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ACTIVITY FUND ACCOUNTS
EXPENDITURES
Activity Fund Purchase Order {AFPO)
1. Authority to Make Activity Fund Purchases
Before purchases are made which will be paid from activity funds, the sponsor of the sub-account will have the expenditure approved by the principal.
2. Recurring Expenditures Exceeding $500
When purchases are made which will exceed $500 and the item is customarily purchased repetitively during the school year or from year to year, the following actions are required:
A. The principal must approve the order before it is placed. An activity fund purchase order is to be completed, dated, and presented for his or her signature.
B. After the principal signs the AFPO the order may be placed. In placing the order, the vendor should be given the AFPO "number" that is located in the top right-hand comer of the form.
C. When the order is satisfactorily completed, the invoice or receipt is to be attached to the AFPO, which is now considered an authority-to-pay (ATP). The ATP voucher should be sent to the activity fund book­ keeper for payment. It will be presented to the board for permission to pay at the next meeting.
3. Major Expenditures Exceeding $500
Purchases of $500-$4,999 for a single item of a non-recurring nature, etc., are required to have three written quotations prior to purchasing the item. The quotations must be attached to the ATP.
Items in excess of $5,000 are required to be formally bid by the purchasing department.
A. The principal must approve a properly completed activity fund purchase order (with quotes attached) and forward it to the appropriate executive director for approval.
B. Upon approval by the executive director for elementary or secondary education, the order will be forwarded to the activity fund bookkeeper which will submit the request for approval at the next board meeting.
C. If the board approves the purchase, the approval date will be noted on the AFPO which will be returned to the principal.
D. The principal will then be authorized to place the order.
E. When the order is placed, the vendor should be given the AFPO "number" in the top right-hand comer of the form.
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F. When the order is satisfactorily completed, the invoice or receipt should be attached to the AFPO which is now considered an authority-to-pay (ATP), and sent to the activity fund bookkeeper. It will be presented to the board for permission to pay at the next meeting.
Examples: air conditioner, video camera, concrete work, marquee, etc.
Expenditures (Authority-To-Pay Vouchers)
1. Completing the Form
In filling out an authority-to-pay form, a complete vendor name and address should be used. Invoice numbers should be written on the voucher. In the blank marked "name of school" the school's name should be typed. In the blank marked "name of account" the account's name, not a number, should be typed.
2. Advance Planning/Deadlines
Schools and sponsors will find it necessary to plan carefully in advance so that fund raising and collecting are completed early enough to allow time for making deposits, properly placing orders and making payments as indicated in the previous section.
A. Authority-to-pay forms which require no special handling will normally be paid three days after they arrive in the finance office.
B. Authority-to-pay forms which exceed $5,000 require board of education approval prior to payments. These normally will be paid the day following the board of education meeting at which they are approved. In order for them to be paid at this time they must be in the finance office by I O a.m. ten days before the scheduled board meeting.

C. Purchases which exceed $5,000 require formal bids and board approval prior to ordering. AFPO forms must be received in the finance office by 10 a.m. ten days before the scheduled board of education meeting at which they will be presented.
D. Each school and sponsor should audit and balance their books with the monthly statement of account within eight working days after receipt of the statement. The activity fund bookkeeper should be called immediately if there is a discrepancy.
3. Proper Invoices
Proper invoices must be attached or the authority-to-pay will be returned. Payment cannot be made from a company statement. If the authority-to-pay has an incorrect amount, a change will be sent to the school. If no invoice is available, a signed document should be attached to the authority-to-pay. The document should explain why there is no receipt and the reason for the expenses and must be signed by the principal and the sponsor. Receipts should be obtained if at all possible. The accuracy of the invoices should be double­ checked. Any invoice for more than $2,000 will be required to have a sworn statement of non-kickback.
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4. Payment of Taxes
When auditing invoices for authority-to-pay forms, no taxes will be paid since schools are tax exempt.
5. Procedures for Charging at Local Stores
On any purchase charged to an activity fund account, the individual making the purchase should present the pink copy of the ATP to the store at the time of the purchase. This document should be completed (with the exception of the amount) and signed by the principal or his/her designee. Charging is only authorized for employees, not students.
Vendor Payments
All disbursements will be made by check. Checks should be signed by the person appointed by the board of education and countersigned by the activity fund custodian. Checks will be issued at the board of education finance office from activity purchase orders and authority-to-pay vouchers signed, not initialed or stamped with a facsimile, by principals and sponsors. Invoices to support each check issued will be attached to each voucher. Activity purchase orders and authority-to-pay vouchers, if issued for purposes other than to pay invoices, will contain a detailed statement indicating the purpose the payment was made. Paid vouchers will be filed in the board of education finance office for future reference.
Transportation Accounting
A bus request should be accurately completed in order for the correct account to be charged. Non-instructional trips are charged to an account by transfer vouchers printed on the computer, and a copy is sent to the school for its records. Likewise, if all of the school's instructional allocation is used, the activity account of the requesting organization will be charged unless the Executive Director of Business Services is notified that charges should continue to be assessed to the building allocation.
