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• A school district employee holds merchandise for resale or collects funds in 

his/her capacity as an employee  

• Funds collected by recognized student groups  

• Funds are collected in relation to the activities that are considered as “extra 

class” activities or an extension of the school program.  For example: all 

sports, performances by bands, orchestras, chorus, and dramatic or other 

curriculum groups that are trained and directed by school district employees 

as a part of their employee assignment.  All business transactions allied to 

these events such as programs and concessions are also considered school 

activities if conducted by school district employees or students.  

• Funds derived by merchandising activities, where the merchandise is 

purchased by or in the name of the school, shipped to the school or a school 

district employee, or comes at any time into the direct custody of a school 
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Fund Sponsors:  

• Submitting and obtaining approval of a fund-raising request form from the 

principal and Assistant Superintendent.  

• Submitting purchase requests to the principal.  

• Assuring that the billings pertinent to the fund and received by the School 

Bookkeeper are correct prior to payment.  

• Assuring that the School Bookkeeper has on file copies of contract 

agreements, etc. that are applicable to the obligations of the fund.  

• Collecting and receipting money received from students/parents.  

• Depositing funds promptly with the School Bookkeeper.  

• The solvency of the fund and the propriety of the school activity.  Final 

responsibility and accountability lie with the principal.  

  

  Level Bookkeeper:  

  

Verify the items sent from the school level, to include steps listed above. For 

your information, also note steps provided below.  

• When using a Request for Check Preparation, provide the vendor number 

and name. L
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beyond those listed in this manual.  The deletion or diminishment of proscribed 

practices requires Cabinet approval.  

  

Assets Other Than Operating Cash  
All money or other assets belonging to the school or area, or for which the school 

or area is responsible, must be reflected in the student activity fund records.  Savings 

accounts, certificates of deposit, earned interest, etc., must be included, regardless 

of when acquired.  The Division of Fiscal Services may be contacted for proper 

handling of these transactions, if further assistance is needed.  

  

Audits of Student Activity Funds  
District policy requires that the Internal Audit Department audit student activity 

funds.  Schools bookkeeper will be audited periodically and for principal and School 

Bookkeeper changes.  

  

Principals are required to:  

• Provide a work area adjacent to the student activity funds records. If possible, 

the work area should have internet access.  

• Make all records available.  

• Make the School Bookkeeper available during the audit for information and 

clarification relative to records, procedures, compliance, etc.  

  

Every effort will be made to complete audits as efficiently and with as little 

disruption of school routine as possible.  

  

Following the fieldwork portion of the audit, the internal auditor will issue a 

Summary and Observations Report stating the audit results.  The internal auditor 

will review this summary with the principal and school bookkeeper and forward a 

copy to the Assistant Superintendent.  Major findings will be reviewed with the 

Assistant Superintendent, level bookkeeper, principal and school bookkeeper at the 

Assistant Superintendents request. All major findings require a response from the 

principal within ten (10) days.  

  

The audit draft report and response (if any) will be sent to the District 

Superintendent by the Internal Auditor.  Copies of the final audit report will be sent 

to the Board, administration, principal, Assistant Superintendent, and to others as 

deemed appropriate.  
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Audit Findings/Rating System  
The audit findings listed below represent some of the more prevalent findings 

associated with student activity funds.  This listing is not intended to be all-inclusive, 

but instead, is intended to aid principals and bookkeepers in understanding the types 

of conditions considered as audit findings.  Following the list of findings is an 



 

 
  

  

                               PROCEDURES MANUAL FOR STUDENT ACTIVITY FUNDS  11 

REVISED JULY 2023 
 

• Invoices paid past the due date (10% or more of disbursements tested during 

audit)  

• Absence of a system to document the receipt of goods and services prior to 

payment  

  

 Athletics  

• Absence of Ticket Inventory Control Log  

• Absence of Gate Reconciliation forms for athletic events  

  

Student Stores/Canteen/Vending Sales  

• No comparison of purchases to sales on canteen, non-commission vending 

machines, or student store activity  

• Lack of dual control over canteen, non-commission vending machine, or 

student store monies (2 people to empty machines and count money)  

  

Registration  

• Evidence of failure to control procedures (not verifying cash, not receipting 

all money collected, more than one person using a cash box, etc.)  

  

Miscellaneous  

• More than $200 kept in the school overnight  

• Absence of appropriate separation of duties (authorization, custody, and 

record keeping performed by one person)  

• Violation of county, state, or federal law  

• Evidence of willful wrongdoing by employees or administration, including 
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• Improper teacher receipting (absence of form of money received, amount 

received not legibly written, etc.)  

• Improper office receipting (absence of form of money received, amount 

received not legibly written, etc.)  

• Improper backup procedures, or no backup of data files  

• Files not maintained in accordance with the Procedures Manual for Student 

Activity Funds  

• Failure to consistently reconcile teacher deposits to teacher receipt books  
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PROCEDURE 1.2 
INCOME: CONTROL LOG FOR RECEIPT BOOKS  PG 1 OF 2 REV 2  

 
  

Control Log  

A control log for teacher receipt books should be completed at the beginning of 

each school year.  This log should list all receipt books used by teachers, guidance 

counselors, librarians, activity sponsors, etc.  A separate log should be kept to record 

receipt books used by the School Bookkeeper. Receipt books should be 

disbursed and collected on a daily basis.  

  

When a school is audited, these forms will be used to verify the number of receipt 

books issued and that all receipt books are on hand.  

  

This form will not be stocked in the warehouse, but can be copied from the sample 

provided (Form SAF1).  

