
Student Activity 
··Funds Guide

,' ' ' ' ' 

An Administrator's Guide to 
the Development of Effective 

Student Activity Fund 
Policies and Procedures 

t:;.�}:.i�:•:;,,;i"r"!ifil�i&:7i-tl..lf6.1¥.:�1'1.�.:;.i-�?;,;ft::;�"\,�'f�'i:f#',� 

A publication by the Pennsylvania Associ, 
School Business Officials in conjunction ✓.,.,,,.,_.._ ,, · .. · . 

Pennsylvania Association of School Admi•i:tlstrlit���J'(/, 
and the Pennsylvania Association of El�111�t�,:

1
,�tii? ,: 

and Secondary School Principa1s:; · ' ' · · <' ·.., -
; I 



PREFACE 

This version is the fourth edition of the Student Activity Funds Guide, a 
publication of the Pennsylvania Association of School Business Officials 
in conjunction with the Pennsylvania Association of School Adminis
trators and the Pennsylvania Association of Elementary and Secondary 
School Principals. The publication was originally authored by Richard 
B. Shupp, RSBA, Business Administrator, Upper Dublin School District
and Edward F. Brufke in 1984 and revised in 1985. Another significant
revision of this Guide occurred in 1994 under the direction of the PAS
BO Accounting Committee, chaired by Alan J. Lontz, PRSBA, Business
Administrator, Twin Valley School District. The third revision was pre
pared under the direction of the 2001-02 PASBO Accounting Commit
tee, chaired by Dr. David M. Piper, PRSBA, Assistant to Superintendent/
Business, Altoona Area School District (2001-02).

This edition of the Student Activity Funds Guide was revised by the 
2009-10 PASBO Accounting Committee, chaired by Michelle M. Krebs, 
PRSBA, Business Manager/Board Secretary, Altoona Area School Dis
trict. 

William L. McGill, PRSBA, PASBO Director of Technical Assistance, was 
responsible for the compilation of the content and editing. Suzanne K. 
Yorty, PASBO Publications Coordinator, was responsible for the layout 
and design of this Guide. 
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I. THE LAW

The legislative mandate for student activities is contained in Section 511 of the Public 

School Code of 1949 (24 P.S. §5-511), which is reprinted in Appendix C. The first sen

tence of Section 511(a) states: 

The board of school directors in every school district shall prescribe, adopt and 

enforce such reasonable rules and regulations as it may deem proper, regarding 

(1) the management, supervision, control or prohibition of .. activities related to

the school program, including raising and disbursing funds for any or all such

purposes and for scholarships and (2) the organization, management,

supervision, control, financing or prohibition of organizations, clubs, societies

and groups of the members of any class or school ...

The School Code clearly indicates that every school district should have a policy for 

Student Activity Funds, which provides: 

1. Reasonable rules and regulations regarding student activities

2. Procedures for organization, management, supervision, control and

financing of student activities

II. POLICY

The fundamental responsibility of the board is to adopt a policy relating to student 

activities. Suggested policies may be found from sources, such as the Pennsylvania 

School Boards Association, the National School Boards Association or publications 

produced by private publishing firms. The Association of School Business Officials 

International also publishes a guide of procedures and controls for student activity 

funds. 

The policy of the board may be limited to a statement of general principles and as

sign the responsibility for Student Activity Funds to the superintendent with a re

quirement that the superintendent establish reasonable rules, regulations and proce

dures. Conversely, the policy may be more detailed and discuss each of the elements 

mentioned in the School Code. 

Good, clear and concise policy is the basis for effective management. The policy 

should not be so constrained that the administrators, faculty, sponsors and students 

have no discretion. On the other hand, board policy should be sufficiently restrictive 
to protect the interests of taxpayers, parents, students, staff and the board. 

1 



111. MANAGEMENT

The management of Student Activity Funds must be done within the framework of 

state laws and regulations, board policy and administrative rules and regulations. It 

is fundamental that management of student activities should be organized to best 

serve the interest of pupils. 

A. General Principles

There are some general principles that should be followed by all administrators

charged with managing student activity funding. They are listed in the chart on

page 3.

B. Organization

The organizational hierarchy and positional responsibilities outlined below are

typical for Student Activity Funds. The size and needs of individual school

districts may cause the assignments to vary.

1. Board of school directors is responsible for establishment of policies in

conformance with state laws.

2. Superintendent, as chief school administrator, is responsible for

implementing policies and establishing administrative regulations for

Student Activity Funds.

3. P rincipal of each school is responsible for working with students and the

professional staff in implementing policies and regulations and

administering fiscal procedures.

4. Business administrator is responsible for prescribing appropriate

accounting procedures and for internal auditing of Student Activity Funds.

5. Fiscal officer, who may be designated by the principal within the building

or who may be a central business office employee, should be responsible

for maintaining appropriate fiscal records. Adequate bonding per

24 P.S. §5-511 specifically covering the custodian of funds is required.

6. Faculty advisors are responsible for working with students in specific

activities and for carrying out administrative regulations.

7. Students who choose to participate in various activities should be involved

in the fiscal management of those activities. This is a learning activity,

which may benefit interested pupils. Activity groups should have student

officers, including a treasurer, who should work with the facility advisor

in carrying out established financial procedures.

C. Financial Planning

? 

Faculty advisor of each activity, with the assistance of students involved in their
activity, should prepare annual budget for their activity. The principal should
review all activity budgets for reasonableness and agreement to school

guidelines. Budgets serve as the fiscal plan for the coming year's activities and

provide a basis for requests of financial support from the general fund. Actual

receipts and disbursements should be compared with the budget plan to

determine solvency of each activity.



1. WRITTEN POLICY AND PROCEDURES

Student Activity Funds should be administered in accordance with

board policy and specific written procedures developed by the district

administrators. The procedures should provide direction in the areas of:

a. Management

b. General operating procedures

c. Accounting procedures

2. NON-GENERAL FUND USE

Student Activity Funds should be used to finance a program of activities

not part of the regular curriculum. They should not be used to

circumvent management or purchasing decisions that were made for

the school district.

