STUDENT ACTIVITY EXPENDITURE GUIDELINES

Authorizing Persons:

Will be in charge of the management and record keeping of income, disbursements and account balance. They may not incur a negative balance.  They will be asked at least twice a year to review their balance against the Business office records and correct any discrepancies.  

This person(s) must be recommended by the assigned Administrator, and approved by the Chief Financial Officer.  

They will be the authorizing signature(s) on check requests and purchase orders.

1 – Parent Groups  - the authorized person should be elected annually by the Parent Group and the Business office notified of the change immediately.

2 – Athletic & Club accounts – will be the current Coach, Advisor, or Classroom teacher unless specified differently by the Chief Financial Officer or assigned Administrator.

3 - If the authorizing person is unavailable, the assigned Administrator may be the authorizing signature for disbursing funds.

Student treasurers shall not be the authorizing person.  Any requests for account activity information will be sent to the authorizing person, who may share it with their student treasurer.

Payment for Services to an individual:

1 – If the person is an employee of the Public Schools of Petoskey in any capacity, payment must be made through the payroll system.  Transfer of funds to cover this, needs to include employer portion of FICA taxes and retirement costs.  Contact the Business Office to get current rates and proper forms to be filled out.

2 – If the service is for instructional services (coaching, after school tutoring), payment must be made through the payroll system or third party employer.  Contact the Business Office for details.  The individual will also need to have a criminal history and records check on file.

3 – If the service is to a non-employee of the District, their address and social security number must be on the invoice they provide or a Form W-9 must be submitted with their invoice. This information must be provided before payment is processed.  (If total payments from the school are over $600 for the year, they will receive a 1099 at year-end.)

Other Expenditures:

1 – Student Activity funds shall be used only for the benefit of the student group that raised the funds.

2 – All reimbursement check requests MUST be accompanied by a detailed receipt.  A copy of the total on a Debit/Credit card receipt is not sufficient.

3 - Any request for reimbursement to the authorizing person must have a second signature on the form from the assigned administrator of the building

4 – Money cannot be deposited into a school account and then transferred to another bank account outside the school without a specific expenditure receipt.

5 – Money raised for a specific fundraiser must be used for that purpose only.   Disbursement of excess income must be approved by the Chief Financial Officer.  

6 - Flowers, Gift certificates, etc. under $50 are allowable to show appreciation to staff or volunteers.

7 - Expenditures for meals to students and Chaperone/Teacher must follow the same guidelines as the General guidelines.  (Maximum of $8/Breakfast, $10/Lunch and $18/Dinner per person)

8 - Cash Advances are only allowable in special circumstances, and must be arranged through the Business Office directly.

9 - Sales tax exemption forms for the Vendor are available in the Business Office.  If approved by the authorizing person, sales tax paid is allowable to be reimbursed by student activity funds.

10 – No fundraising money will be returned to the Student.  Money is raised for the student activity not the student.

11 – Any contracts between the Public Schools of Petoskey and a Vendor must be signed by the Chief Financial Officer.

12 – School Board Policies require that the Principal must approve all fundraising events in advance.

13 – Any raffles that have pre-sale of tickets or total prizes are worth more than $100, must obtain a raffle license and obtain pre-approval from the Chief Financial Officer.  

.

Report of Taxable Sales:

1 - Taxable sales must be reported to the Business Office within 15 days after the fundraiser for payment of sales tax.  If you are unsure if your fundraiser requires the collection of State Sales Tax, please contact the Business Office.

Disposal of inactive accounts:

1 – If it determined that a specific account should be discontinued or after one year of inactivity, the building principal or Chief Financial Officer shall authorize the transfer of funds to another activity fund.

2 – Class accounts may transfer up to $250 into a new Bank account that the officers set up for Class Reunions (They need to apply for their own I.D. Number).  The unexpended balance shall be transferred to another active account specific to the benefit of PHS as determined by the Chief Financial Officer, one year after the class graduation date.

Staff Accounts:

1 – Building principals may establish funds for “staff” activities in which proceeds may come from staff income (ie: pop machine, donations) and be used for “staff” expenditures (shirts, flowers, retirement parties).

Memorial/Scholarship:

1 – Memorial/Scholarship accounts may be established for the benefit of the Public Schools of Petoskey.  Donations should be made directly to the “Public Schools of Petoskey – xxx Memorial Fund”. 

2 - Cancelled checks will be considered receipts. Further documentation may be obtained from the Business Office upon request.  The family will be in charge of any  “thank you” or recognition notes provided to the donor. 

3 - The family or primary donor will work with the Principal in establishing guidelines for the use of the money donated.  These guidelines must be provided to the Business Office prior to any expenditure.

Bank Interest and Fees:

1 - The individual student activity accounts will not be credited with interest income or be charged for bank and custodial fees on the cost of operating these accounts. 

2 – Checks that are returned to the district for “Non-sufficient Funds” will be charged to the student activity account that the deposit was made into.  It is the responsibility of the authorized person on the account to pursue collection.  District policy allows you to assess a “NSF Charge” of $25.

Excessive Account Balances:

1 – Account Balances over $10,000.00 must have a specific goal for which they are trying to raise funds.  Excess balances to be held more than a year may be added to our investment account, and their account balance will be credited with the interest.

Exceptions:

1 - All exceptions to these guidelines must be approved by the Superintendent or Chief Financial Officer.