  

Issuing Receipt Books  

In order to identify receipt books by fiscal year and to maintain a tally of the number 

of receipt books issued, the bookkeeper should assign a number to each receipt 

book when it is issued.  For example, T03-01, T03-02, T03-03, etc. for receipt books 

issued for teachers and B03-01, B03-02, B03-03, etc. for receipt books used by the 

School Bookkeeper.  Do not pe2,nl not be stocked in 
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PROCEDURE 1.3 

INCOME: TEACHER RECEIPT BOOKS    PG 1 OF 2 REV 3  

 
  

All money received from students must be receipted with the exception of ticket 

sales, lunch sales, student store sales, and concessions.  Miscellaneous (library 

fines) charges of $.99 or less must be itemized on a spreadsheet form and turned 

in with the monies collected to the School Bookkeeper (SAF15). The School 

Bookkeeper will receipt these funds in their receipt book and then make deposit. 

The School Bookkeeper should attach spreadsheet to deposit. Use school receipt 

books only to receipt money that will be deposited in the school’s account.  Do 

not use the school receipt books to collect money for other organizations, such as, 

PTO, PTA or Booster Clubs.  
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PROCEDURE 1.4  
INCOME: PRINCIPAL’S AUDIT OF RECEIPT BOOKS  PG 1 OF 1 REV 2  

 
  

Principals are required to conduct an audit of teacher receipts at least twice a year 

example (Spring Break and Winter Break). All teacher receipt books should have an 

audit performed.  

  

The purpose of this audit is to verify that:  

• All money received by teachers from students is receipted  

• Teacher receipts are turned in to the School Bookkeeper on the day received  

• Teacher receipts are completed according to Procedure 1.3  

• Office receipts are stapled behind the teacher receipts in the teacher receipt 

book  

• All voided teacher receipts are intact (original and copy retained in the book)  

  

Use the Principal’s Audit of Receipt Books form (SAF2) to record the results.   
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PROCEDURE 1.5 
INCOME: REPORT OF MONIES COLLECTED  PG 1 OF 1 REV 3  

 
The Report of Monies Collected form is the supporting document for the office 

receipt and must be completed by a teacher prior to turning in money to the School 

Bookkeeper.  

  

The following information must be shown on the Report of Monies Collected form:  

• Date  

• Accounts to be posted  

• Beginning and ending teacher receipt numbers issued for that deposit  

• Signature of teacher  

• Total cash  

• Total checks  

• Total remitted  

This form summarizes the receipts for each teacher.  Teachers may keep a copy of 

the Report of Monies Collected form for their records, but it is not required.  

  

Two people must count vending machines money, concession money, 

student store money and athletic ticket sales.  Both must sign the Report of 

Monies Collected form.  

  

The School Bookkeeper will record the office receipt number on the Report of 

Monies Collected form and on receipt that is issued by School Bookkeeper.  A copy 

of the Report of Monies must be filed with the corresponding office receipt and 

included in the Cash Receipts file.  

  

A Report of Monies Collected form for one teacher receipt is not required.  
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PROCEDURE 1.6 
INCOME: OFFICE RECEIPS      PG 1 OF 2 REV 3 

 
  

A pre-numbered receipt must be written for all money collected by the School 

Bookkeeper.  

  

Processing Teacher Receipts  

The Bookkeeper will count money to be receipted in the presence of the teacher 

turning the money in, except in extenuating circumstances.  

  

The Bookkeeper will verify that the money received equals the corresponding 

teacher receipts and indicate in the teacher’s receipt book the last receipt for which 

money was turned in.  For example, if a teacher’s receipt book indicates that the 

teacher issued three receipts: Receipt Number 1001 for $3.00, Receipt Number 

1002 for $1.50, and Receipt Number 1003 for $5.00.  The total amount of money 

turned in should be $9.50.  The Bookkeeper will indicate on Receipt Number 1003 

in the teacher’s receipt book that all money up until this receipt has been turned in.  

This can be accomplished by stapling the office receipt on the back of Receipt 

Number 1003. In extenuating circumstances, the bookkeeper may receipt funds that 

are brought into the school. This is not to be a practice but may be used when no 

one else is available to receipt from time to time (summer time, teacher workdays, 

etc.…).  

  

Obtaining and Ordering of Receipt Books  

3-part receipt books must be used for office receipts and can be obtained from the 
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PROCEDURE 1.8 
INCOME: BANK DEPOSITS      PG 1 OF 1 REV 3 

 
  

All cash receipts (money collected) must be deposited on that day and entered into 

the accounting software no later than the following school day. No money should 

be held overnight, over the weekend, or kept in the employee’s homes.  If the bank 

is closed, use the night depository service.  

  

At the end of the day, prepare a deposit slip in duplicate for all money received and 

receipted that day.  The duplicate copy is attached to a copy of that day’s Deposit 

Breakdown sheet which should contain bank deposit date, beginning and ending 

receipt numbers, and signature of person who made deposit, along with the 

appropriate Report of Monies Collected form(s).  

  

Make sure the date and total deposited (cash amount and check amount) are written 

on the deposit slip.  Make sure the total office receipts written for the day equal the 

deposit amount.  Void all deposit slips with errors.    

  

Do not type the school’s name on the deposit slip in the same location that the bank 

uses to verify (imprint) the deposit slip.  Doing so obscures imprinted information.  

  

The Bookkeeper or other designated school district employee will take the deposit 

to the bank.  Be sure to get a receipt for the money deposited.  Verify that the 

receipt is for the correct amount, account number, and date.  

  

Cash Receipts File  

For each deposit, staple the deposit breakdown form, duplicate deposit slip, copy 

of the office receipt(s), Report of Monies Collected form(s), ticket sales report(s), 

etc. together with the deposit breakdown form on top.  These items should be filed 

in a Cash Receipts file by deposit number.    
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PROCEDURE 1.9 
INCOME: BANK NIGHT DEPOSIT & SAFETY BAGS  PG 1 OF 1 REV 2 

 
  

If money collected after hours cannot be deposited, schools must use safety bags.  