3. STUDENT USE

Student Activity Funds should be used for student activity purposes and

for those students currently in school, particularly when those students

have contributed to the accumulation of the funds.

4. SHARED DECISION-MAKING

Student Activity Funds should be collected and disbursed under the

general direction of the building principal; however, the principal should

involve in the decision-making process those student groups and faculty

members who are responsible for generating revenue for approved

projects. Participation by students should be supported by minutes,

student signatures on requisitions and check requests whenever

possible.

5. SOUND BUSINESS PRACTICE

Student Activity Funds should be managed in accordance with sound

business practice. The board should establish a policy requiring

accounting for all student activity money. No principal, faculty adviser

or other employee should maintain a checking account or other cash

fund for pupils. All accounts should be under the control of the district,

signatures on checking accounts could be central administration,

building level administration or a combination.
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D. Types of Student Activity Funds

4 

Student activities should be operated through a Student Activity Fund with
separate budget accounts for different activities.
1. STUDENT ACTIVITY FUND 

The Student Activity Fund can be operated through the district business
office or at the building level. It may have the following accounts:

k a. Specific Activities Accounts 
,....____ 

'I- b.

c. 

Most specific accounts are operated by student organizations and 
classes under the supervision of faculty advisors. Other accounts 
may include such specific activities as: 
1) Special accounts for school-wide fund raising efforts
2) School store account

3) ActivityProgram Charges - Example:Your district charges an
activity fee to those students who participate in an activity.
The proceeds of this can be deposited in this account to offset
activity expenses.

Student Body Activities Account (frequently referred to as Principal's 
Account) 
Some student activity revenue is not generated through a specific 
activity and may be placed in a Student Body Activity Account. This 
account may include revenue from the following sources: 
1) Interest money not prorated to specific accounts
2) Commissions for administering sales
3) Donations from students or parent groups
4) Funds from inactive accounts
5) Sales from vending machines

This account has come under very close scrutiny by the Auditor 
General in past years and should be managed, like all other school 
accounts, very carefully. As a further precaution naming an account the 
"Principal's Account" should be avoided. Study Body Activity Account is 
a preferred classification. The operational procedures listed on pages 
5 and 6 are strongly recommended. 
Petty Cash Fund 
The Student Activity Fund may have a petty cash fund, if needed. This 
petty cash fund should be used only for support of student activities and 
should be operated according to proper fiscal procedures (see 
Section IV, Q, Page 18). 

It is not recommended that student activities have a petty cash fund. 
Petty cash funds should only be used in rare situations and never as a 
means of circumventing the normal procedures. Excessive use of petty 
cash funds opens the district up to potential scrutiny of processes. 



• The size of the account should be limited to a reasonable amount and large

accumulations of money over more than a year should be avoided.

Revenue sources for this account should be monitored carefully to keep the 
size down. Some suggestions for this include: 
• Interest money can be prorated back to the specific student activity

accounts. Proration is strongly recommended where local conditions
make it possible.

• Commission revenue might be avoided by having vendors reduce prices
and collect money directly from students rather than pay a fee to the
school.

• Guidelines can be established for determining an appropriate
end-of the-year balance.

If this account presently has a large amount in it, steps should be taken in 
conjunction with the board, the central office, faculty advisers and student 
leaders to reduce the fund to a reasonable amount. 

• The decisions on disbursement should be shared with the student groups

involved or representative student groups such as the Student Council at the

secondary level and with faculty advisers and/or student groups at the

elementary level.

·1/. Fines and fees should not be included in the student body activities accoun.t.
These are general fund revenues and this is expanded on later in the manual. 

Decisions on disbursement of money from this account should NOT be made 
unilaterally by the principal. Evidence of this shared decision-making should 
be available (Student Council minutes, memos, vouchers, etc.). 

It may also be wise to consider the name, Student Body Activities Account 
(rather than Principal's Account), to avoid the appearance of unilateral 
decision-making. 

Continued on next page 
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Continued from previous page 

• The money should be spent for the general welfare of the student body

and for purposes not currently fundable through the district's General

Fund. All students do not have to benefit directly; however, the majority

should have the opportunity to benefit.

Deciding what constitutes the general welfare is not easy, nor is the 
application of the general principle of not spending Activities Funds for 
General Fund Purposes easy to administer, particularly with recent 
budget cutting by boards in General Fund accounts. Guidelines for 
acceptable "general welfare" purchases should be written out and 
evidence provided that the decision-makers have considered the 
guidelines when deciding on disbursements. 

• The procedures for collecting revenue and disbursing funds from this

account need to be put in writing and published in appropriate school

publications.

This is an extremely important operating procedure and everyone should 
understand the purpose, appropriate use and correct accounting 
procedure for these funds. A more desirable alternative would be for the 
district to provide a combined petty cash fund through the district 
general fund for expenditures related to student activities as well as the 
regular school program. The petty cash fund should be reimbursed 
from the appropriate fund(s) and the expenditures charged to the proper 
account(s). In no case should the Student Activity Fund be used as a 
source of general petty cash. 



E. Other Related Funds

1. ATHLETIC FUND 

The athletic program funding should operate through the district's General
Fund unless the athletic program has restricted revenues sufficient to
support the full expenditures of the athletic fund. Transfers from the
General Fund to support the athletic program are not restricted revenues.
If fully self-sustained, the athletic activites may be accounted as a Special
Revenue fund. The Manual of Accounting (see Section V) recommends that
a separate special revenue fund for athletic activities be established. By
establishing a separate special revenue fund for athletics that are operated
solely with restricted revenues, the board and administration can more
readily determine the extent to which the athletic program is self
supporting.

If an Athletic Fund is created, then gate receipts from athletic contests or
events in support of the Athletic Fund are deposited into the Athletic Fund.
Minor non-revenue receipts, such as advances from the General Fund, are
recorded as interfund advances (balance sheet account) of the Athletic
Fund. Regardless of the fund used for accounting, the athletic program
expenses typically include costs such as: salaries, benefits, equipment,
uniforms, transportation, other travel costs, supplies, repairs, maintenance
and other miscellaneous items. All disbursements for Athletic program
expenses should be made by check. No disbursements should be made in
cash directly from gate receipts.

