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General Information and Guidelines 

Student Activity Funds 

Student activity funds consist of money which is received and held by the school as trustee. These funds                  

are raised by individual student groups and their disbursement is controlled by that group. Student               

activity funds are accounted for by the district as agency funds in compliance with TEA Financial                

Accountability System Resource Guide. The basic purpose for the collecting or raising and expending of               

activity funds must be for the direct benefit of the students or for the general benefit of the school.                   

Within the scope, funds are to be used to finance activities which supplement the educational               

curriculum of the District. Fundraising activities shall in general contribute to the educational             

experience of pupils and shall not conflict with the instruction program.  

Student activity money shall be expended to benefit the student group which contributed to its               

accumulation. Student participation is an important factor in the management of money raised by the               

student body and expended for its benefit. Each expenditure shall be approved by membership of the                

student organization.  The following are examples of acceptable uses of student activity funds: 

● Supplies and materials to be used by the student members of the group

● Entry fees and other expenses associated with competition and meetings

● Travel expenses and meals consumed by the student members and their adult  sponsors

● Membership in related organizations

● Flowers, cards, plaques or other such expressions of condolence or appreciation

● Charitable contributions and scholarships

● Expenditures related to parties and other entertainment of the student members

● Equipment to be used by the student members of the organization

● Gift cards for $25 or less that are used for incentives or rewards

(Gift cards may be purchased with activity funds only)

Note that any equipment purchased with student activity funds will become the property of              

Lubbock-Cooper Independent School District and must be properly tagged and included in the fixed              

asset inventory of the district. 

Inappropriate expenditures of student activity funds include: 

● Any purchase not approved by the student membership of the group

● Any purchase other than those listed above which benefits adult sponsor and does not

benefit student members.

Funds derived from the student body as a whole shall be expended in manner benefiting all students.                 

The management of student activity funds shall be in accordance with sound business practices,              

including established budgetary and accounting procedures. 
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Campus Accounts 

Campus accounts contain funds raised at a particular campus which are managed by the principal or                

other campus administrators. These funds are accounted for as Campus Activity Funds as stipulated by               

the Financial Accountability System Resource Guide. Appropriate funds to be deposited into the             

Campus Accounts include, but are not limited to picture money, vending, book fairs, I.D. badges, and                

parking permits. Campus accounts must be spent to promote the general welfare of the school and the                 

educational development of students. Principals may use these funds to supplement their budgeted             

district funds. Campus funds should not be spent to benefit any individual or non-student group. The                

following expenditures are strictly prohibited: 

● Purchase of a gift for any person or organization, other than small tokens of appreciation

which are related to performance

● Parties, luncheons and entertainment which serve no educational purpose

● Loans to anyone

● Donations, contributions (Unless raised specifically for that purpose and then deposited and

disbursed in the same manner i.e. Jump Rope for Heart)

● Alcoholic beverages

● Advertising

● Professional dues of an individual unless there is a benefit to the campus or to a group of

students

● Memberships in private clubs

● Traffic citations, parking or toll charges, auto repairs

● Stipends and monetary awards to employees

● Furniture for administrative offices

● Meals or expenses relating to a Parent Teacher Association or organization

● Gift cards, unless related to a student award or incentive

● Replacement of an individual’s property that was lost, stolen or damaged on the school or

district premises or being used at a school or district function

The following are allowable expenditures of the Campus Account: 

● School furnishings and equipment which will benefit the student body

● School repairs, maintenance, and landscaping

● Postage and office supplies not reimbursed through the instructional budget

● Student body assembly or dance expenditures

● Emergency health or safety needs of students

● Awards such as plaques in recognition of students, staff or volunteers for services to the

school and/or district and related reception expenditures

● A limited amount of light refreshments such as pastries and coffee for teacher in-service,

staff meetings where the school serves as host for the student, staff and patrons including

Open House, Parent Night and Instructional Nights
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● Field trips, meals, and other activities planned for the benefit of the students, either as

recognition of an accomplishment or for purposes of enrichment

This list is not intended to be all inclusive. Principals should use their own discretion and be guided by 

the principles addressed in this manual. Any questions concerning the appropriateness of the 

disbursement should be directed to the Assistant Superintendent of Business and Operations. 

Responsibilities for Activity Funds 

Campus Responsibilities 

All campus personnel including principals, secretaries, and faculty will be held responsible for any 

campus and student activity funds entrusted to them.  Money or property purchased with campus or 

student activity money, which is lost due to carelessness, theft, or fraud, will be reimbursed by the 

responsible party.  Contact the Assistant Superintendent of Business and Operations upon discovery of 

loss.  