Safety bags can be obtained from your bank and are used to retain funds in a bank 

overnight.  The funds will not be processed as a deposit until or unless properly 

reviewed by the School Bookkeeper and re-presented at the bank.  Funds handled 
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PROCEDURE 1.11 
INCOME: CONTRIBUTIONS      PG 1 OF 1 REV 2 

 
  

Deposit unrestricted donations in the donation or sundry/administration activity 

account. 
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PROCEDURE 1.12 
INCOME: NSF CHECKS      PG 2 OF 2 REV 2 

 
  

Collection  

NSF checks if returned by the bank to the district for notification. The Level 

Bookkeeper will forward returned check information to Envision Payment 

Solutions for collection of NFS checks as soon as possible.  

 

Collection efforts are handled by Envision Payment Solution to be contacted @ 

800-618-1110 (toll-free).  

 

NSF checks are entered into CSI by the Level Bookkeeper, per school. A copy of 

the returned check is sent to the school bookkeeper to keep on file until the check 

is cleared by Envision Payment Solutions.  

  

Schools may refuse to accept checks for payment of fees and other charges from 

parents/students from whom the school has previously received an unpaid NSF 

check, contingent upon notification.  

  

Notification  

Notification of the NSF check policy must be contained in registration information, 

in newsletters, and in letters requesting payment of NSF checks.  

  

Charges for NSF Checks  

In the state of South Carolina, a fee of up to $30.00 S. C. Code Ann. § 34-11-70 

(2002) can be collected for each NSF check received by a school, contingent upon 

notification.  

  

Deposit of Payment of NSF Checks  

Payment of an NSF check consists of cash payments by the individual or payment 

by the bank.  Payment of funds are deposited via ACH Payment to the bank. A 

bank fee may apply to NSF checks. 

 

 



 

 
  

  

                               PROCEDURES MANUAL FOR STUDENT ACTIVITY FUNDS  29 

REVISED JULY 2023 
 

PROCEDURE 1.13 
INCOME: CHECKS & CASH RECEIVED IN THE MAIL  PG 1 OF 1 REV 1 

 
  

All checks received in the mail must be immediately stamped with the 

correct endorsement data.  

  

A log of all checks and cash received in the mail must be kept for each fiscal year 

only when someone other than the bookkeeper opens the incoming mail; for 

example, the school secretary. The log should contain the following items:  

• The date the check/cash is received  

• Name of sender  

• Amount  

• Check number  

• Reason for sending check/cash; such as donation, fee payment, etc.  

  

Once the above information has been recorded in the log and checks are stamped 

with endorsement data, the checks are to be given to the bookkeeper.  File the log 

sheet in the Cash Receipts file at the end of the fiscal year.  
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Payments to athletic officials must be processed through the District Office.  

See Procedure 5.4 for details  

• Payments for security at athletic and other events may be processed through 
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• Attach invoice, permission to purchase form to completed check request 

and forward to your level bookkeeper  

If paying a purchase order or requesting a check, please do the following:  

Once items are received, the school bookkeeper/authorized person is 

to verify actual items received and actual amounts charged match the 

PO/invoice. This person should sign and date the packing 

slip/invoice.    

• Designate what’s taxable/not taxable, as described above, on the 
PO/invoice before submitting for payment.  

• When invoice price is different than PO/invoice, adjust unit and total 



  

 





 

 PROCEDURES MANUAL FOR STUDENT ACTIVITY FUNDS  37  

 REVISED JULY 2023 

PROCEDURE 2.1 
DISBUREMENTS: PURCHASING AUTHORITY  3 OF 3 REV 2 

 
  

When old, unused checks are destroyed, a memorandum must be sent to the 

Internal Audit Department stating the name of the bank and the beginning and 

ending numbers of the checks being destroyed.  In addition, two staff members 

must witness the destruction of the checks and sign a memo to that affect.  

  

This does NOT mean that it is appropriate to destroy issued checks.  Under NO 

circumstances is an issued check to be destroyed.   
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The activity account or accounts to be charged are to be noted on the purchase 

order.  
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PROCEDURE 2.3  
DISBUREMENTS: CHECK REQUISITIONS /GIFT CARDS     PG 2 OF 2 REV 3  

 
  

Gift Cards:  

 No one is permitted to purchase gift-cards for the students. The only gifts that 

are permitted would be purchased from the Sunshine/Faculty Club account. 

These gift cards are only for faculty or staff. Schools are not allowed to transfer 

money from an account in order to purchase gift cards.  Gift Cards should be 

listed in the budget as well as in bylaws for the faculty fund group.      
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listed and sent to the finance department.  This list should include invoice date, 

invoice number, vendor name, invoice amount, and the reason for withholding 

payment.  
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PROCEDURE 2.5 
DISBURSEMENTS: REQUEST FOR REFUND  PG 1 OF 1 REV 1 

 
  

Refunds to students are requested by completing and submitting a Request for 

Refund form and a check requisition to the level bookkeeper.  

  

Refunds are recorded as a reduction of the appropriate revenue PAR/SUB account, 

not as an expense.  For example: a refund of student fees would be posted as a 

reduction of the student fee school account and a reduction to PAR/SUB account 

1740 – student fees.  
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PROCEDURE 2.6 
DISBUREMENTS: ADVANCES  PG 1 OF 1 REV 3 

 
Advances are obtained only with the direct approval of the principal or designee.    

  

Procedures  

  

1. The teacher/employee shall obtain a travel form summarizing the reason for 

the advance listing an estimate of the cost of travel.  The teacher/employee 

must be reminded that all advances of funds must be documented by 

receipts.  

  

1. Upon approval advance request, the bookkeeper will forward a check request 

to the level bookkeeper.  

  

2. At this point, the level bookkeeper will send through information for a check 
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PROCEDURE 3.1 
PUPIL ACTIVITY REPORTS  PG 1 OF 1 REV 3  

 
Each year the Aiken County Public School District is required to provide 

information regarding the student activity funds to the Department of Education.  

The required report format consists of a Statement of Cash Receipts and 

Disbursements.  In order to classify receipts and disbursements for this schedule 

properly, each receipt and disbursement within the student activity funds must be 

posted to the proper revenue or expenditure account.  

