about competitive bidding requirements 
2. Finding sources for a particular product 
3. Checking references of potential vendors or providing references within the District for current vendors 
4. Preparing and issuing bid documents, if required. 
 
Student activity funds are not subject to District bid requirements, but should follow prudent purchasing 
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practices. 

Contract, Installment Contract, Lease Agreements 
 
Installment contracts and lease agreements are not permitted using activity fund monies. 
 

 
 

General Policies 
 
1. Campus activity fund expenditures will follow the practices in use for other District expenditures of funds. 

Policies and procedures related to employee travel, meal and expense reimbursement, transportation and 
use of charter buses, and so on apply to campus activity fund expenditures. 

 
2. Student activity fund disbursements will generally follow those practices. The main differences are: 

a. Student activity fund disbursements do not involve expenditures, and accordingly will not 
involve encumbrances. 

b. Student activity fund disbursements may require approvals from club officers. 
c. Student activity fund disbursements are not subject to state bid requirements. 
d. Certain exceptions are granted in charter bus use and other requirements for student activity 

funds. 
 
3. All expenditures shall be paid by check through the Finance Department or by credit card. No expenditures 

will be made from fundraising receipts, other bank accounts, or any other source of funds. 
 
4. Income received from a specific group (student & faculty) should be expended for that group. The principal 

shall ensure that expenditures from these accounts are written for the intended purpose of the group and 
should not divert for other uses. 

 

Campus Activity Fund Expenditures 
 

1. Purchases to be made by ordering of goods and services should be made through the requisition 
process. Requisitions will be prepared by the campus secretary, or other designated staff, and approved 
by the principal. Upon approval as a purchase order the PO will be sent to the vendor. 

2. Purchases requiring payment may be done through a Request for Purchase form. 
3. Credit cards may be used subject to general District credit card guidelines and approval by the campus 

principal. 
 

Student Activity Fund Disbursements 
 

1. Student activity fund disbursements should be made by check using a Request for Purchase – Student 
Activity Funds form whenever possible; the use of credit cards should be kept to a minimum. 

a. Funds may not be spent from the net profits of any fundraiser until such time as the final 
payment for products has been made and there is a final accounting for the fundraiser showing 
net profit. 

2. The Request for Purchase – Student Activity Funds form: 
a. Must be complete and accurate and include invoices and supporting documentation; 
b. Invoices must be an original copy and must be marked “received,” signed and dated by an 

officer of the student organization; and, 
c. Must be signed to indicate approval by the sponsor, the club treasurer or other designated 

officer, and the campus principal. 
3. Credit cards may be used subject to general District credit card guidelines and approval by the campus 

principal. 
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Advance Payments 
 
1. Advance payment may be requested for necessary expenses to be incurred by clubs or other student 

groups engaged in out-of-town travel. 
2. The Request for Purchase – Student Activity Funds form must indicate that the check is for an advance and 

the name of the student group to which it pertains. 
3. Upon completion of the activity the sponsor shall return any unused funds to the Financial Clerk. All 

supporting documentation must be attached to the original Request for Purchase – Student Activity Funds 
form. 

4. The settlement of all advances shall be completed no later than ten (10) days after the completion of the 
activity for which the advance was made. 

5. No advances shall be made if proper documentation from a prior advance has not been completed. 
 

 

General Policy 
 
Revenue from vending machines situated in all areas of the school, whether school-serviced or vendor-serviced, 
shall be controlled by the Principal and processed through a campus activity fund (Fund 461). Related 
expenditure transactions must be recorded in the same activity fund. 
 
Revenues and expenses for vending machines in faculty lounges may be kept in a separate account in a faculty 
club account. 
 

General Operating Procedures 
 
1. Revenue from vending machines that are not serviced by the vendor must be collected and deposited when 

the amount exceeds $100.00. Money shall not remain in the building over weekends or holidays. 
2. The principal is responsible for providing the maximum available security for vending machine inventories. 
3. The balance in the vending machine account (if used) should be reviewed periodically to determine if a 

transfer of funds from the account is warranted. 
4. Vending machine profits which have been transferred to any related account(s) may be expended for any 

expenditure generally permissible from that account. 
 

 

Purchases by Midway ISD  
 
Sales tax is involved in purchases made by Midway ISD for our educational and other purposes and in items 
sold by Midway ISD and its affiliated groups. This section relates to purchases by Midway ISD for use in Midway 
programs. 
 
Items purchased by a school district and each bona fide chapter within a qualifying school district are exempt 
from the payment of Texas sales and use tax if the purchases are related to the district’s exempt function. 

 The seller should be provided with a Texas Sales Tax Exemption Certificate available on the Finance 
Department website. 