The Principal  is responsible for the overall administration of the Student and Campus Activity Accounts 

including the depositing of funds, monthly reporting to sponsors, fundraising and compliance with the 

policies and procedures manual.  The principal and the Assistant Superintendent of Business and 

Operations will approve all fund raising activities thirty days in advance, through the Request for 

Fundraiser Form (see appendix A-10).  All sponsors shall submit a Fundraiser Request Form to the 

principal for permission to perform a fundraiser.  When the fundraiser is complete, a Fund Raiser Recap 

Form (see appendix A-9) shall be completed and submitted to the principal to monitor the activities of 

the fundraiser.  It is the principal’s obligation to see that all faculty sponsors have signed the 

Responsibilities of Faculty Sponsors of Student Groups (see appendix A-1) and that these forms are kept 

on file. 

The campus secretary (or designated employee) is responsible for the following: 

Maintaining the accounting records as required in the policies and procedures manual; 

Receiving money and making receipts; and 

Preparing and sending monies to the Business Office for deposit into the school’s bank 

account 

The campus secretary (or designated employee) will advise the principal of situations where faculty           

sponsors continue to disregard required procedures.  Note:  The campus level employee who maintains           
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the accounting records of the Student Activity and Campus Accounts is referred to in this manual as the 

secretary.  

 The faculty sponsor of a student activity group is responsible for safeguarding and accounting for all 

student activity funds entrusted to him (her).  It is the obligation of the faculty sponsor to follow the 

procedures presented in this manual.  This includes maintaining detailed financial records, requesting 

permission for a fundraiser, completing the Fundraiser Recap Report to account for all fundraisers, and 

maintaining a positive balance in his (or her) account at all times.  The faculty sponsor will sign the form 

titled Responsibilities of Faculty Sponsors of Student Groups (see Appendix A-1) before undertaking any 

sponsorship of a student club or organization.  The forms will be filed at each campus for the Business 

Office to perform an internal audit review. 

The Business Office is responsible for monitoring the monthly activity, sending deposits to the bank, and 

bank reconciliations for all campuses.  This department will work with the campus staff to correct any 
deviations from the requirements of the policy and procedures manual and will inform the principal in 
the event that such deviations cannot be resolved by the secretary.    

Auditing Activity Account Records 

All Student Activity and Campus Accounts will be audited periodically.  Audit reports will be provided to 

the Superintendent, the Assistant Superintendent of Business and Operations, and the respective 

principal.  An audit of the Student Activity and Campus Accounts will be conducted when a change of 

principal occurs.  It is the responsibility of the incoming principal to request that this audit be performed 

before assuming financial responsibility.  

In addition, the principal may request an audit of the records of these accounts at any time.  It is 

recommended that an audit be performed whenever there is a change of secretaries. 

Conflict of Interest 

All campus personnel including secretaries and faculty sponsors, who are involved in the disbursement 

of campus and student activity funds, will sign a Conflict of Interest Disclosure (see Appendix A-2).  The 

forms will be maintained by the campus for the Business Office to perform an internal audit review. 

Fixed Assets 

Fixed assets including computers, printers, furniture, play ground equipment, scoreboards, etc. that are 

purchased with campus or student activity funds or are donated will become the property of the 

Lubbock-Cooper Independent School District.  It is the responsibility of the principal to see that the 

Fixed Asset Number Assignment Form is completed and sent to the business office for the fixed 

asset to be tagged and included in the fixed asset inventory of the district.  

Parent Organizations 

Funds raised by outside groups such as PTA, band boosters, and so forth are responsibility of the officers 

of the organization.  The TEA Financial Accountability System Resource Guide  states that using the 
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resources of the school district to account for such funds could be in violation of the section of the Texas 
Constitution that prohibits the appropriation of public funds for individual or private purposes.  Funds 

belonging to these groups will not be accounted for either in the Student Activity or in the Campus 

Accounts nor shall the District’s tax identification number be used for opening bank accounts or 
ordering merchandise.  

It is against District Policy for an employee of LCISD to be on a signature card of a Parent Organization. 

Donations  

Any donations of cash or property to a campus or campus organization must be approved by the 

superintendent.  A Campus Donation Form (see Appendix A-3) must be completed and submitted 

to the Assistant Superintendent’s Office for the Board of Trustees to approve.  All monetary donations 

should have the actual check or money order attached to the Campus Donation Form, including accurate 

coding of donation, before they may be submitted to the Board of Trustees for approval.  Once the 

donation has been accepted, the Accounts Receivable department will deposit the funds into the 

donation account listed on the Form for use by the campus or campus organization. These funds are 

placed within either campus or student activity funds and are carried forward each year.   