  

Assign sub-account codes for each revenue and expenditure account.  Substitutions 

for account numbers may not be used.  For each transaction, enter the activity 

account number and the appropriate sub-account number for all receipts and 

disbursements.  Procedure 3.2 lists the pupil activity revenue and expenditure 

account numbers.  If you are unsure how to classify a particular transaction, please 

call your level bookkeeper.  

  

Level Bookkeepers: At the end of each month send a copy of all bank statements 

and related reconciliations to the Internal Auditor.     

  

Schools: Print an Activity Fund/Modifier report. The principal and bookkeeper 

must sign the Activity Fund/Modifier report monthly. This report should be kept 

on file by the month. It is no longer necessary to manually complete the Monthly 

Financial Report.  
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PROCEDURE 3.2 
PUPIL ACTIVITY ACCOUNT SUMMARY  PG 1 OF 4 REV 3  

  
Pupil activity accounts and accompanying account code definitions are listed below:  

  
Cross-reference:  Eppes account structure to CSI account structure 
  Key: Note that transfers must balance to $0 at the end of 
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PROCEDURE 3.2  
PUPIL ACTIVITY ACCOUNT SUMMARY      PG 2 OF 4 REV 2  

 
  

 190  Instructional Pupil Activity:  

 100  Salaries  

 660  Instructional Pupil Commodity/Service  

  

 258  
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PROCEDURE 3.2 
PUPIL ACTIVITY ACCOUNT SUMMARY      PG 3 OF 4 REV 2  

 
  

Revenue Definition  

  

1510 Interest from Investments:  Interest revenue on temporary or permanent 

investments in savings accounts, time certificates of deposit, or other 

interest-bearing obligations.  
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PUPIL ACTIVITY ACCOUNT SUMMARY         

 
 Pupil Activity Account Classification  

  

The alphabetical list of transactions below is classified according to the proper 

revenue/expenditure account code.  Please use the blank spaces provided to record 

transactions not listed.  

  

Revenue Transaction    

    

Revenue 

Account  

admission fees to play     1710  

         

bookstore sales     1720  

         

canteen revenue     1790  

         

club dues     1730  

         

club revenue     1730  

         

donation from individual     1920  

         

donation from industry     1920  

         

donation from PTA     1920  

         

equipment fee     1740  

         

faculty fund revenue     1730  

         

ice cream revenue     1790 
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athletic officials  271  660  

         

band instruments  190  660  

         

band uniforms  271  660  

         

bus permits  271  660  

         

candy for club fundraiser  273  660  

         

candy for band fundraiser  272  660  
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sheet music  
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PROCEDURE 4.1 
TRANSFERS        PG 1 OF 1 REV 3 

 
 

Transfers are neither income nor expenses, but rather transfers of funds between 

accounts, transfers of funds between schools, or transfers of funds from the District 

Office.  

  

Internal transfers between a school’s activity accounts or transfers between schools 

will not be reflected on the area’s bank statements, but will be reported on the 

individual school’s ledger report.  Transfers to and from savings and/or investment 

programs will be on the bank statement.  

  

Principals are authorized to transfer certain Student Activity Funds up to $1,500. 

Transfers that exceed $1,500 must be approved by the area advisory council and so 

recorded in the official minutes of council meetings with the following exception: 

expenditure requested from $1500 to $3000 which have prior budgetary approval 

need not be re-approved if in compliance with the procedures set forth in the 

Bookkeeping and Accounting Procedures Manual for Student Activity Funds.   

  

An Authorization of Transfer form must be completed for all transfers and include 

an explanation for the transfer.  

  

Authorization of Transfer forms must be signed by the principal or his/her 

designee.  

  

Normally, the transfer of amounts from one account to another usually 

involves an account such as pictures, which is sponsored by the school as a 

whole with the profits used as needed.  All student fee accounts, workbook 

accounts, etc. are restricted from transfers to other non-instructional 

accounts.  
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PROCEDURE 5.1 
ATHLETIC EVENTS AND/OR SPECIAL EVENTS 1 OF 1 REV 3 

 
 Deposit all revenues generated by athletic events and/or special events where 

tickets are sold by and for the school daily in accordance with established 

guidelines.  

  

Refer to Procedure 1.8, Bank Deposits for further instructions on how and when 

to deposit receipts.  

  

Use pre-numbered tickets (not hand numbered, but printed by a print shop) and 

use alternating colors for all ticket sales.  

  

Do not duplicate ticket numbers.  

  

The Ticket Custodian must begin and sign a Ticket Sales Report for each event.  

See Procedure 11.1.  

  

The Ticket Seller must complete and sign the Ticket Sales Report for each event.  

  

Attach this form to the backup information o  
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PROCEDURE 5.2 
INVENTORY RECORD OF TICKETS  1 OF 1 REV 3 

 
A perpetual inventory record of tickets must be maintained for each roll of tickets 

purchased for use by the school.  Do not order duplicate ticket numbers.  

  

Issuing Tickets:  

Record the date issued, to whom they are issued, the beginning ticket number on 

the roll, and the name of the event.  When recording the name of the event, be sure 

to record the sport or event name and the name of the opposing team when 

applicable, for example; Basketball NAHS vs. Airport HS.  

  

Logging Unused Tickets Back into Inventory:  

At the end of an event, all unsold tickets must be logged back into inventory.  

Record the beginning ticket number on the roll when returned and calculate the 

number of tickets sold (ending ticket number minus beginning ticket number).  This 

number should equal the number of tickets sold on the corresponding Ticket Tally 

Report.  

  

Store all unused tickets in a locked cabinet or vault.  