2. DISTRICT GENERAL FUND 

Some student activity money may be accounted for through the district's
General Fund. Fines and fees should go to the General Fund and not go

�--------=--,--------,-----�· 
through the Student Activity Fund. Student accounts that are primarily
controlTed by the district (as opposed to the students) should be accounted
for within the General Fund, rather than the Student Activity Fund. For
example, students at the elementary grade level may not be sufficiently
responsible to approve the collection or disbursement of funds. In this
instance, these accounts are more appropriately reflected within the
General Fund.

3. NON-SCHOOL FUNDS 

In the past, some districts utilized the Student Activity Fund to account for
an assortment of special purpose funds such as faculty accounts, booster
club accounts, PTA or PTO accounts and the like. These funds are NOT
school accounts. Monies that individuals, parent groups or faculty groups
collect and disburse should not be included in the Student Activity Fund.
However, because some of these groups support children, it is important
that the board of school directors establish a policy stating how these
organizations will interface with the schools and their student activities.
Outside groups should operate independently of the school district and its
Student Activity Fund. These groups should be independently incorporated
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as 501 (c) (3) organizations and maintain their own bank accounts and tax
exempt status. Alternatively, these groups may operate within an umbrella 
organization, such as a School Foundation. 

F. Centralized and Decentralized Operations

8 

The Student Activity Fund may be operated out of a central location such as the
Business Office or at the individual school. While many variations are possible,
the following illustrations provide a general description of two options.

1. CENTRALIZED OPERATION 

Centralized accounting for student activities means that the bookkeeping
functions are performed for a number of schools at one central location
such as the business office. The techniques for accomplishing this vary from
computer procedures to manual procedures.
a. Computer Procedures

All decisions are made at the building level. All accounting transactions
are entered on a computer terminal or on computer input forms. This
information is transmitted to the central computer, which performs
accounting functions and generates reports monthly.

b. l')llanual Procedures

All decisions are made at the building level. Accounting transactions are
recorded on standard forms prescribed by the district. Suggested
forms include:
1) Rg£_eipts Summary - A simple form that includes space for the

school name or code, date, state account number, optional account
numbers designating each activity, brief explanation of the
transaction and amount received for each account breakdown. The
cash receipts are sent directly to the depository with duplicate
deposit slips. After the central office receives and checks the
receipts summary and compares it with the duplicate deposit slip
received from the depository, the central office posts to necessary
accounting books of entry (described later).

2) Dj_sbursemeots Summary - A simple form that includes space for
the school name or code, date, state account numbers, optional
account numbers designating each activity, name of payee and
amount of check to be written for each account breakdown.
District policy will determine whether supporting documents will
be retained in individual schools or sent to the central office along
with the disbursements summary. The central office makes
necessary entries to accounting documents, prepares and issues
checks and prepares monthly reports.



2. DECENTRALIZED OPERATION 

Decentralized accounting for student activities means that the bookkeeping

functions are performed at the building level. This requires someone with

an understanding of bookkeeping at each school because double entry

accounting is recommended. Each school can use a computer, mechanical

or manual systems. The main goal of the bookkeeping function should be

accurate records by activity account. For instance, at all times it should be

easy to determine how much of the total balance is for student council vs.

the drama club.

The following should be kept: 

a. Cash Receipts Journal

Receipts are recorded in detail by account numbers. Recorded receipts

should be compared with deposits and adjusted when needed.

Receipts (credits) are then distributed to detail accounts by activity.

b. Cash Disbursements Journal

All disbursements of cash or checks should be entered in this journal.

Disbursements or charges are distributed to detail accounts by activity.

c. General Journal

Non-cash entries and adjustments are recorded in the general journal.

All entries must be made to both debit and credit accounts in double

entry bookkeeping. An example of the use of the general journal

includes the recording of interest and distributing that to all activities.

This could also be done through the use of the cash receipts journal if

you did not want to keep a separate journal.

d. General Ledger

The general ledger is comprised of individual accounts on which debits

and credits from the cash receipts journal, cash disbursements journal

and general journal are recorded. This is a listing of all of your accounts

such as cash, expenses, receipts, and interest earnings. The debits and

credits need to balance at all times.

e. Cash Receipts and Disbursements Journal

Schools who have a smaller number of transactions can utilize a single

cash receipts and disbursements journal, which combines the functions

of the cash receipts journal, cash disbursements journal, general journal

and general ledger. Sub-totals by activity provide monthly totals for

reporting purposes.

Use of a decentralized operation for student activities will require more 

internal audit then the use of a centralized operation. See the following 

section on internal audits for additional information. 
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G. Responsibilities for Auditing

10 

Auditing is the process of examining internal controls, documents and
procedures to determine their accuracy and adequacy. Audits are of two types:

1. INTERNAL AUDITS 

Internal audits are performed by district personnel and are an in-depth
examination of the system of internal controls and financial procedures. The
system of internal controls should be adequate to safeguard the assets of
the Student Activity Fund. Financial transactions should be examined to
determine that they are in accordance with board policy, established
procedures, laws and regulations. Internal audits are important to assure
that the controls in place are being followed and to provide assurance that
the risk of fraud is significantly reduced.

This is especially important at the building level where personnel may not 
be knowledgeable about accounting procedures. The school district 
business office personnel should make periodic checks of building level 
accounting practices to determine that they are in accordance with school 
district policies and procedures. 

It is recommended that a 'mock audit' be done at least once a year. Sample 
procedures could be as follows: 
• Interview building staff on the procedures that are being followed and

document this understanding.
• Ask leading questions:

Does each activity account have by-laws and officers? 
Are all activities/clubs board approved? 
Are fundraisers onl a roved for defined purposes? 
· · at are the procedures for cutting a check? Are there
appropriate timelines and approvals in place?

• Pick several transactions of various types (receipts and disbursements)
and determine if the procedures are being followed.

• Sit down with building administration and communicate any areas
of concern.

These procedures will accomplish several things: 
• Communicate the importance of proper controls and that these

transactions must follow prescribed procedures ..
• Provide assurance that controls are being followed.