Banking Accounts  

The District maintains one centralized checking account for all student accounts and maintains all 

campus activity funds within the Districts checking account.  These bank accounts will be within 

depository bank selected by the Board of Trustees.  All monies received will be deposited into these 

accounts and all disbursements will be made by a check drawn on these accounts.  No other individual 

checking accounts shall be authorized.  

Bank reconciliation will be done through the Business Office monthly. 

Payments from the Student Activity and Campus Activity 

Accounts 

General Policies  

All expenditures shall be paid using purchase orders from the appropriate checking account.  If the 

vendor does not accept purchase orders, Direct Pay (district check) shall be utilized.  All Purchase Orders 

and Check request will be processed by the Business Office once all appropriate paper work has been 

submitted.  The Faculty Sponsor and the original Principal’s signature are required on all documentation 
to indicate knowledge of the money being disbursed from the account.  Under no circumstances will a 

payment be authorized when there are not sufficient funds in the account to cover the check, unless the 

Overdraw Request form (see appendix A-12) has been completed and signed by the Assistant 

Superintendent of Business and Operations. 
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Checks will be made to a specific person, company or organization.  Checks will not be made to “cash” or                  

to the school itself.   

Occasionally, Check Requests are required due to companies not accepting purchase orders.  When this             

occurs, sponsors are required to submit receipts to the Business Office.  Failure to provide receipts            

within 5 days may result in the following action: 

No more checks will be issued to that sponsor; AND 

A payroll deduction form will be submitted to the Payroll Office to deduct any unsubstantiated 

amounts.  These amounts include, but are not limited to, those for which a receipt has not been 

provided.    

Funds held for either the Student Activity or Campus Account may not be used to cash checks. This                 

practice is strictly prohibited because check cashing is, in effect, a loan until the check has cleared the                  

bank.  

Purchases of a personal nature shall not be commingled with purchases made for District use. Personnel               

cannot use the District’s tax-exempt status to avoid paying sales tax on personal items. If an employee                

makes both personal and school related purchases from a vendor at the same time, the two purchases                

shall be rung up separately.  Sales tax will not be reimbursed.  

Additional Documentation 

When a Purchase Order cannot be issued, an invoice must be presented before a check is written when                  

possible.  Every check written from either the Student Activity or the Campus Account must be              

documented further by additional support.  In most cases this will be an original invoice which will be             

presented along with the Check Request submitted to the Business Office for payment.    

There are cases when an invoice is not available in advance.  The following is a list of alternative forms of                  

support.  This list is not all-inclusive.  There will be other circumstances which are not covered here.  In              

those cases, the principal will need to use his or her best judgment to obtain the most appropriate                  

written evidence that the expenditure was made to the payee named on the Check Request in the                 

amount indicated and that it was for a legitimate purpose.  

A copy of an order form may be used when an order is placed and paid in advance.  This could involve                    

periodicals, supplies purchased for a student group, seminar fees, etc.  If a receipt or statement              

documenting a payment is received later, it should be sent to the Business Office and scanned and                 

attached to the Check Request. Money distributed to students on out of town field trips must be                 

documented by the signatures of the students on a Money Disbursed to Students (See Appendix A-4),               

which indicates the date, the amount received by each student, and other pertinent information.  In this               

case the Check Request should indicate that the funds will be used for a travel advance.  The list of                  

student signatures must be submitted to the Business Office no later than five (5) school days following                 

the trip.  Money advanced to the sponsor, which is in excess of that used by the students, must be                  

returned at the same time.  The amount returned and the receipt number will be noted on the list of                  
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signatures.  Monies advanced will be reconciled by the business office upon return. Alternatively, the             

sponsor may turn in receipts from the restaurant to account for the funds spent. 

Cash Receipts 

Receiving Cash 

In order to maintain control over cash received, at least two persons must be involved in the functions                  

of collecting, documenting, and depositing cash with campus secretary.  This is accomplished by having             

teachers or sponsors collect from the students, support the amount collected by completing the Deposit               

Verification Form, Money Collected from Students Form and/or other supporting documentation           

described below, and submit the cash to the secretary for receipt and deposit.  A secretary cannot               

accept cash that has not been counted and that is not properly supported by a completed Deposit                 

Verification Form, Money Collected from Students Form and/or other supporting documentation. 