  

Complimentary tickets are to be recorded on the Ticket Inventory Log.  
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Turn in Ticket Tally Report(s), unused tickets, etc. to the Bookkeeper on the next 

working day or insure they are safeguarded if over the weekend (locked in a cabinet 

or desk drawer).  
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PROCEDURE 5.3 
TICKET SALES REPORT    2 OF 2 REV 3 

 
Ticket Seller  

For internal control purposes, two people must be in charge of ticket sales at each 

gate or door.  One person to sell the tickets, and another to take up the tickets and 

tear them in half.  

  

At the end of the athletic event, the Ticket Tally Report must be completed.  

  

Turn in gate receipts, change money, unused tickets, and the Ticket Tally Report to 

the Ticket Custodian.  

  

Both the Ticket Sellers and Ticket Custodian must sign the Ticket Tally Report 

indicating that the amount of money stated on the Ticket Tally Report was turned 

over to the Ticket Custodian as well as all unused tickets.  

  

Ticket prices, ticket numbers and change amount must be completed by the ticket 

custodian/athletic director/bookkeeper prior to the event.  Ticket Tally, ticket 

numbers and change returned must be verified by ticket custodian/athletic 

director/bookkeeper after the event.   
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PROCEDURE 5.4 
PAYMENT FOR ATHLETIC OFFICIALS PG 1 OF 1 REV 3 
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 PROCEDURE 5.6  

Purchase of Sports Related Equipment      PG 1 OF 1 REV   

 
 

The purchase of all sports related equipment and items are exempted from the 

competitive procurement requirements as long as they are purchased with local 

funds only.  

This in no way changes or exempts the procurement of these items from the 

approval process.  

  

Example: Permission to Purchase form must still be filled out and all signatures 

must be received before an order is placed.  Must meet all Advisory requirements 

such as listed in your budget. Please refer to procedure 2.1.  
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At the end of the fundraiser, the event Sponsor must complete section 2 of the 

SAF8, Fundraising Request.  Section 2 lists the total sales, costs, and profits of the 

fundraising event. This form must be completed in its entirety within two 

weeks of the end date on the fundraiser form.  
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PROCEDURE 6.1 
FUNDRAISING PROJECTS  PG 2 OF 2 REV 3 

 

 

Coin Collections  

No school is allowed to collect coins in a jar, box, etc.… Coins collected must be 

receipted with no exceptions.  

 

Pledges for Walk-a-Thons, etc.  

The sponsor must retain all pledge sheets and submit them to the School 

Bookkeeper at the end of the event.  

  

Each pledge sheet must agree with the amount of monies deposited for each 

student, unless verified by the student or sponsor as not collectible.  Document this 

by recording on that pledge sheet “unable to collect.”  

  

The total of all pledges must agree with the total money deposited for the event.  

  

Dances, Barbecues, Hat day, etc.  

If tickets for the event are printed, the School Bookkeeper 
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PROCEDURE 7.1 
PETTY CASH    1 OF 2 REV 3 

  
Guidelines  
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PROCEDURE 7.2 
CHANGE FUNDS  1 OF 1 REV 4 

  
 

The principal of the school may establish a change fund from the school’s student 
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POLICIES AND REGULATIONS  
PROCEDURE 9.1 

 
  

Use this section of your manual to retain copies of policies and regulations of Aiken 

County Public Schools that support the operations of Pupil Activity Funds.  Please 

review and copy all Administrative Bulletins, Policy changes, and/or revisions, and 

retain them in this section for future reference.  
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field trips, fund raisers, and concession payments. Purchases from school activity funds 

must comply with the district’s purchasing and procurement guidelines. Profits generated   

are subject to additional approval according to the above guidelines.  

 
 
  Liquidation of Funds

 
   

At the end of each school year, funds remaining in the account of a student, class, or alumni 

organization are carried over as funds for that organization in the subsequent year. This will  
  
continue as long as that organization continues to function, hold regular meetings, and elect 

   
officers. Any school organization that does not meet at least once annually and which does 

not duly elect officers will be considered inactive, and this fund will be liquidated and   

placed in the general school account.  

 
 
  Fundraising Projects 

 
  

  Fundraising projects must have prior approval of both the principal and the appropriate      

Assistant Superintendent. The principal will supervise the conduct of each approved 

activity.  

 
 
  Receipts

 
   

A system must be provided for personnel responsible for collecting monies from students to 

report to the principal. Pre-numbered receipts filled out in duplicate will accomplish this.  
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principal will authorize in writing the payment of invoices. All check disbursements are   

handled through the district’s accounts payable department.  

 
 
  Deposits

 
   

 
 
  Duplicates of each deposit slip will be maintained and deposits will be made daily. 

 
  

 
 
Files for Supporting Material

 
  

   

  All documents relating to purchases or payments must be kept and filed as a permanent      

record to support the cash receipts and disbursements journals.  

 
 
Financial Records

 
   

   

  All financial records such as ledgers, receipt booklets, deposit slips, and other bookkeeping   
records will be kept for five years.  

   

 
 
  School Events 

 
  

Special attention should be paid to the collection, disbursement, receipting, and appropriate  
 

accounting for monies collected at school events. Pre-numbered tickets will be used to  
 
   

account for admissions and gate receipts (see DFD).  

       
  School Sales  

Sales will be compared to purchases on a regular basis. When two or more people are  
 

involved in collections for a given period, each person will be responsible for turning cash 
 
   

into the employee designated by the principal.  

  Issued 6/10/75; Revised 8/20/85, 10/22/91, 1/10/95, 6/11/96, 12/10/96, 10/9/01, 2/7/12,     

12/13/16  

 
 
  

The School District of Aiken County  
  
 AR     JJA  -  R   Student Organizations

 
 

   

 
 
  Issued 4/17

 
   

  Noncurriculum-related clubs and organizations in secondary schools will be of two kinds, 

     those sponsored by the school and those not sponsored by the school.  