 The school district will not reimburse employees for sales tax they incur on purchases made on behalf of 
the district. 

 
Purchases by individuals for their own use, even though connected with a school or school organization, are not 
exempt from sales tax. 

Examples: 
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 Meals for individual employees as part of travel; 

 Band members purchasing their own instruments; 

 Pizza deliveries for students that the teacher pays for; 

 Cheerleaders purchasing their own uniforms; and, 

 Athletes purchasing their own letter jackets. 
 
Meals purchased for a group of students or employees by the District would be exempt from sales tax whether 
the meal was served in Midway facilities or at another location. 
 
The district must obtain a sales tax permit and collect and remit sales tax on taxable items it sells unless one of 
the exemptions listed below applies. 
 
The following sections relate to sales of items by Midway ISD or its affiliated groups to others. 
 

General Rule on Sales by Midway ISD and its Affiliated Groups 

 
Generally, unless exempted under the following rules, schools and affiliated groups must collect report and remit 
sales tax on taxable items that they sell or taxable services they provide to others, including sales made to 
students. 
 
That said, the list of exemptions is long and includes, or can include, many of the otherwise taxable sales made 
by schools. One of the major exemptions is that each group may designate two “tax-free” sale dates. Many of 
the groups affiliated with Midway ISD purchase things like T-Shirts for resale to students and staff. These will be 
taxable unless structured to meet the requirements of a tax-free sale date. 
 
It is the responsibility of the group and its sponsor to structure transactions to meet the requirements of tax-free 
sale dates and other provisions in order to minimize sales tax the group may be liable for. 
 

Two One-Day Tax-Free Sales 
 
School districts and “bona fide chapters” within a qualifying school may conduct two one-day tax-free sales or 
auctions each calendar year. For the purposes of this exemption, one day is counted as 24 consecutive hours 
and a calendar year is the 12-month period from January through December. 

 For example, a school may sell taxable items such as t-shirts, hats, uniforms, school supplies or crafts 
tax-free on a designated tax-free sale day. 

 These days should be designated in advance so that purchasers are aware that the sales are not 
subject to tax. 

 The organization may not collect tax on the transactions and keep the tax under the “tax-free” sale 
provision. 

 The exemption does not apply to any item sold for more than $5,000 unless it is manufactured by the 
organization or donated to the organization and not sold back to the donor. 

 
Either the date on which the items are delivered by the vendor to the school organization or the day on which 
the school organization delivers the items to its customers may be designated as the one-day tax-free sale day. 

 Persons buying from surplus inventory on the designated date do not owe tax. 

 Those buying on subsequent dates owe tax unless the purchase occurs on the organization’s other tax-
free sale day. 

 
For example, a school group selling yearbooks may accept pre-orders without collecting tax if the day the 
yearbooks will be delivered to customers is designated as one of the group’s tax-free fundraisers. 

 Surplus yearbooks (i.e., yearbooks not sold through pre-orders) sold during the same day also qualify 
for the exemption. 

 Surplus yearbooks sold on other days are taxable unless sold at the group’s other tax-free fundraiser. 
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If two or more groups hold a one-day tax-free sale together, the event counts as one tax-free sale for each 
organization. Each of those organizations then is limited to one additional tax-free sale during the remainder of 
the calendar year. 
 
Sales tax should not be paid on items purchased for resale during a designated tax-free sale. 
 
To qualify as a “bona fide chapter” of a school, a group of students must be organized for an activity other than 
instruction or to have a tax-free sale. 

 Bona fide chapters include student groups recognized by the school and organized by electing officers, 
holding meetings and conducting business. 

 There is no limit on the number of bona fide chapters a school can have. 

 Bona fide chapters can include whole grade levels (e.g. senior class, junior class or freshmen), but 
cannot be limited to specific classes (e.g. Senior English or Biology II). 

 Various other school groups such as a student council, science club or drama club can qualify if they 
are composed of students and school staff. 

 
A department of a school, such as a purchasing, accounting, maintenance or IT department, is not a bona fide 
chapter even though it is part of the school or school district. 
 
Groups that are not considered bona fide chapters, must obtain a sales tax permit and collect and remit sales 
tax on all taxable items sold at fundraisers. Non-student organizations such as booster clubs and PTAs/PTOs 
cannot qualify as bona fide chapters of a school, but may qualify for the tax-free sale days under other 
provisions of the Tax Code. 
 