When receiving fundraiser proceeds to benefit another non-profit organization, other than United Way,             

PTA, booster clubs or the Education Foundation, these funds shall be deposited into the concentration               

bank account and a check shall be issued from the same account directly to the non-profit organization. 

Collection of Money by Persons Other Than the Secretary 

Teachers, librarians, and others may collect money for such items as lost books, fines, student dues,                

yearbook, parking permits, I.D. badges and other sales.  In such instances, the following procedures shall              

apply:

Sponsors who anticipate collecting funds frequently throughout the school year should retain a             

receipt book from the campus office and use it exclusively for this purpose.  It is the sponsor’s                

responsibility to maintain these records and to make them available to the Principal and the               

Business Office.  These records must be turned over to the secretary to support money             

collected.  A Deposit Verification Form (See Appendix A-7) should be used for this            

purpose.  NOTE:  It is not necessary to complete this list for activities such as concession stand              

sales and school store sales where it is neither necessary nor possible to record each individual                

payer. 

In some instances the sponsor (or other employee) is collecting money that is owed by individual                

students.  Examples of this are,  (1) collecting for merchandise that was ordered for a student, such as               

recorders; (2) collecting for field trips; or (3) collecting class or club dues.  The employee collecting cash                

will support the amount received by making a list of the names of the payers and the date and purpose                    

for which the money was received and have the students sign off or write receipts to each student                  

submitting money.  (See Appendix A-8) 
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When the list described in the above procedure is used, the sponsor should be sure that the total on the                    

list of students is the same as the total indicated on the Deposit Verification Form. 

 Receipt of Money by the Secretary

The following procedures shall be followed by the secretary when funds are received for deposit into the                

Student or campus activity accounts:  

The secretary will count the money to ensure agreement with the Deposit Verification Form.     

The secretary will prepare a receipt and issue it to the employee who turned in the                

cash. The secretary will initial and write the date, the amount, and the receipt number on the               

Deposit Verification Form and return it to the sponsor with the Cash Receipt. 

Cash Receipts 

The receipts issued will be pre-numbered and prepared in duplicate.  Pre-numbered receipts must be 

used in consecutive order so that each receipt in a book is accounted for.  The original receipt is issued 

to the individual who submitted the cash.  The first copy is filed along with all of the financial records by 

student group in the school office.  The second copy remains in the receipt book to provide a 

chronological record of cash received.  

Receipts will be prepared in ink and will always be legible.  If it is necessary to make a correction to a 

receipt, the secretary/sponsor will void that receipt by writing “void” across the face of the receipt and 

begin a new receipt.  The original and all copies of voided receipts will be maintained in the receipt 

book.  Each receipt will be issued to not more than one person.  Receipts should include students name, 
amount received, date and composition of funds 

Receipts provide the written proof that cash has been received in the office.  They are pre-numbered to 

provide control over cash receipts.  When not in use, the receipt books should be secured in a locked 

drawer.  The secretary is responsible for maintaining an adequate supply of receipt books and to see 

that they are used in numerical order.    

Bank Deposits

Bank deposits shall be sent by the campus police officer or other designated employee on a 

daily basis to the business office (unless there is less than $100 to be deposited and then bank 

deposits must be made at least weekly). The secretary will count all cash and checks on hand and fill 

out either the student or campus activity deposit breakdown form, whichever is appropriate. (See 

appendix A-13 or A-14) This information should be verified by at least one other campus office 

employee. Both employees must sign the activity deposit breakdown form before sending the deposit 

to the accounts receivable department in the Business Office.  This total should agree with the total of 

all cash and checks attached to the form.  The campus will keep a copy of the deposit verification form. 

A receipt will be sent back to the campus 
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from the accounts receivable department. The campus will verify that all totals agree and any 

discrepancy must be reconciled immediately. 

Bank deposits slips will be prepared in duplicate in the Business office.  The original is sent with the 

deposit; the second copy is kept by Business Office for documentation.  The date and the amount of the 

deposit must be indicated on the bank deposit slip. 

Whenever possible debit and credit memos received from the bank for deposit shortages and overages 

will be traced to the appropriate account.  An adjustment will be made to the account in the Cash 

Receipts and Disbursement Journal as either an additional receipt or disbursement. 