Clubs and organizations not sponsored by the school will include all clubs and organizations 

of a religious or political nature. Such clubs and organizations must be student-initiated and 

voluntary, and will have equal access to meeting space, meeting times, school newspaper 

listings, bulletin boards, etc., as with all other noncurriculum-related clubs, provided that all  

http://policy.microscribepub.com/cgi-bin/om_isapi.dll?clientID=1351997021&headingswithhits=on&hitsperheading=on&infobase=aiken.nfo&jump=DFD&softpage=Document42#JUMPDEST_DFD
http://policy.microscribepub.com/cgi-bin/om_isapi.dll?clientID=1351997021&headingswithhits=on&hitsperheading=on&infobase=aiken.nfo&jump=DFD&softpage=Document42#JUMPDEST_DFD
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  announcements and other references to the club or organization carry a disclaimer of 

school    
sponsorship. All meetings or activities of such clubs or organizations, held on school 

property, must be attended by a faculty member as an official representative of the school 

administration. Such representatives must restrict their involvement, however, to keeping 

order and may not endorse, promote, or otherwise participate in such clubs, their meetings, 

or activities.  

No faculty member should be compelled to attend such clubs' meetings or activities as an 

official representative if the content of the speech at the meeting or activity is contrary to the  

  beliefs of the faculty member. On the other hand, nothing in this administrative rule is   

intended to abridge the First Amendment rights of any employee of the district.  
Additionally, no non-school employees may direct, conduct, control, or regularly attend the   

meetings or activities of such clubs or organizations.  

All non-curriculum-related clubs and organizations are subject to approval by the principal 

and must comply with guidelines developed by the principal and/or faculty, including the 

scheduling of meeting places and times. The principal may deny or withdraw approval of  
  any non-curriculum-related club or organization if it is determined, in the principal's     
judgment, that allowing the club or organization to meet would violate state or federal law, 

would disrupt the orderly operation of the school or would pose a danger to the health, 

safety or welfare of students or employees. The principal's decision to deny or withdraw   

approval may be appealed to the chief officer of administration.  

 
 
 Issued 6/10/75; Revised 9/8/92, 11/24/92, 4/23/02, 4/18/17

 
   

  
   

The School District of Aiken County  
  
Policy      DI   Fiscal Accounting and 

Reporting
 
 

 
 
Issued 10/01

 
   

   

  Purpose: To establish the basic structure for accounting for and reporting of the district's 

 
 
 financial resources.  

   

The district accounting system will provide an accurate record of financial transactions. The   

superintendent will maintain accounting procedures adequate to properly record all financial 
 
 

transactions in accordance with the Financial Accounting Handbook developed by the South 

Carolina State Department of Education.  
   

  Upon recommendation of the auditor, the superintendent is ultimately responsible for 

receiving and properly accounting for all funds of the district.  

   



 

 PROCEDURES MANUAL FOR STUDENT ACTIVITY FUNDS  83  

                                                                      REVISED JULY 2023 
 

  The superintendent will present the board with monthly financial statements which reflect 

  the financial condition of the district.   

 
 
Adopted 10/9/01

 
   

   

 
 
Legal references:
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The area advisory council will approve expenditures that exceed $1,500 and record such in 

the official minutes of council meetings with the following exception. Expenditure requests 

from $1,500 to $3,000 that have prior area council budgetary approval need not be 

reapproved if in compliance with procedures set forth in the Bookkeeping and Accounting   

Procedures Manual for Student Activity Funds. Additional area advisory council approval is   
not required for class rings, pictures, workbooks, textbooks, annuals, field trips, fundraisers, 

and concession payments. Profits generated are subject to these guidelines. Purchases from 

school activity funds must comply with the district’s purchasing and procurement 

guidelines. The school principal must approve all expenditures. Additional approval by the   

appropriate Assistant Superintendent is required for any purchases totaling $2,500 or more.  

  The area advisory councils will establish procedures in accordance with state law and State     

Board of Education policies to govern such expenditures.  

 
 
  Adopted 11/9/71; Revised 9/26/89, 1/10/95, 6/11/96, 12/12/96, 10/9/01, 2/7/12, 12/13/16

 
  

 
 
 Legal references:  

 
   

  
 
 S. C. Code, 1976, as amended:   

 
  

   Section 11-1-40 - Unlawful to contract in excess of appropriate amount and to 

divert     current funds for payment of prior obligations.   
 
Section 59-19-80 - All 

employment and purchase contracts require board approval. 
 
  

   
  

 
 Section 59-19-290 - All contracts in excess of apportioned funds are void.

 
   

  
   

The School District of Aiken County  
  
Policy DFD Gate Receipts and Admissions

 
 

 
 
  Issued 11/16

 
   

  Purpose: To establish the basic structure for accounting for and use of revenues from gate     
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   The School District of Aiken County     

 

  
 Policy DGD Credit Cards and Purchasing Cards   

 
 

 
 
  Issued 12/16

 
   

 
 
  Purpose: To establish the basic structure for the use of credit cards and purchasing cards. 

 
  

Use of credit cards and purchasing cards must be limited to those approved by the district 

office for district accounts or, when using student activity funds, to those requested by the  
 
 
principal and approved in advance by the chief financial officer. Charges made to credit  

 
 

cards and purchases made with purchasing cards must not exceed the approved limit or the   

budget for the specific account. 
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The School District of Aiken County  
  
Policy DD Funding Proposals, Grants and Special 

Projects   
 
  

 
 
  Issued 11/16

 
   

  Purpose: To establish the basic structure for the accepting of additional sources of revenue     

for the district.  

In order to offer the best educational opportunities possible for students of the district, the  
 

district will seek as many sources of revenue as possible to supplement the funds provided 
 
  

  through local taxation and the basic aid offered by the state.  

 
 
Grant Awards 

 
  

   

  The district may request and accept grants from federal, state, corporate, and private      

sources.  

The superintendent will seek approval from the board, prior to submission, of grant  
 

applications in excess of $10,000. The board will approve all grant awards in excess of  
 
   

$1,000 before they are implemented. 
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  Section 59-19-170 - Acceptance and holding of property by trustees.