2. EXTERNAL AUDITS 

Audits performed by individuals who are outside the operation of the school

district are called external audits. External audits are an examination of the

financial statements and the expression of an opinion as to whether the financial

statements present fairly the financial position of the Activity Fund in accordance

with generally accepted accounting principles. Section 2401 of the School Code

indicates who must and may audit school accounts. School districts should

employ independent auditors, preferably certified public accountants, to

perform audits of school district financial records, including those of Student

Activity Funds.

Periodically, the Bureau of School Audits, Department of the Auditor General, 

conducts audits of school district funds including student activity accounts for 

each school year. These audits are performed to determine compliance with 

state laws and regulations and with the district's own policies. The Auditor 

General may cite districts for improper procedures and inform the board of 

school directors and the Pennsylvania Department of Education of appropriate 

corrective action. 

Unsure where to begin in this process? One starting point could be to ask the 

district's financial statement auditors to perform additional procedures or 

agreed-upon-procedures on the student activity accounts. These agreed-upon

procedures will help to determine what is going right and what areas need to be 

improved. The recommendations will be coming from an independent third

party, which can sometimes make transitions easier. 

11 



IV. GENERAL OPERATING PROCEDURES

Although Student Activity Funds create educational opportunities and provide stu

dents with additional monies, they often create accounting and control nightmares 

for school business officials. Fiscal procedures used to accomplish Student Activity 

Fund accounting objectives may vary widely depending upon the size of the school 

district and upon the needs of the programs. 

The accounting system will account for the raising and expending of activity funds 

by various student activities. These funds should include only student funds, be 

custodial in nature and be used for one purpose; to promote the general welfare, 

education, and morale of all the students and to finance the normal, legitimate co

curricular activities of the various individual student groups. 

A. Use of Activities Funds

12 

Student Activity Funds are generally earned by the students and used for student

activities. The monies should be designated for student purposes and restricted

to use for those students currently in school. Student Activity Funds should not

be used for the following:

1. Small cash and check needs of other funds and organizations, such as an

athletic fund or parent organization (PTO, PTA or Booster groups). Funds not

derived from the students must be recorded elsewhere and not commingled

with the student activity funds.

2. School district charges, such as library book fines and charges for student

examinations. These charges should be deposited directly into the

General Fund.

3. Donations from students or parent groups, such as scholarships and

commissions for administering sales, such as school pictures.

4. Expenditures for refreshments served at school district sponsored parent

events, receptions for community members and/or staff or other

expenditures not made to benefit the students.

Generally, Student Activity Funds should be used to finance a program of 

activities not part of the regular curriculum. They should not be used to 

circumvent management or purchasing decisions made for the school district 

by the board or administration. 



B. Initiating Accounts/Terminating Accounts

As new programs, clubs or organizations are formed, principals may request the
business office to establish new accounts. New accounts should not be
established solely for individual charitable drives. Requests from principals
should be in writing and occur only after a need for new financial accounts is
determined. In accordance with 24 P.S. §5-511(b) all student activity clubs or
organizations must be approved by the board of school directors. The board of
school directors should also approve the faculty club advisors and student
officers on an annual basis.

P rincipals may request the business office to terminate at any time an inactive
account. The appropriate faculty adviser may request the principal to terminate
an account. This written request should also state the planned disposition of any
remaining money or materials in the account. All requests from principals to
the business office must be in writing as well. It is recommended that the board
of school directors approve the termination and related disposition of inactive
student activity accounts.

C. Cash Payments

All payments for Student Activity Fund purchases should be made by check. No
expense should be paid in cash directly from ticket sales, gate receipts, dues
collections or other sales or cash receipts. The only cash payments permitted
should be those from an imprest petty cash fund, if the school district chooses to
maintain a petty cash fund within the Student Activity Fund. The appropriate use
of an imprest petty cash fund will be described in Section IV, Q and page 18.

D. Signatures on Checks

The board should designate and authorize two or more persons to sign checks
for Student Activity Fund payments. The principal should be one of the persons.
Two signatures should be required on all checks. If a signature machine is used
to sign checks, the number of signatures on the check is moot, but care should
be taken to safeguard and control the signature plate. The persons signing
checks should require invoices or other evidence of obligation, properly
approved by the faculty�nd student treasurer of the activity or club,
before signing the check. These documents should be reviewed prior to making
payment and should be initialed to avoid making duplicate payments. No checks
should be signed until they are filled out completely, including the date, name of
payee and amount.
, . ..._:___-----;. 
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E. Interest Income

Student Activity Fund balances should be deposited in interest-bearing accounts
or otherwise invested in interest-earning investments permitted by the School
Code. School districts, with board approval, may invest in money market funds
or interest bearing checking accounts, which also permit the district issuance of
checks so that earnings accrue while the checks are clearing. These, along with
NOW accounts, savings accounts, certificates of deposit and other approved
investments, will earn interest for invested Student Activity Fund cash balances.

Because 24 P.S. §5-511(d) provides that student activity funds " ... remain the 
property of the respective school, class, organization, club, society or group," 
procedures are needed to deal with prorating of interest earnings to the 
depositor organizations or to authorize other disposition of the interest earned. 

, P rorating of interest is clearly the preferred procec:!!:!r.e, but the board may adopt 
a poli<:Y_,allowing the various organizations to waive prorating and assign their 
right to interest earnings to the Student Body Activities Accour;it or other proper 
student activity. This latter procedure would be most commonly used where the 
interest earnings of the individual organizations are inadequate to justify the 
administrative expense and effort involved in prorating the interest earnings. 

The organization's waiver and assignment of interest should be documented to 
protect school administrators and fund custodians from subsequent claims. 

F. Revenue Controls

14 

Student body organizations raise money in a variety of ways to help fund their
activities. Some common types of Student Activity Fund receipts are generated
from participation events such as field trips, admission activities such as dances
and concerts and from fund raising events, which generate profit for the
students by selling purchased items or services.

Regardless of the size of the school or the volume of transactions, adequate 
internal controls and procedures over receipts are critical. A $300 loss at a small 
elementary school may be just as significant as a $6,000 loss at a large high 
school. Losses may also create negative perceptions about the school and cause 
public relations disasters. 