Sales as an Agent 
 
When the District or a school group raises funds by acting as a commissioned sales agent, they are not 
responsible for sales tax. In these cases, the District or group receives a commission for holding a book fair or 
for selling candy, gift wrap, holiday ornaments, candles or similar items, and the fundraising company is 
responsible for paying the sales tax. In these cases, the sales tax is generally included in the sales price; for 
example, the price is $10.00, and the fundraising company will pay the sales tax out of the $10.00. The District 
administrator, or sponsor, should be aware of the sales tax issue and make sure that the fundraising company 
will pay sales tax and if sales taxes are included in the product price or must be added to the price. 
 

Food and Beverage Sales 
 
Sales tax does not have to be collected on sales of meals and food products (including candy and soft drinks) if 
the sales are made during the regular school day (sales must comply with Food Service guidelines on sales of 
minimally nutritious value). This exemption includes food, soft drinks and candy sold through vending machines. 
 
School groups may also sell meals, food, candy or soft drinks tax-free outside of the school day if the sales are 
part of the group’s fundraising drive and all net proceeds go to the group for its exclusive use. 
 
Soft drinks, candy, popcorn, etc. are not taxable when sold at campus dances or similar events after a regular 
school day if the sales are part of an organization’s fundraiser. 
 
All athletic event concession sales are not taxable if they are part of a fundraising event. If concession sales are 
not part of a fundraising event, then the concession sales are taxable. 
 
Groups can hold a tax-free annual banquet or other food sale provided the event is not professionally catered; is 
not held in a restaurant, hotel or similar place of business; is not in competition with a retailer required to collect 
tax; and the food is prepared, served and sold by members of the organization. To qualify for exemption, the 
food sale must: 

 be an annual event; 

 be a fundraising project exclusively provided by the volunteers of the participating nonprofit 
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organizations; 

 be non-commercial in every respect (that is, the food and beverages cannot be prepared or served by a 
caterer or a restaurant, and must be prepared and served by the participating organizations’ volunteers, 
without pay); and, 

 not be held in competition with a retailer at the same event who must collect tax on food and beverage 
sales. 

 

Exempt Items 
 
The following items are exempted by state statute: 

1. Fees and admission tickets, including football and fine arts department tickets. 
2. Club memberships. 
3. Subscriptions to magazines entered as periodicals-class (formerly called second-class) mail and sold for 

six months or more are exempt. Single issues and subscriptions for fewer than six months are taxable, 
however. 

4. Bakery products (including but not limited to pies, cakes, cookies, bagels and muffins) are exempt 
unless sold with plates or eating utensils. 

5. Sales of intangibles such as gift certificates and coupon pass-books are not subject to sales tax. 
Instead, retailers should collect tax when the certificate or coupon is redeemed for the purchase of 
taxable merchandise or services. 

6. Washing a car is not a taxable service under the Texas Tax Code. 
 

Purchasing Items for a Taxable Sale 
 
The District should not pay a sales tax on purchases of items for resale when the resale is taxable because the 
sales tax will be charged and collected from the purchaser from the fundraising activity. 

 The vendor should be provided a copy of the District’s Texas Sales Tax Exemption Certificate to avoid 
paying the sales tax at time of purchase. 

 

Collection and Remittance of Sales Taxes 
 
The school shall collect sales tax on all taxable sales. The present sales tax rate is 8.25% (6.25% State, .5% 
County, 1.5% City).  
 
When imposing sales tax, the school has the following options: 
 

a. Adding the tax to the selling price of the item. Example: If the selling price of an item is $4.00 and the 
tax rate is 8.25%, the school will collect $4.33 ($4.00 + $.33 tax) from the buyer. Multiply tax rate of 
.0825 by selling price to determine amount of tax to collect. Round up to the next penny. 

 
b. Absorbing the tax in the selling price of the item. Example: If an item sells for $4.00 including tax, the 

school keeps $3.70 and remits $.30 for sales tax. Using this method, divide the total collections by 
1.0825 and subtract the answer from the total collections to determine the total state and local taxes 
due. (Or multiply the total collections by .0762 to determine the total state and local taxes due) 

 

Responsibility for Sales Taxes at Midway ISD 
 
It is the responsibility of each school club or group to know the laws and regulations on sales taxes, and to 
collect the appropriate sale tax when due. 
 
The Finance Department will work with each group to identify the sales tax issues related to each revenue 
source. 
 
If a sales activity is held to be subject to sales tax, the Finance Department will determine the amount of tax due 
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by using the method above, “absorbing the tax.” The total amount of taxable sales will be divided by the tax rate 
and the result will be subtracted from the total sales amount to determine the amount of sales taxes due. 
 
The amount of sales tax will be charged back to the respective fundraising revenues when paid. 
 

