
MFISD	Activity	Funds



TYPES

• Campus	Activity

• Student/Faculty	Activity



CAMPUS	ACTIVITY	(461)
• Principal	controls
• Benefits	all	students	at	the	campus
• Allowable	Activities

‐ field	trip	fees
‐ supplies	&	materials
‐ small	food	items,	refreshments
‐ athletic	camps
‐ incentives	awards	(perfect	attendance,			
academic)
‐ misc operating	



CAMPUS	ACTIVITY	(461)	cont’d
• Unallowable	Activities

‐ alcohol
‐ individual	gifts	to	a	staff	member	or	student
‐ donor	websites
‐ incur	additional	costs	to	the	district

*	co‐mingling	general	fund	monies	for	AF	
shortfall

*	payroll	for	staff	time	during	activity	(staff	time	
must	be	voluntary	only)



STUDENT	&	FACULTY	ACTIVITY	(865)

• Held	in	a	trustee	capacity
• Funds	belong	to	the	student	or	faculty	group	only
• Led	by	student	or	faculty	group
• Must	have	formation	documents	(charter)	and	elected	officers
• Student	groups	must	have	a	sponsor	(staff	members	only)
• Student/Faculty	discretion	on	expenditures
• Subject	to	sales	tax	on	purchases
• Require	principal	approval	to	spend	or	fundraise



STUDENT	&	FACULTY	ACTIVITY	(865)
cont’d

• Allowable	Activities
‐ student	trips	(	entry	fees,	meals,	lodging,	travel)
‐ awards	incentives
‐ supplies
‐ contracted	services	(printing,	DJ	services,	speakers)

• Unallowable	Activities
‐ alcohol
‐ individual	gifts	to	a	staff	member	or	student
‐ payroll	for	staff	time	during	activity	(staff	time	must	be	

voluntary)
‐ bus	driving	an	exception	(must	notify	transportation	&	business	

office)



STUDENT	ACTIVITY	FUND	CHARTER



PURCHASING
• Principal	approval
• Approved	purchase	orders	
• Account	Codes

‐ campus	activity	461‐36‐6399‐XX‐XXX‐X‐99‐XXX
‐ student	activity	865‐00‐2190‐XX‐XXX‐X‐00‐000

• All	payments	to	vendors	shall	be	handled	through	the	business	
office	(approved	vendors	only)

• Check	requests	without	documentation	will	not		be	processed
• No	cash	purchases	‐ from	cash	collections
• Only	the	Superintendent	can	sign	contracts
• Only	student	activity	can	donate	monies	to	outside	
organizations



PURCHASE	ORDER	PROCESS
1 

Enter 
Requisition

2
Principal
Approval

3
Business Office 

Verifies 
account code & 

budget

4
Finance Director
Verifies necessity 
& reasonableness

Approves

5
Accounts Payable 
Batches & Prints PO



PURCHASING

• Plan	ahead
• 3	quotes required	(single	purchases	>$5,000)
• Communicate	with	vendor	email/phone
• No	shipping	goods	from	a	quote
• No	ordering/purchasing	prior	to	Approved	
PO

• Allowed	to	create	online	cart
• Submit	online	cart	after	PO	approval	
• Credit	card	purchases	require	requisition	prior	
to	issuance	of	credit	card



PURCHASING‐continued

• Enter	a	descriptive	requisition
–Quantities,	describe	items,	etc.

• Wait	for	approval	
• Campus	secretary	notification	of	approved	PO
• Email	or	fax	PO	to	vendor	to	order	goods
• Purchasing	Deadlines	– April	30	(budget)	&	
May	30	(AF)

• Close	purchase	orders	at	year‐end

• Business	office	can	always	assist



PURCHASING‐continued

• Purchases	exceeding	$10,000,	in	aggregate,	
require	quotes	&	Supt	approval
‐ business	office	notified	well	in	advance	2‐3		

months

• Unauthorized	purchases	can	become	the	liability	
of	the	violator	and	are	not	subject	to	
reimbursement	by	the	district



REQUISITION	FORM



RECEIVING	GOODS

• Absolutely	no	purchases	delivered	to	home	
address

• All	purchases	delivered	to	campus	or	
warehouse
‐ notify	campus	secretary	(quantities	received)
‐ large	shipments	to	be	prearranged	with	
warehouse	if	necessary
‐ turn	in	invoices	and	packing	slips	to	campus	

secretary	or	business	office



PURCHASING	RESCOURCES



CASH	COLLECTIONS
• All	cash	collected	shall	be	receipted	and	turned	in	to	the	
campus	secretary	daily	

• The	campus	secretary	must	sign	the	deposit	record	/	
tabulation	of	monies	collected	form

• Every	dollar	collected,	receipted	and	deposited	(no	cash	
disbursements)

• No	holding	cash	overnight	
• Do	not	keep	cash	in	desks,	filing	cabinets,	or	take	home
• No	cashing	of	checks
• Lock	all	cash	in	campus	safe	(campus	administrator	must	
be	able	to	secure	all	cash)

• Safeguard	at	all	times!



RECEIPTS

• Pre‐numbered	Receipt	Book
• Deposit	Record	Form
• Tabulation	of	Monies	Collected	Form



DEPOSIT	RECORD	FORM



TABULATION	OF	MONIES	
COLLECTED	FORM



RECEIPTING
• Sponsor	issues	receipt	for	cash	collected

‐ pre‐numbered	receipt
‐white	copy	is	given	to	individual	
‐yellow	copy	turn	in	with	cash
‐pink	copy	stays	in	receipt	book

‐ MFISD	activity	fund	receipting	forms	(web	page)
• Sponsor	submits	receipts	&	cash	to	campus	
secretary

• Campus	secretary	counts	cash	in	sponsor’s	
presence

• Campus	secretary	signs	form
• Campus	secretary	gives	a	copy	of	form	to	sponsor



RECEIPTING‐ continued

• Campus	secretary	fills	out	deposit	slip	&	deposits	
at	bank.	Sends	the	deposit	record	with	the	back	up	
documentation	to	business	office.	

• No	altered	receipts
• Voided	receipts	must	be	attached	to	receipt	book
• Receipts	issued	in	numerical	sequence



COLLECTIONS	&	RECEIPTING	
RESOURCES



FUNDRAISING
• May	not	compete	with	National	School	Lunch	
Program

• Approval	by	principal	prior	to	fundraiser

‐ Fundraiser	Authorization	Form

• No	UIL	violations

• 2	Tax	free	fundraisers	per	calendar	year

• Needs	to	be	profitable

• Student	safety	is	priority

• Absolutely	No	Raffles/Games	of	Chance





DONATIONS

• Complete	a	donation	form	–notifies	district
– Donations	>	$100

• Provide	donor	with	donation	letter
– Donations	>	$100
– Donor’s	request

• Student	activity	fund	donations	should	have	no	
restrictions

• Donations	with	restrictions	must	go	to	a	
campus	activity	or	general	fund







DONATION	RESOURCES



OTHER
• Gift	cards	issued	to	staff	are	considered	income	and	
subject	to	income	tax	

• Absolutely	no	paying	employees	from	activity	funds	
(cash	or	check)

• Monies	raised	cannot	be	credited	to	individual	student	
accounts	– taxable	income

• No	commingling	of	funds	with	Booster	Clubs	&	PTAs
• Booster	Clubs	cannot	use	our	tax	ID



TRIFECTA	TO	TROUBLE

Unapproved 
Purchases
Unapproved 
Purchases

Untimely Cash 
Submission

Untimely Cash 
Submission

Cash not 
Secured
Cash not 
Secured