The greatest protection of funds comes from effective internal controls. The 
following guidelines should be used to protect cash: 
1. Receipts should be written for the faculty adviser or student treasurer when

money is received in the school office so its arrival is established for
accounting and insurance purposes. This should be done without delay and
without concern for reconciling the cash account later. A duplicate receipt
book, machine or cash register should be used so the office retains copies of
the receipts.



2. Cash receipts should be deposited daily in a bank. Districts often provide for
daily deposits at the same time food service funds are deposited.

3. Safes may be used for protecting money during the day. Amounts kept in
safes overnight should be minimal. Large amounts in safes overnight can
encourage attempted robberies, which may do damage that is more costly
to repair than the money being safeguarded.

4. Large receipts from night or weekend activities, such as those from plays,
should be deposited in an overnight depository rather than placed in the
school safe.

G. Admission Charges and Tickets

The use of pre-numbered tickets for admissions to certain activities is
recommended. Pre-numbered tickets help control the revenue, but it requires
some planning and approval. These are discussed in Section V, B-2, Page XX. Keep
in mind that the use of multiple admission charges often leads to sales at the
incorrect price or errors in making change. In other words, keeping it simple will
reduce the chances for error and simplify the reconciliation process.

The use of pre-numbered tickets without a system for control is useless. The 
numbers must be used to control tickets distributed without charge, sold at 
reduced prices and sold at full price.· A person independent of the ticket sellers 
must control ticket numbers and restrict access to the ticket stock. The principles 
applicable to pre-numbered tickets are applicable to all pre-numbered 
documents. Independent control of numbers is required. Appropriate 
supervision or separation of duties, as described above, adds to the reliability 
of the process. 

H. Fundraising

The implications of fundraising projects are broad and require board policy.
Fundraising projects range from in-school sales of store items, food, dances
and entertainment to out-of-school sales of advertisements, gift items, candy,
fruit, raffles, magazines, programs, car washes, concession sales and
innumerable others. The district and schools must decide the extent to which
the community will be inundated with sales, what sales are appropriate for
which clubs or organizations, if projects must be established in advance of
approvals for fund raisers, what limits, if any, should be set for accumulation of
funds, what purposes are appropriate for use of funds and what happens if a trip
or other fund raising objective is canceled.

Caution is required that in-school sales of food do not conflict with the hours of 
cafeteria sales, to avoid violation of National School Lunch Program 
requirements and the district wellness policy. Whether the fund raisers are 
school-wide or club/class oriented, they generate a significant amount of 
paperwork and a large amount of currency in small denominations. As such, it 
is important for the faculty advisor of each fund raising activity to be accountable 
for that fund raiser. Likewise, controls and procedures should be developed 
around the two most important features of fund raisers: inventory and cash. 
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I. Commissions

While the pur�hase of items for which commissions are�QuJc;L.b.e. 
discour�, it is common practice that commissions are paid on sales of items 
sucliaspictures. Items sold on commission often allow the students to raise 
funds without the risk of inventory loss. For example, students may take orders 
for items, such as magazines, and a commission is paid to the student group 
based upon the total sales generated. Commissions may be returned to a 
specific student activity account or to the Student Body Activity Account. The 
following key points should be considered when dealing with commission type 
fund raisers: 
1. An approved contract should include the commission calculation, the

.,_ coll�ction of funds, distribution of items and terms of payment.
2. A system to verify commissions should be established. For example, recaps

of sales of magazine subscriptions or verifiable meter readings on vending
machines.

3. Responsibility for defective products or lost funds.
4. Prizes and awards provided by the vendor should comply with school policies.

J. Loans and Purchases

Student Activity Funds cannot be used to make loans for any purpose to persons 
other than pupils. The use of student activity funds for loans to pupils is 
discouraged as it adds a layer of complexity to the accounting process. J!js_
unlawful to use the Student Activity Fund to make privileged or tax-free 
p"urcfiasesfor any school employee or other person. 

K. Purchase Orders
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Purchases should be initiated by a purchase order. The purchase order is a pre
printed and pre-numbered form with space for delivery address, date, quantity, 
description of items or service being acquired, unit cost, total cost and signature 
of a purchasing agent. Frequently, the purchase order will have pre-printed 
statements asking the vendor to submit duplicate invoices, omit sales taxes or 
satisfy other requirements. RLI_!"_E�ase orders should be used for.il_lJJ:i..i,Js_cbeses 
other than those made with petty cash. The consistent and appropriate use of 
purchase orders insures that the Student Activity Fund will not be obligated for 
sundry verbal orders placed by pupils and staff. 

The School Code provides for the appointment of a purchasing agent and 
alternates by the board of school directors. The purchasing agent may sign 
purchase orders for student activities. A separate purchase order form and 
purchasing agent or agents may be designated for student activities. In any 
event, the use of purchase order forms and a designated purchasing agent is 
strongly recommended. The student treasurer, faculty advisor and school 
principal should approve all purchase orders. 



L. Procurement Cards
The use of procurement cards is a relatively new way of purchasing in school
districts. Procurement cards may be used for Student Activity Funds if deemed
feasible and approved by the school board. Procurement cards are credit cards
that have encoded security features and allow for ease of purchase, particularly
for small purchases. The following features should be considered when
implementing procurement cards:
1. Transactions can be restricted by user, by vendor or type of vendor, or for

dollar amount per transaction, dollar amount in total or dollar amount
by day.

2. A system must be developed for matching receipts to the bank statements
prior to payment of the charges.

3. Purchases should be authorized in advance
4. Cards should be safeguarded and checked in and out by users.

Y.. M. Employee Compensatio,n
All school district employees who erovide services for Student Activity Funds, 
such as faculty advising and ticket selling/takii,i,shouldbepaid through p;yroll 
·with regular deductions. In Pennsylvania, such earnings are subject to income
tax withholding, social security, retirement contributions, Worker's
Compensation Act assessments on employees and any other federal, state
and local deductions that may be required.

N.� 
24 P.S. §5-Sll(e) of the Public School Code requires that purchases of materials
or supplies by any organization, club, class or group in excess of $1,000 shall be 
made upon solicitation of three or more quotations or biqs. All such purchases 
must be made from the lowest responsible bidder on the basis of price, quality 
and service. 