 

Permission for Fundraising Activities 
 
Campus organizations wishing to hold a fundraising event or sale should request permission from their campus 
principal (or athletic director) by using the Fundraising Management request form available on the Midway ISD 
website.  

 All fundraisers are subject to the approval of the campus principal.  

 After approval of the fundraiser, the form will be submitted to the Business Office for approval of a tax-
free day, if applicable. 

 You will be notified of the administrator's response by email after the form is processed by the Business 
Office. 

 Only fundraisers approved by MISD administrators are allowed. 
 
Any sale or collection that involves interaction with those outside of the school district should be registered at 
this site.  Example of registered fundraiser:  fruit sales, brochure sales, A+ Card and other discount cards, Jump 
Rope for Heart, etc.  This would not include Pennies for Pasta or other collections that ONLY involve students 
and staff at one campus. 
 

Final Accounting for Profit 
 
A final financial accounting for the profit from each fundraiser should be prepared no later than 10-15 days from 
the ending date of the fundraiser. The net profit must be recorded on the Fundraising Management request 
form. 

 The student officers are responsible for preparing the final accounting. 

 The club sponsor is responsible for insuring that one is completed. 
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Sales tax should be collected on the following items (unless exempt under the "tax-free sale day" provisions.

Agenda Books Magazine-Subscriptions less than 6 months

Agricultural Sales Magazines-when sold individually

Art-supplies and work of art Musical supplies-recorders, reeds 

Artistic-CDs, tapes, videos
Parts-career & technology classes (not to include products used in 

cosmetology) 

Athletic-equipment and uniforms Parts-upholstery 

Auction items sold PE-uniforms, supplies

Automotive-parts and supplies Pennants 

Band-equipment, supplies patches, badges, uniform sales and rental Pictures-school, group (if school is the seller)

Book Covers Plants-holiday greenery and poinsettias

Books-workbooks, vocabulary, library, author (when we are the seller) Rentals-equipment of any kind

Book Fairs-all books sold Rentals-uniforms of any kind, towels 

Brochure Items 
Repair to tangible personal property (i.e., computer repair, house 

remodeling)

Calculators Rings and other schoool jewelry

Calendars Rummage, yard and garage sales 

Candles Safety supplies

Car-painting, pin striping School publications-athletic programs, posters 

Clothing-school, club, class, spirit School publications-brochures

Computer-supplies, mouse pads School publications-magazine (unless >six month subscription) 

Cosmetology products sold to customers School publications-newsletters, newspapers

Cups-glass, plastic, paper School publications-reading books 

Decals School publictions-sheet music, hymnals

Directories-student, faculty School publications-yearbooks 

Drafting-supplies School store-all items (except food) 

Family and Consumer Science-supplies and sewing kits Science-science kits, boards, supplies

Fees-copies, printing, laminating Spirit items

Flowers-roses, carnations, arrangements Stadium seats

Greeting Cards Stationary 

Handicrafts Supplies-any sold to students 

Horticulture Items 
Uniforms-any type to include PE, dance team, drill team, cheerleaders, 

athletic, club shirts 

Hygiene Supplies 
Vending-pencils and other non-edible supplies when the school services 

the machine

Identification Cards-when they are sold to the entire student body (not just 

the fine for a lost ID) 
Woodworking crafts-entire sales to inlcude parts and labor

Locks-sales and rentals Yard signs

TAXABLE SALES
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School and school related organizations need not collect sales tax on the following: 

Ad Sales-in yearbooks, athletic programs, newspapers, 

posters

Food - Non-taxable food items including cookie dough, pizza 

kits, cheese spreads, meat sticks, jelly, salsa, fresh fruit and 

mixes packaged for preparation at home.

Admission - summer camps, clinics, workshops, project 

graduation, banquet fees, bids, prom, homecoming, 

tournament fees, academic competition fees

Food - PTAs/PTOs and other qualifying groups may sell 

meals, food, candy or soft drinks, including such items in a 

concession stand,  tax-free outside of the school day if the 

sales are part of the organization’s fundraising drive and all 

net proceeds go to the group for its exclusive use.

Admission tickets - athletic , dances, dance performances, 

drama and musical performances

Food - Vending machine sales of food, soft drinks and 

candies sold during the school day.

Cosmetology Services (Products sold to customers are 

taxable)
Gym usage fees

Discount/Entertainment cards and books Labor for auto repairs

Dues; Club memberships Magazine subscriptions greater than six months

Facility rentals for school groups Newspapers

Fees-clinics and workshops, club membership Parking Permits sold to students and faculty

Fines - Lost Library Books or Lost Textbooks

Periodicals and Writings - reading materials such as 

yearbooks, calendars, directories, magazines, brochures 

and newsletters, if published and distributed by Booster 

Clubs or PTAs. These are taxable if sold by Midway ISD and 

its related groups.