Fundraiser Documentation 

Documenting Fundraisers 

Each bonafide club, as approved by the Principal, will be allowed to conduct a maximum of two (2) tax 

free fundraisers in each school year.  The Principal or Assistant Superintendent shall approve any 

additional fundraisers under certain circumstances.  Each Principal and the Assistant Superintendent of 
Business and Operations will control the number and kinds of fundraisers allowed on each campus.  No 

fundraiser will be initiated without written authorization of the Principal or Assistant Superintendent 
of Business and Operations.   In order to establish control over the funds raised by student and other 

groups, all faculty sponsors are required to complete a Fundraiser Request Form for each 

fundraising project where funds will be collected. When a parent organization, booster club or any 

other non-profit organization, involves students as sellers or participants, a Request for 

Fundraiser Form must be completed.  Although the report itself is the obligation of the faculty 

sponsor, the Principal is responsible for enforcing compliance with the requirement.  Requests for 
fundraisers must be submitted to the appropriate personnel within thirty days prior to the expected 

start date of the fundraiser. 

The Fundraiser Recap Report 

The Fundraiser Recap Report will be used to document fund raising activities.  Before beginning any such 

activity, the faculty sponsor will complete a Fundraiser Request Form (A10) which describes the 

type and purposes of the fund raising project.  The Principal and the Assistant Superintendent of 

Business and Operations will sign the report to document approval.  The report will then be returned 

to the faculty sponsor. 

Accounting for the Fundraiser 

Sponsors who are involved in fundraising activities have an obligation to account for all of the funds 

which are collected (or should have been collected).  The Fundraiser Recap Report (see Exhibit A-9) 

provides a record of receipts and disbursements associated with a fundraiser.  In the event that a 

sponsor is later questioned about the amount of money raised, the Fundraiser Recap Report will 
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document the amount of cash received and that it was properly deposited.  Related expenditures are              

also included on the report. 

The sponsor will complete the Activity Report within ten (10) school days of the conclusion of the                 

fundraising event.  The number and selling price of the items sold are entered to determine the gross                

profit.  When more than one type of product is sold, the sponsor will use the inventory sheet form to                  

indicate each type of item, the selling price of each and the gross profit.  If using a fundraiser company,                  

the sponsor may attach a copy of the company’s recap of inventory sold and fill in the Fundraiser Recap                   

form.  All of the expenses incurred in the fund raiser will be documented on the report.  Purchase Orders                

will be entered individually.  If additional recording space is necessary, the sponsor will use the back of                

the report or an additional sheet.  No cash expenses will be allowed from daily fund raiser collections. 

In some cases where merchandise is given to students to sell, the sponsor is unable to recover either the                   

merchandise or the money.  This is considered an expense of the project and will be entered in this                 

section of the report.  A list of students who did not pay must be attached to the report.  

 The net profit must be entered on the Fundraiser Report.  The net profit of the activity is the gross                  

profit less the expenses.  Include the number and amount of each deposit on the report.  All funds               

collected must be turned over to the secretaries along with a copy of the approved Fundraiser Report.  

Some activities involve an extensive collection process.  The sponsor may collect small amounts from             

students over several months and deposit these with the secretary.  In this case it is recommended that                

the secretary keep a log of amounts collected.  As money is turned into the secretary, the sponsor will                

draw a line under the last entry in the log; write the total of the deposit and the number of the receipt                      

provided by the secretary.  The log will be continued below or on a subsequent page.  Rather than copy                

all of the amounts and receipt numbers on the Fundraiser Report, the sponsor may attach a copy of this                   

log to the report.  

After completing the Fundraiser Report, the sponsor will sign it and submit it to the secretary or the                 

Principal for review.  Reports which are incomplete or which are incorrect should be returned to the               

sponsor.  This report should be used by the Principals to evaluate the success of the fundraising activities                

and the ability of the sponsor to account for money raised.  It should guide the Principal’s decisions                

concerning the approval of future projects.  Once the report has been signed by the principal, it will be                 

filed with the other accounting records of the student group.  The faculty sponsor will keep a copy for                 

his/her files.  Note:  It is the responsibility of the faculty sponsor to account for the fundraiser.  Activity              

Reports will not be completed by the secretaries. 

Petty Cash or Change Funds   
In some cases, it may be necessary to establish a petty cash or change fund to make change during a                    

fundraising event.  All petty cash or change funds will be handled as imprest funds.  That is, the fund will                 

be established by cashing a check for a predetermined amount.  At the end of the event, the full amount                  

will be re-deposited and identified as the imprest fund.  Any petty cash expenditures will be              
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documented with receipts, cash register tapes or other verifiable documentation.  Expenditures not           

properly documented will be reimbursed by the sponsor. 