 
   

  
 
  Section 59-19-180 - Purchase of land by trustees.

 
   

 
 
 Section 59-69-30 - Investment of such fund.

 
  

  

  
 
S.C. Attorney General's Opinion:

 
  

    
   S.C. Att'y Gen. Op. (Mar. 20, 1969) - A board of trustees that acquires by purchase 

 
 
 land to be used for public school purposes must take fee simple absolute title.  

  

    
The School District of Aiken County  

  
 

  

  
Policy DJGA Sales Calls and Demonstrations   

 
 

 
 
  Issued 11/16

 
   

 
 
  Purpose: To establish the basic structure for sales calls on district staff.

 
   

  The board does not permit salesmen to visit in the schools or on work sites without 

approval   
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• against properly submitted vouchers covering authorized expenses 
 
  

• in accordance with salary schedules or salaries set by the board
 
   

    
 
 
Expenditure of School Funds

 
  

   

  All funds, revenues, fees, and accrued interest received by, generated by, or otherwise      
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http://policy.microscribepub.com/redirector/?loc=SC&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=SC&cat=code&id=59-19
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 Policy     JJE   Student Fund-Raising Activities  
 
 
  Issued 4/17

 
   

 
 
  Purpose: To establish the basic structure for the conduct of student fund-raising activities.

 
  

Any fund raising by students or faculty, or any funds requested from students or faculty,  
 

must have the approval of the principal and Assistant Superintendent or other designated  
 
   

administrator.  

Students in grades kindergarten through grade eight are prohibited from door-to-door fund  
 

raising in activities sponsored by the school or by a school-related organization in which  
 
   

students would be selling items or soliciting contributions, pledges or orders.  

  

http://policy.microscribepub.com/redirector/?loc=SC&cat=code&id=16-17
http://policy.microscribepub.com/redirector/?loc=SC&cat=code&id=16-17
http://policy.microscribepub.com/redirector/?loc=SC&cat=code&id=16-17
http://policy.microscribepub.com/redirector/?loc=SC&cat=code&id=16-17
http://policy.microscribepub.com/redirector/?loc=SC&cat=code&id=16-17
http://policy.microscribepub.com/redirector/?loc=SC&cat=code&id=16-17
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• Non-school groups wishing to use any school kitchen must have members of the  
 

school food service staff present. Rental fees will be used by the district to pay for the  
 
   

school food service employee’s services.  

http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=7-9
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=7-9
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=7-9
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=7-9
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=7-9
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-1
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-1
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-1
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-1
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-1
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-1
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-19
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   Child Evangelism Fellowship of South Carolina v. Anderson School District Five, 470    

F.3d 1062 (4th Cir. 2006).  
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•

http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-69
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-69
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-69
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-69
http://policy.microscribepub.com/redirector/?loc=sc&cat=code&id=59-69
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 PROCEDURE 10.1 
MONTHLY REPORTS          PG 1 OF 1 REV 2  

 
  

Reconciliation Reports  

Area Offices:  Prepare a detailed reconciliation report for the individual schools 

listing the transactions for the month and balances of the activity accounts.  

Forward this report to the internal auditor.  

  

Schools:  Balance the school activity account balances. Resolve any differences with the 

level bookkeeper.  Keep a copy of report on file signed by principal.  

  

Sub-Account Reports  
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Procedure 11.1   

  
SAF Forms  
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As receipt books are issued, assign a number to each representing the fiscal year and the 

cumulative number of receipt books issued to date.  For example, T98-01and B98-01 for the first 

receipt book issued to a teacher and the first receipt book used by the Financial Secretary for the 

23/24 fiscal year.  
See Procedure 1.2 for further instructions.  
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  Cash and checks received in the mail 

     

     

Date Name of Sender Amount 
Check 

Number Reason for Sending Check/Cash 
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PROCEDURE 12.1  
MISCEL
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PROCEDURE 12.2 
MISCELLANEOUS: BACKUP OF DATA FILES AND KEYS PG 1 OF 1 REV 1  

 
  

Data files can be damaged or destroyed as a result of a number of problems.  Damage 

can be caused by errors in the software, errors in the operation of the system, or 

hardware failures.  Regardless of the cause of damage, preventive measures must be 

taken to provide adequate means for recovering lost data.  

  

A backup copy of student activity data files is backed up at the end of each day off site 

through the district office.   

  

 Should the student activity data files be destroyed or become damaged, this procedure 

will enable the school to restore them with minimal loss of data.  

  

Through school year 11-12 store all backup disks in a fireproof vault or safe, if available.  

  

Key’s to the bookkeeper’s office should be limited to the following (bookkeeper, 

administration, and your backup). 
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PROCEDURE 12.3 
MISCELLANEOUS: BUDGETS    

 
 

Yearly budgets should be issued to level bookkeeper hard copy as well as 

electronically no later than April 15 of every year for advisory council approval. Level 

bookkeepers, will go over budgets and send to advisory council secretaries 

electronically unless, they request a hard copy. Level bookkeeper will also send an 

electronic copy of budgets to the internal auditor.  

 

When putting together budgets please have the sponsor sign as well as the principal 

and bookkeeper before sending to the level bookkeeper. In your SAF budget if you 

are needing to make transfers to other accounts please list within budgets. A budget is 

needed for each local account within your school. Each account should be specific to 

the need of the account for anticipated income and expenditures.  

 

  

  

  

  

  

  

  

  

  

  

  

  

  
 

 

 

 

 

 

 

 

 

 AIKEN COUNTY SCHOOL DISTRICT   
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For the remainder of the 2014–15 school year, schools may have up to 13 exempt fundraisers, 

not to exceed 3 days in length.  For the 2015–16 school year, schools may have up to 30 exempt 

fundraisers, not to exceed 3 days in length.  For the 2016–17 school year, schools may have up 

to 30 exempt fundraisers, not to exceed 2 days in length.  For the 2017–18 school year and 

thereafter, schools may have up to 30 exempt fundraisers, not to exceed 1 day in length.  