Food - Bakery products (including but not limited to pies, 

cakes, cookies, bagels and muffins) are exempt unless sold 

with plates or eating utensils

Services - car wash, cleaning

Food - Meals and food products, including candy and soft 

drinks, served during the regular school day.
Summer school tuition fees

NON-TAXABLE SALES



Campus: Date:
Class / 
Group:

Line Payer / Student Cash Checks Total
1 -$                             

2 -$                             

3 -$                             

4 -$                             

5 -$                             

6 -$                             

7 -$                             

8 -$                             

9 -$                             

10 -$                             

11 -$                             

12 -$                             

13 -$                             

14 -$                             

15 -$                             

16 -$                             

17 -$                             

18 -$                             

19 -$                             

20 -$                             

21 -$                             

22 -$                             

23 -$                             

24 -$                             

25 -$                             

26 -$                             

27 -$                             

28 -$                             

29 -$                             

30 -$                             

31 -$                             

32 -$                             

33 -$                             

34 -$                             

35 -$                             

-$               -$                -$                     

Description Amount

-$                     TOTAL

Deposit Tabulation Form
Elementary/Intermediate Campus

TOTAL

Account
SUMMARY BY SOURCE OF FUNDS



Campus: Date:
Club/Org:

Receipt Notes (Optional) Cash Checks Total

1500 -$                             

1501 -$                             

1502 -$                             

1503 -$                             

1504 -$                             

1505 -$                             

1506 -$                             

1507 -$                             

1508 -$                             

1509 -$                             

1510 -$                             

1511 -$                             

1512 -$                             

1513 -$                             

1514 -$                             

1515 -$                             

1516 -$                             

1517 -$                             

1518 -$                             

1519 -$                             

1520 -$                             

1521 -$                             

1522 -$                             

1523 -$                             

1524 -$                             

1525 -$                             

1526 -$                             

1527 -$                             

1528 -$                             

1529 -$                             

1530 -$                             

1531 -$                             

1532 -$                             

1533 -$                             

1534 -$                             

-$                       -$                       -$                             

Description Amount

-$                             TOTAL

Deposit Tabulation Form
Secondary Campus

TOTAL

Account

SUMMARY BY SOURCE OF FUNDS



 
 
 

 
DEPOSIT RECAP 

 
Campus ______________________________________ Date  _____________________________ 
 
Person Submitting Deposit ___________________________________________________________ 
 
Bank Bag # __________________________________ 
 
 
Deposit: 

Description Amount 
Cash  
Checks   

Total Deposit  
 
Distribution: 

Budget Code Description Amount 
   
   
   
   
   

Total Distribution  
 
Attach a copy of the deposit slip: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Complete the form in its entirety.  Complete the deposit slip.  Attach 2 tapes for each group of checks 
(grouped by budget code) to the deposit slip.  Attach a copy of the deposit slip to this form, scan and 
email to Cindy Milligan in the Business Office on a daily basis.  Deposit slips, cash, checks, and 
calculator tapes for the checks should be put into sealed bank bag and sent to the bank with the courier. 

PRINT 

RESET 



Date:

Campus:

Activity Fund Account From To

Totals 0.00 0.00

Net Entry (must = "0") 0.00

Principal Approval

* - approval is only needed from the sponsor of the activity fund from which the funds are transferred.

Activity Fund Sponsor *

Reason for Transfer:

Finance Department Approval

ACTIVITY FUND TRANSFER
Midway ISD

Activity Fund



 
QTY 

UNIT OF 
MEASURE CATALOG/PRODUCT# 

ITEM 
(GIVE COMPLETE DESCRIPTION) 

UNIT 
PRICE 

 
NET PRICE 

      

      

      

      

      

      

      

      

      

      

      

  

 
Budget Code Amount 

  

  

  

  

  

  

 

Disposition 
  

 

 

 

STUDENT ACTIVITY FUNDS 
MIDWAY INDEPENDENT SCHOOL DISTRICT 

13885 WOODWAY DRIVE 
WOODWAY, TEXAS 76712 

Date:     
 

Vendor (make payments to)  Complete Address:              Club/Organization 
   

   

   

   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please attach all documentation, ie: receipts, forms, etc) TOTAL REQUEST: 
 
 
 
 

Mail 
 

Return to Dept/Organization 
 

Hold in Business Office 
 

Date to Pick Up 
 

Credit Card 
 

Other      
 
 
 
 
         Activity Sponsor Approval                     Officer Approval                                Principal Approval 

PRINT 

RESET 
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