Any purchases of materials and supplies not for the purchase of fund raising that 
' 'r 

go through the Student Activity Fund are subject to the bidding requirement. 
Services such as those of prom hotels, music groups and fund raising companies 
are not. 

If purchases of such materials as rings, yearbooks and pictures are made directly 
by the students and no transactions are recorded in the Student Activity Fund, 
then bidding is not required. �����-La.rg__p�rd��ed 
through the Student Activity Fund, �n

� is re�. Long-term contracts may
�e and service should certainly e c�sidered when reviewing the bids. 

0. Contracts
Student groups may obligate themselves by contracts for materials, equipment
or services with the approval of the principal, provided that legal requirements
for bidding and district policies are followed. Contracts presented by vendors,
such as musical groups and yearbook publishers, should be reviewed by the
district's purchasing agent and/or legal counsel, as well as by the principal.

17 
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_ _iP. 1099 Vendors
When preparing 1099's for the district, do not forget about the Student Activity 
Funds. 1099s should be prepared for these vendors using the same guidelines as 
any other district purchases. 

Q. Petty Cash
A small petty cash fund for purchases of small dollar value may be established
within the Student Activity Fund, but is not recommended. Limits of dollar
amounts and types of purchases should be set for petty cash funds. Imprest
petty cash funds, which stipulate a fixed dollar amount, should be used. Petty
cash vouchers must be completed for every disbursement from the fund. A
person must be appointed administrator of the petty cash fund and the
administrator of the petty cash fund must approve every petty cash
disbursement. The signature of the administrator on each petty cash voucher
signifies the approval. The person who receives each disbursement also must
sign each voucher to signify that he or she has received the amount of petty cash
indicated.

Periodically, when the petty cash fund is depleted, reimbursement equal to the
sum of used petty cash vouchers is requested. If a centralized system is used, the
vouchers and supporting documents are sent with a request to replenish the
petty cash fund. The amount requested is returned by check to the
administrator who then cashes the check and returns the cash to the petty cash
fund. Accounts, indicated on the vouchers, are then charged for the petty cash
disbursements.

In summary, imprest petty cash funds are for fixed amounts. The sum of used
petty cash vouchers and cash always should equal the total of the petty cash
fund. No petty cash vouchers should be signed in advance. No cash receipts
should be placed directly in a petty cash fund. The fund should always be
reimbursed by check in an amount equal to used vouchers.

R. Unused Funds
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Proc� are needed to deal with balances in inactive accounts or accounts of
graduated classes. When the interest or membership in a student club or
organization declines to the point where organizational activities cease or a
senior or similar class nears graduatio�alan�din-an account
of the Student Activity Fund by the organization or class from revenues of fund
raising activities, a�ade about the disposition of those funds.
The graduating class or disbanding organization must use or commit to a proper
school-related purpose the unexpended balance of its account prior to
graduation or dissolution or as soon as reasonably possible thereafter, but in no
case longer than one year. [See Shade-Central City School District v. Class of 1974
(No. 1), 1 PA D&C 3d 376 (1976) and Twin Valley School District v. Student Activity
Fund of the Twin Valley Class of 1981, et al., Court of Common Pleas of Berks
County No. 720-89, Civil Suit No.207, April 14, 1989 (unreported).]



Since the ownership of money leftover in Student Activity Funds following the 
graduation of each senior high school class is vested in the school district, the 
funds must be used to further a school-related purpose pursuant 24 P.S. §5-511. 
Maintaining or distributing funds for future class reunions is not a legitimate use 
of the funds. 

The board of school directors should also enact a policy whereby monies left 
unused or uncommitted for one year or more after graduation of the class or club 
members shall be deemed to have been committed and transferred to the 
Student Body Activity Account or to the General Fund of the school district for 
any proper school-related purposes. 

S. Scholarship Funds

24 P.S. §5-511 permits raising and disbursing funds for schola�b1Rs under
s� Scholarship and m�rialfun�Ts-�"i=e-properiyaccounted
for as trust funds, particularly when large principal amounts are held from year
to year. The PA Manual of Accounting published by the State LECS Comptroller's
office describes the use of and accountings for trust funds.

T. Property Disposition

If Student Activity Funds have any surplus and unneeded material or property, it
should be disposed of in accordance with the policy of the district. Proceeds
from the sale of a Student Activity Fund's property should be returned to the
Student Activity Fund.

U. Sales Tax

Purchase of property or services for use by school organizations in connection
"---..:---"�with its a�s�under the school's tax exemption number.
W,b__��lic�ch� taxable property such as stadium seats, books,
calendars, greeting cards, candles, etc. for resale to raise funds, the public school
must pay the applicable sales tax at the time of t�se or collect the sales
tax from the customer when the item is resold. If sales tax is paid to the
vendor when purchasing the taxable item, the school can reimburse itself by
adding the amount of tax paid to the charge to customers when the item is re

)lo-- sold. Paying the vendor and building the sales tax into the purchase price is 
the most advantageous alternative. If your school chooses not to pay the tax to 
the vendor or, as 1n t e case of out-of-state purchases, may not be able to pay the 
tax to the vendor, then a sales tax license number must be obtained from the 
Pennsylvania Department of Revenue. The appropriate sales tax must then be 
collected from the customers and remitted to the Department of Revenue. 
When purchasing from an out-of-state vendor who does not collect 
Pennsylvania tax, the appropriate rate of use tax must be accrued and 
remitted by the school. If the school organization operates a school store, sells 
pictures, class rings and/or yearbooks or sells property or services to the public, 
t� sale would require th�llection and r��.Qf� to the 
Department of Revenue. 

1n 
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U. Sales Tax (Continued)
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Food, candy and beverages, clothing, gym suits and text books sold on school

property be it an internal or external sale is NOT subject to sales tax under the

current Pennsylvania Revenue Code.

The school tax exemption number may be used in connection with the purchase

of food and beverages at a restaurant as long as billing is made directly to the

school and payment is made from school funds. The law excludes from tax the

sale of food or beverages on school property by a school organization. The

school tax exemption number may not be used in connection with the purchase

of occupancy of a room or rooms from a hotel/motel.

