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Accounting and Cash Management: School Activity Funds

Management of Funds

1.

The financial management of all school activity funds shall be the responsibility of
the school principal. Financial management shall include maintaining sound
accounting practices, recording the receipt and expenditure of funds using a
uniform chart of accounts, authorizing expenditures, reporting to school
administration, parents, and students on the use of student activity funds, and
compliance with regulations issued by the internal revenue service and the
comptroller of Maryland, sales and use tax division.

All funds collected by school employees and by student treasurers shall be
receipted, accounted for, and directed, without delay, to the proper location of
deposit on a daily basis. All schools shall provide for making bank deposits after
regular banking hours in order to avoid leaving money in the school overnight. In
no case shall funds be left overnight in schools, except in safes provided for
safekeeping of valuables. School activity funds may not be disbursed as cash
payments under any circumstances.

Schools are encouraged to maintain school activity funds in a single
checking/savings account. Funds not needed to meet current obligations may be
invested by the department of fiscal services.

Funds belonging to external organizations such as parent-teacher associations and
booster clubs are not considered school activity funds and shall not be
commingled with school funds.

External organizations may not conduct fund raising activities or establish an
admission fee schedule that supersedes or diminishes a school’s claim to receipts
generated by school sponsored activities.

External organizations may contribute funds to schools, which are then deposited
into school activity funds.
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7. Cafeteria funds are not considered school activity funds and shall be maintained
by the office of food and nutrition services.

8. Guidelines for judging the appropriateness of any fund raising activity shall
include the following:

a. The activity shall be open to all students
b. The activity should not be held on school time
c. The activity shall not use students to sell products in the community

d. The activity shall not involve physical competition (contact sports) between
students and faculty

e. Activities must not place undue burdens on students or staff
f. Cost of participation in the activity must be nominal

The department of fiscal services shall maintain The Accounting Manual for School
Activity Funds to guide the management of these funds.
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