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ACTIVITY FUND ACCOUNTS
RECEIPTS

1.
Responsibility
Every school employee who is responsible for receiving money will have an individual receipt book. All buildings should be using a principal's receipt book. This is used to receipt money into the office that is collected by teachers and other individuals such as parents or students paying for textbooks.
2. Class-Wide Function
Teachers and other sponsors collecting money for class-wide functions such as school plays, field trips, or pictures may use class lists, or packets to receipt the money in rather than issue individual receipts to students. Teachers may still use individual receipt books in these instances if so desired. Individual receipts shall be issued for items costing $1.00 or more when items are being sold to the student; e.g., shirts, jackets, etc.
3. Receipt Procedures
When an employee receives money, he or she will issue a receipt showing the date, receipt number, payer's name, purpose for which the money is being paid, and the amount. The employee will sign the receipt and give the original copy to the payer.
4. Disposition of Collected Money
Each day, every employee collecting money will take it to the principal's office where it will be recorded in the principal's receipt book. The original receipt will be given to the employee, who will clip it to his or her duplicate receipt slips. The employee's receipts shall be kept on file for an annual audit.
5. Non-Receipts
Postdated checks, cash advance slips, or IOU's will not be accepted as receipts for activity fund expenditures.
6. Student Fees
Students should not be charged a fee to participate in an activity, but may be required to place a refundable deposit for items such as uniforms for cheerleading, drill team, etc. The deposit or a portion of the deposit may be used to clean, repair or replace the items it was intended to cover if those items are not returned in acceptable condition.