Sales of tools, materials or services to a student for use in completing a required

project pursuant to a course of instruction are exempt from sales tax. Tools,

materials or services resold as a class project or in connection with services

provided on a fee basis are taxable transactions.

Sales by school-related organizations are totally independent from that of the

school. PTO's, PTA's, band boosters and similar organizations cannot use the

school's tax exemption number in connection with purchases they make. The

school has no responsibility for remitting sales tax that may be collected or due

and owing from this type of transaction.

If a public school or related school organization has any questions regarding its

responsibilities under the law or to obtain the Retailer's Information Handbook

(Rev-717), inquiries may be directed to:

Sales Tax General Inquiries 

PA Dept of Revenue 

Tax Forms Service Unit 

711 Gibson Boulevard 

Harrisburg, PA 17104-3200 

717) 787-1064

To download a copy of the Retailers' Information Handbook in pdf format, go to: 

http://www.revenue.state.pa.us/revenue/lib/revenue/rev-717.pdf 



V. ACCOUNTING PROCEDURES

The accounting system for student activities should comply with state laws and
regulations and with Generally Accepted Accounting Principles. Labor, Education
and Community Services Comptroller's Office has published a Manual of
Accounting and Financial Reporting for PA Public Schools, effective May 2001, for
all school districts in the Commonwealth. School administrators should review
this document.

A. Accounting Principles

The American Institute of Certified Public Accountants (AICPA), along with the
Governmental Accounting Standards Board (GASB) and Financial Accounting
Standards Board (FASB), has published a set of accounting principles, which deal
specifically with governmental entities. While the details of these accounting
principles are not all discussed here, some accounting issues are as follows:
1. FUND ACCOUNTING 

Certain financial resources must be segregated for accounting purposes in
separate entities called funds. Student Activity Funds in Pennsylvania are
Agency Funds and are separated from other funds because of legal
requirements. The Manual of Accounting provides a functional account,
3200-Student Activities, in the general fund for school-sponsored
activities that are fully paid by the General Fund. Additional account
breakdowns, such as 3210-School-sponsored Student Activities and
3250-School-sponsored Athletics, are permitted. An account, 5480 -
Activity lnterFund Transfers, is provided for contributions from the General
Fund to the Activity Fund. The Manual of Accounting also provides for
Proprietary and Fiduciary funds completely separate from the General Fund.

2. ACCOUNTING BASIS 

Traditionally, Student Activity Funds have used the cash method of
accounting. The accounting manual prescribes use of the modified accrual
method of accounting. A brief explanation follows:
a. Cash method - With this accounting basis, cash is recorded when

received and when disbursed.
b. Accrual method - With this accounting basis, revenue is recorded when

earned rather than received and expenditures are recorded in the
accounting period they are incurred rather than paid. The purpose of
the accrual basis of accounting is to recognize resources in and to
allocate obligations to the appropriate fiscal period.

c. Modified accrual - This accounting basis is a compromise between the
cash basis and the accrual basis. The Manual of Accounting defines the
modified accrual basis of accounting as the basis under which revenues
are recognized when they are measurable (amount of revenue can be

determined) and available (revenue will be realized within 60 days after 
the end of the fiscal year) and expenditures are recognized when the
liability is incurred. Expenditures are normally not accrued unless they
are material (significantly large enough to distort thefund type). I 
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c. Modified accrual (continued)

In most cases, Student Activity Fund accounting will be done much the
same way with the modified accrual method as with the cash method.
The primary cause for concern is the end-of-year accounting when it is

important to record revenue and disbursements in the appropriate
fiscal year.

3. DOUBLE ENTRY ACCOUNTING 

Districts may use single entry bookkeeping (one accounting entry for each

transaction) for Student Activity Funds accounting for many years. This

system is similar to keeping a personal checkbook: receipts and
disbursements are recorded and a balance is noted.

Double entry bookkeeping (two accounting entries for each transaction) is 

a more useful technique for recording accounting transactions. It not only 

provides for recording receipts and disbursements, but it provides a 
systematic method for recording assets and liabilities and for reconciling and 
balancing accounts. Double entry accounting is far more functional than 

single entry and this method is highly recommended. All introductory 
accounting books explain the double entry method. 

B. Receipts

22 

Money collected from any source is a receipt. Receipts should be recorded in the

appropriate fund. Two important issues in dealing with receipts are classification
and control.

1. CLASSIFICATION 

� 

2. 

While the Manual of Accounting provides much more information on the
classification of receipts, the primary issue is to record the receipts in the
appropriate fund. A few examples follow. If there is an Athletic Fund, gate
receipts from athletic contests should be deposited in that fund. 1.J,9.@!Y,
fines and tuition income should be recorded in the General Fund. Charges
for lost textbooks belong to the General Fund. Charges for lost athletic

equipment belong to the Athletic Fund if the equipment was acquired by
that fund or belong to the General Fund if the General Fund acquired the

equipment.

CONTROL 

Controlling Student Activity Funds' receipts is the most important step in 
the Student Activity Fund accounting process. All money collected from any 
source should be substantiated by pre-numbered receipts, pre-numbered 
tickets or other records that can be used to verify amounts collected. The 
use of pre-numbered receipts, tickets and other documents does not 
provide control in and of itself. A system or procedure must be established, 

which controls ticket numbers and other numbered documents before and 

after sales are made and money is collected. There is no single method that 
should be used for all tickets sales and all other receipts. 



The following is an illustration of how one school district controls ticket sales 

for an event. The school advisor reports the numbers of all ticket rolls to be 

used to the business office prior to the game. The advisor distributes pre

numbered tickets to the ticket sellers. Each ticket salesperson places the 

total money, including change, on hand at the end of the game with a 

duplicate deposit slip in a locked bank bag at the end of the game. These 

locked bags are placed in a bank's night depository. The unused tickets are 

returned to the advisor who submits the final ticket number and ticket count 

to the business office. The bank sends the duplicate deposit slip back to the 

business office where the deposits, less change, are reconciled with the 

ticket count. This process includes effective use of pre-numbered tickets 

and separation of functions. No one controls both the ticket count and the 

cash simultaneously. 