  

Individual districts and/or schools reserve the right to further limit or restrict exempt fundraisers 

through local wellness policies.  

  

With the recommendation of their district, a school may request a waiver from the South 

Carolina Department of Education (SCDE) to hold additional exempt fundraisers beyond the 

allowable numbers shown above.  

  

The following resources are attached for your immediate dissemination and use:  

• Smart Snacks presentation that gives basic information on the new nutrition 

standards and exempt-fundraiser guidelines.  This presentation can be used by district and 

school personnel to inform and train local stakeholders.  

• United States Department of Agriculture (USDA) fact sheet clarifying the 

exclusion of foods intended for off-site consumption from Smart Snacks standards.  

• Instructions and local tracking forms for exempt fundraisers, as well as 

information on how to request a waiver.  

  

Copies of the presentation, as well as the instructions and tracking forms, will also be posted to 

the SCDE website under the Office of Nutrition Programs information page.  

  

Questions or concerns regarding Smart Snacks exempt fundraisers should be referred to Walter 

Caudle at wcaudle@ed.sc.gov, 

http://www.fns.usda.gov/healthierschoolday/tools-schools-smart-snacks
http://www.fns.usda.gov/healthierschoolday/tools-schools-smart-snacks
http://www.fns.usda.gov/healthierschoolday/tools-schools-smart-snacks
http://www.fns.usda.gov/healthierschoolday/tools-schools-smart-snacks
http://www.fns.usda.gov/healthierschoolday/tools-schools-smart-snacks
http://www.fns.usda.gov/healthierschoolday/tools-schools-smart-snacks
http://www.fns.usda.gov/healthierschoolday/tools-schools-smart-snacks
http://www.fns.usda.gov/healthierschoolday/tools-schools-smart-snacks
http://www.fns.usda.gov/healthierschoolday/tools-schools-smart-snacks
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http://rdp.healthiergeneration.org/calc/calculator/
http://rdp.healthiergeneration.org/calc/calculator/
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“Smart Snacks” Annual School-Based Exempt Fundraiser Summary Report  

 

 Important Notes  

• This form must be completed by the school principal or designee—not the cafeteria.  

• Retain this form at the school (not the cafeteria) along with each “Smart Snacks” Individual 

Exempt Fundraiser Checklist for the current school year and the next three (3) school years.    

• These forms are subject to audit.  
  

District and school name:  

 School year:  
 #  

Organization  Date  Duration  
1        

2        

3        

4        

5        

6        

7        

8        
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District Superintendents  
Page 6  
March 6, 2015  

“Smart Snacks” Exempt Fundraiser Waiver Process  

This process is to be used when asking the South Carolina Department of Education to grant 

a waiver authorizing more than the maximum allowable number of exempt fundraisers 

during the school year.  

Important Notes  

• A separate application must be submitted for each waiver request. 

• The waiver process cannot be used to increase the duration of any exempt 

fundraiser beyond the maximum number of days already allowed. 

• The waiver process cannot be used if the fundraiser is not allowed under 

district or school wellness policies. 

Submit a letter of application and a copy of the completed “Smart Snacks” Individual 

Exempt Fundraiser Checklist (page 4 of this information package) to Dr. Juanita Bowens at 

jbowens@ed.sc.gov at least 15 business days before the anticipated fundraiser event. 

At a minimum, the letter of application should include the following 

information:  Name of school district 

• District superintendent’s name, telephone number, and e-mail address 

• Name of school 

• Principal’s name, telephone number, and e-mail address 

• District board chair’s name, telephone number, and e-mail address 

• Specific reason(s) for requesting a waiver o This section should include an 

explanation of the financial hardship and/or other adverse impact if the waiver is not 

granted.  There should also be confirmation as to whether the maximum allowable 

number of exempt fundraisers has already been authorized.  If additional exempt 

fundraisers are still available locally, please explain why a waiver is being requested. 

• A statement certifying that “the information contained in the application is 

accurate and reflects all available information.  Further, the fundraiser does not 

violate the provisions of any school board policy, local wellness policy, and/or 

administrative procedure issued by the school district or school in which the 

fundraiser will take place.” 

• Signatures of the principal, district superintendent, and district board chair. 

All documentation related to the waiver process must be retained at the district and school 

levels for the current school year and the next three (3) school years.  These records are 

subject to audit.  
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                                                                                                                                                                                                Revised November 2022  

• If you use any off-duty officers, security or ambulance service during 

sporting events or after school activities on a reoccurring basis, you must get 

a contract  

• From the provider and we will assign a district control number.  

• You can then pay them with a check request and reference the district control 

number.  

• If you have a district control number for this school year you will need to get  

• New contracts for next school you if you plan to use their services again.  

• If you are planning to charter a bus and the total is over $500, you cannot 

book  

• The bus until you have a purchase order. If the invoice pre-dates the 

purchase  

• Order this will be an unauthorized procurement.  

• If your school is donating, you do not need to enter a purchase order  

• Even if it is over $2500. You can pay the donation with a check request and 

attach  

• A copy of the fund raiser form to the check request.  
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PROCEDURE 12.5  

MISCELLANEOUS: INFORMATION ON PTO/BOOSTER CLUBS           

     
PG 3 OF 4 

Parent organizations should be given a copy of this procedure for information only. 

The following are the items that were covered during training:  

• Review of the organization's by-laws by current officers. We have found 

several sets of by-laws with good financial requirements such as splitting the 

treasurer's duties into a deposit treasurer and a disbursement treasurer.   

• Consider bonding those who have check signing responsibility.   

• Having officers check to make sure yearly "reports"
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• Reconcile bank statements within thirty days of receipt and resolve any 

discrepancies with the bank immediately.  

• All fundraisers/monies collected must be approved by principal and Assistant 

Superintendents before they take place.  
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