Sales Tax 

One-Day Tax-Free Sales  

Each school in the District, each organization within that school, and each outside organization              

affiliated with that school are allowed to have two one-day tax-free sales during a calendar               

year.  One-day tax-free sales mean that collection and remittance of state sales taxes are not required               

on qualified sales on that day.  The delivery of yearbooks to students on a single day qualifies a yearbook                  

sale as a one-day tax-free sale, even though the yearbooks were sold over a longer period.  This rule can                  

be applied to other fundraisers when the delivery is made to the student on a single day.  Note that the                   

time limit for the two (2) one-day tax free sales is a calendar year which is from January 1 through                    

December 31, rather than a school year. 

While the sale of yearbooks can be selected as one of the two one-day tax-free fund-raisers, a book fair                   

or catalog sale for tangible items are usually not a qualified tax-free event because the school is not the                   

actual seller.  The school is acting as an agent for the vendor.  The sale of items received from a vendor,                  

in which the school and the respective vendor have an agreement that the vendor will take back any                  

unsold items, would generally not qualify as a tax-free sale because the vendor is not an exempt                 

organization.  

The tax-free status of a one-day tax-free fund raiser must be so designated on the Fund Raiser Report 

and approved in advance by the Principal and the Assistant Superintendent of Business Operations. 

Sales Tax  

Public schools are exempt from paying the state sales and use tax.  Therefore, public schools do not pay                 

sales tax on items purchased for their own use.  However, exemption from paying sales tax does not                

relieve public school from the obligation to collect sales tax on taxable sales.  Some items are specifically                 

exempt from sales tax and there are some cases when sales which would ordinarily be taxable are                 

exempt.  These are discussed in more detail below.  

The following description of taxable and non-taxable sales is adapted from the TEA Financial              

Accountability System Online Resource Guide.  

Public schools and school-related organizations must collect sales tax on all sales which are not               

specifically exempt.  For example, sales tax must be collected on the following: 

School-purchased supplies sold directly to students including athletic equipment, uniforms, and           

supplies, t-shirts, jackets, and school supplies 

Fees for materials when the end product becomes a possession of the student 
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Student publications such as yearbooks and football programs 

Articles such as pencils, cups, etc.  With the school logo which are sold during fundraisers. 

Remember that the items listed above are presented for purposes of illustration. This list is not                

intended to be all inclusive. 

Public schools and school-related organizations are NOT required to collect sales tax on the following: 

Admission tickets, if the event is entirely for educational purposes. This includes sporting events              

and drama or musical performances by students. (An educational purpose exists when 100% of              

the proceeds from admissions go to an educational organization.) 

Student Club memberships 

Sales of food and soft drinks that are: 

Sold or served by a parent-teacher association during a fund-raising sale, the proceeds             

of which do not benefit an individual 

Sold by a person under 18 years of age who is a member of an organization devoted to                  

the exclusive purpose of education, and groups associated with public or private schools             

as a part of a fund-raising drive sponsored by the organization for its exclusive use 

Newspapers for which the sale price per copy does not exceed $.75; that are printed and                

distributed periodically at intervals of four weeks or less; for the dissemination of news of a                

general character and of a general interest. School newspapers which are not sold are not               

subject to sales tax. 

Reporting Sales Tax  

Each organization, class or club which sells merchandise must report its sales once the sale is                

concluded.  The Sales Tax Report (See Appendix A-11) should be completed and turned into the              

campus secretary no later than the last day of the month of the sale.  The total sales, taxable and                 

nontaxable, are reported on this form.  Non-taxable sales and one day tax-free sales are deducted from               

total sales to arrive at net taxable sales.  If there is a sales tax liability, the secretary will charge the                   

appropriate organization and send this information to the Business Office.  The Sales Tax Report should              

be attached to the Deposit Verification Form and sent to the Business Office with the fundraiser                

deposit.  

The Business Office will report taxable and nontaxable sales and remit the sales tax due to the State                  

Comptroller’s Office. 
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Lubbock-Cooper Independent School District 

Responsibilities of Faculty Sponsors 

of Student Groups 

The purpose of the raising and spending of funds by student groups is for the direct benefit of the students. Fund                     

raising activities will contribute to the educational experience of the students and will not conflict with the                 

instructional program. The school, as trustee, will hold money raised by student groups and organizations. The                

faculty sponsor of a student club or group is responsible for maintaining adequate financial records as evidence of                  

proper custodianship of money received by and disbursed by club accounts. 

I hereby acknowledge that I have read the Lubbock-Cooper ISD Activity Funds Manual and that I agree to be                   

responsible for complying with the policies and procedures.  In particular, I acknowledge that: 

1. All fund raising activities will be approved in advance by the Principal and the business office by                

completing and turning in a Request for Fundraiser form (see appendix A-1).

2. I am responsible both for safeguarding and accounting for funds received from or on behalf of the                

students.

3. Student activity money will be turned in to the office daily in the same form in which it was received.

4. At the completion of all fundraisers, the Fundraiser Recap form (see appendix A-9) will be completed               

and submitted to the Principal and the business office for approval.

5. All purchases made on behalf of the student organization will be made by check or district credit card                 

and approved in advance by the principal.

6. I will maintain a positive balance in the organization fund’s account at all times unless a Fund 865                 

Overdrawn Request form (see appendix A-12) has been completed and submitted for approval by the              

business office prior to the expenditure.

I understand that I will be held responsible for any student activity fund entrusted to me and I will reimburse the                     

student organization for any money which is lost due to carelessness, theft, fraud, or failure to follow established                  

procedures. 

____________________ ___________________ 

Faculty Sponsor Campus Principal 
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Lubbock-Cooper ISD
Campus/District Donations
Equipment, Funding or Supplies

Donation Description: ____________________________________________________________________ 

Donation Amount: _______________________________________________________________________ 

Company/Organization Name: ____________________________________________________________ 

Address: ________________________________________________________________________________ 

City:______________________________ State:_________  Zip:_______________ Phone: ______________ 

CEO: __________________________________________________________________________________ 

Business Contact: ________________________________________________________________________

Campus/Program:__________________________________________________________________ 

Campus Contact: _________________________________________________________________________ 

Persons to whom acknowledgments should be made: 

______________________________________________ 

_________________________________________________________________________________________ 

Date Principal Notified:__________________ Date Agreement Signed:___________________

Comments: _____________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

Account Number for Funds: ______________________________________________________________
FOR OFFICE USE ONLY

Date of School Board Donation Approval: _________________________________________________ 

Date Partnership Agreement Signed:______________________________________________________ 

Deposit # _______________________________BJE# _________________________Spreadsheet _____
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CAMPUS:__________________________ SPONSOR:_____________________________

CLUB:_____________________________ DATE: _______________ ROOM #: ________

CHECK PAYABLE TO:______________________________ VENDOR NUMBER:_________

CHECK AMOUNT:___________ CHECK # ___________  DATE OF CHECK: _____________ 
PURPOSE:

AMOUNT

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

( )

Total Expenditures 

Total Advance

Over (Under) 

Expended

1. ALL STUDENT'S/SPONSOR'S WILL SIGN
FOR THE DOLLAR AMOUNT THEY ARE
RECEIVING.

2. If under expended, this form must have a
copy of the deposit slip showing the excess
funds were deposited.

be turned in with a Request for Reimbursement
form.

4. THIS FORM MUST BE TURNED IN TO THE

     ACCOUNTS PAYABLE TO 
DEPARTMENT UPON RETURN.

INSTRUCTIONS FOR USE OF FORM

Sponsor Signature/Date

3. If over expended, a copy of this form must

Lubbock-Cooper ISD
Transmittal List
Money Disbursed for Advanced Meals

Print Name

STUDENT/SPONSOR NAME STUDENT/SPONSOR SIGNATURE
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CAMPUS:

BAG BAG
DATE AMOUNT NUMBER SIGNATURE DATE AMOUNT NUMBER SIGNATURE

Lubbock-Cooper ISD
DEPOSIT LOG
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SPONSOR:_____________________________

DATE: _______________ ROOM #: ________

CAMPUS:__________________________

CLUB:__________________________

PURPOSE:

AMOUNT

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

TOTAL COLLECTED: $ RECEIPT NUMBER:

Sponsor Signature/Date Bookkeeper Signature/Date

Print Name

STUDENT NAME STUDENT SIGNATURE

Lubbock-Cooper ISD
Transmittal List

Money Collected from Students

A-8



Lubbock-Cooper ISD
 FUND RAISER RECAP

Instructions:  This form will be used for all fund raising activities.  Before any activity is begun, the principal and 
Assistant Superintendent of Business and Operations will sign the fundraiser request form authorizing the 
organization to proceed with the project.  Within ten school days of the completion of the project, the faculty 
sponsor will complete this form and submit it to the accountant in the Business Office.
CLUB: DATE OF FUND RAISER:

START DATE END DATE
SPONSOR:

IS THIS ONE OF YOUR TWO ONE-DAY TAX-FREE SALES?
YES NO

DESCRIPTION OF FUND RAISER

NUMBER SOLD

SELLING 
PRICE PER 
UNIT

x

GROSS PROFIT

NOTE:  If more than one kind of item sold, do no complete 
this section. Complete a worksheet providing the number 
and selling price of each unit

(Number sold x selling price per unit)

COST OF GOODS: P.O. # PAYEE AMOUNT

TOTAL OF COST OF GOODS

LIST BELOW THE RECEIPT NUMBERS AND AMOUNTS OF DEPOSITS MADE FOR THIS ACTIVITY.

RECEIPT AMOUNT

TOTAL FROM BACK OF FORM 

TOTAL DEPOSITED

NET PROFIT (REVENUE MINUS EXPENSES)

This section must be signed by the faculty sponsor and principal when the rest of the form is complete.

FACULTY SPONSOR PRINCIPAL
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Lubbock-Cooper ISD
Request for Fund Raiser

School:___________________________ Sponsor: ________________________________

Identify: Purpose of fundraiser (Uses of proceeds): _______________________________

__________________________________________________________________________

Will students be involved in the solicitation of funds? _____ Yes  _____ No

If yes, funds must be received, deposited and disbursed in accordance

with policy CFD (Local). It will be necessary to identify the items below:

Student Organization: ________________________________________________________

Student Activity Fund Account Number: ________________________________________

Items to be sold or services provided: __________________________________________

__________________________________________________________________________

__________________________________________________________________________

If items are to be sold, name of Supplier: ________________________________________

Sales Tax (if applicable) to be paid by:     __________            __________

Vendor Club

Dates of Fundraiser:   Beginning____________________ thru ______________________

Projected profit to club: $ ___________________________________

Sponsor's signature________________________________________

______  Approved ______  Approved
______  Disapproved ______  Disapproved

Principal Date Asst. Supt. of Business & Operations    Date

This form must
be submitted to the
Principal at least

30 days prior to the 
start of the fundraiser.
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$

$  ( )

$  ( )

$

A. Total Sales (All sales both taxable and non-taxable)

B. Less non-taxable sales (e.g. food sales)

C. Less one-day tax free sales

D. Net taxable sales (line A minus lines B & C)

E. Tax due (8.25% of line D) $

Signed:

Title:

Date:

INSTRUCTIONS:

A Sales Tax Report must be completed at the conclusion of each selling activity, whether taxable 
or not.  The report must be given to the campus bookkeeper by the last day of the month.

Line 1:  Do not include any tax collected in this figure.  If the total sale includes tax, you must 
back out the amount of the sales tax.  To back out the sales tax from total sales revenue on 
taxable items, divide the total revenue collected by 1.0825.  EXAMPLE:  $122.50 revenue 
collected divided by 1.0825 is the amount that is reported as taxable sales.

If you have any questions concerning this report, please contact the Business Office.

Lubbock-Cooper ISD
 Sales Tax Report

Campus:

Organization:

Report for month ending:
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To be completed and turned into Director of Finance and Accounting prior to overdraw approval.

Date of Request

Student Group making request

Account Number

Sponsor/Contact

Current Account Balance

Estimated expenses

Total Overdraw (current balance 
minus estimated expenses)

Estimated current year deposits

Reason for request

Sponsor Signature Date

Principal Signature Date

Approved Unapproved

Director of Finance & Accounting Date

Once form is completed and signed, send a copy to the sponsor and purchasing.  The original will be filed in accounting.

Lubbock-Cooper ISD
Fund 865 Overdraw Request

All fields must be completed prior to approval.  Uncompleted forms will be returned to the sponsor to be 
completed.

If your group is doing a fund 
raiser, please include a copy of 
the approved fund raiser request 
form.
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CAMPUS: DATE:

PRINCIPAL REVENUE FUND:  461-

FUND NAME:

GENERATED BY: DELIVERED BY:

NOTES:

PRINT NAME: PRINT NAME:

BILLS AMOUNT BILLS AMOUNT

$1) $1)

$2) $2)

$5) $5)

$10) $10)

$20) $20)

$50) $50)

$100) $100)

TOTAL CASH TOTAL CASH

COINS COINS

CHECKS CHECKS

TOTAL TOTAL

SIGNATURE: SIGNATURE:
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CAMPUS: DATE:

ACTIVITY REVENUE FUND:  865-

FUND NAME:

GENERATED BY: DELIVERED BY:

NOTES:

PRINT NAME: PRINT NAME:

BILLS AMOUNT BILLS AMOUNT

$1) $1)

$2) $2)

$5) $5)

$10) $10)

$20) $20)

$50) $50)

$100) $100)

TOTAL CASH TOTAL CASH

COINS COINS

CHECKS CHECKS

TOTAL TOTAL

SIGNATURE: SIGNATURE:
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