While it is possible to envision some extreme situation where the ticket 

seller acts in collusion with a ticket taker and collects money for unissued 

tickets, the previous procedure provides reasonable control and the 

likelihood of theft is greatly reduced. Persons, with no intent to steal, may 

"forget" money in their pockets. Good control encourages everyone to be 

honest. More importantly, good control gives the public a feeling of 

confidence in the operation. 

Money used for change should not be borrowed from a petty cash fund. 

Financial records should reflect the withdrawal of money to be used for 

change and its return. 

C. Deposits

Bank deposit slips should be prepared in duplicate. The duplicate copy should

be returned from the bank to the school or district office to support the

accounting records. Discrepancies between the amount of receipts recorded in

the books and the amount of the bank deposit should be called to the attention

of the appropriate school district officials immediately.

D. Disbursements

All disbursements, except those made by payroll checks or through petty cash

funds, should be made by checks. A discussion about signatures on checks can

be found in Section IV, D, Page 13 of this document. Disbursements should be

supported by invoices, which are verified. Each invoice should be compared with

the purchase order, initialed by the person receiving the merchandise (verifying

that the merchandise delivered was that which was ordered), verified for prices,
extensions and totals and checked to determine that extra charges such as freight

and sales tax were not included if inappropriate. Orders for supplies, equipment

and services in the Student Activity Fund should be made by purchase orders. A

discussion of this topic was found in Section IV, K, Page 16.
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E. Disbursement Accounts

The Manual of Accounting prescribes expenditure accounting codes. Financial

summaries using information from these account codes are necessary for State

reporting purposes. In addition, the school district may wish to assign an

optional accounting code for local management purposes. Many school districts

budget amounts for activities fund purchases by the type of student activity. For

example, the school district may wish to budget for drama, newspaper and other

activities separately . To accomplish this, the district assigns account codes for

each activity so receipts and disbursements can be summarized by the individual

activity as well as by the accounts specified in the Manual of Accounting.

F. Financial Statements
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One of the key objectives of Student Activity Fund accounting is to generate

financial statements, which will provide useful management information and

satisfy state reporting requirements. 24 P.S. §5-511 requires reports at least

quarterly for the board of the school directors. These reports should be in a

format, which satisfies the board's needs, but the reports should also conform

to Generally Accepted Accounting P rinciples. Among the reports, which should

be prepared, are these:

1. STATEMENT OF RECEIPTS AND DISBURSEMENTS 

A financial statement of receipts and disbursements should be prepared 

utilizing the accounts in the Manual of Accounting or using the local optional 

accounting codes for each activity or club. This statement should compare 

budgeted receipts and disbursements with actual receipts and disbursements to 

date in the fiscal year. This statement should be prepared monthly where there 

are more than a dozen accounting transactions. Quarterly reporting may be 

used where the school's activities accounts are inactive. 

2. BALANCE SHEET

A balance sheet that lists assets, liabilities and fund equity for the accounts

in each school should be prepared monthly. The balance sheet gives the

financial status of an entity on a specific date. Again, where activity funds

are very inactive, the balance sheet could be prepared quarterly instead of

monthly.

3. ANNUAL REPORTS 

Year-end reports should reflect the financial condition of the activity fund

following reconciliation of bank and investment accounts and year-end

adjustments. Annual reports include statements of receipts and

disbursements and the balance sheet. These documents are used to

prepare state reports.



G. Limits on Balances

Policy or regulations may prescribe maximum fund, activity or club balances.
Limiting the accumulation of funds encourages the utilization of money by the
students who accumulated the funds or participated in the activity and not by
students who may join the club or activity in the future. In no instance should
any individual activity account end the fiscal year with a negative account
balance. District policies should be established addressing how this will be
handled to eliminate this occurrence. Further, policies should be established to
remove accounts that are inactive and it should include the disposition of any
remaining funds to close the account.

H. Special Cases

Certain financial reports are required because of the unique needs of particular
student activities. If faculty advisors, principals or other administrators
determine that additional financial records or reports would be useful, they
should consult with the business official who, in turn, can seek advice from the
local auditors or other sources, if needed. An example where additional reports
are needed is:
• SCHOOL STORE - Student-operated school stores offer special learning

opportunities, but they also require additional controls and reports. School
stores should be operated as an Enterprise Fund, similar to Food Service
Funds. School stores should have monthly (summer months excepted}
inventories and profit and loss statements. Inventories should be valued
at cost. Consideration should be given to the impact of school stores on
local businesses.

Additional considerations for a district's Student Activity handbook - should 
address student participation, minutes authorizing the plan for expenses and 
fund raising, and how an individual organization can approve money to be 
transferred to another organization within the district for specific fund raising 
participation - i.e., Student Council to the Yearbook to help reduce the cost of the 

I yearbooks to the students. 

Do your procedures address: 
1. Activity Fund By-Laws?
2. Officers of Activity Funds? , i 
3. Signatures needed for approval of disbursements?
4. A yearly meeting with all advisors?
5. Use of remaining funds?
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Appendix A: 

SAMPLE POLICY OUTLINE
East Stroudsburg Area School District (Copy available on the PASBO Electronic Resource Center, Category: Student Athletics/Activities, Type: Policy/Guidelines, Submitted 11/27/2001). 

A board policy should include two major elements:

• Statements of General Principles (see Page 3).

• Assignment of "responsibility for Student Activity Funds to the superintendent

with a requirement that the superintendent establish reasonable rules and

regulations and procedures."

In addition, the board may wish to support the district accounting manual procedures 

with the policy statements in the following areas: 

• Organizational responsibilities

• Unused funds (inactive accounts or accounts of graduated classes)

• Authorization for building petty cash funds

• Emergency loans to pupils for lunches or similar items

• Guidelines for "general welfare" purchases from the Student Body

Activities Fund

• Non-school fund operation

• Responsibilities for auditing and reporting

• Appointment of purchasing agent

• Fundraising
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Appendix 8: SAMPLE ACCOUNTING 

MANUAL TABLE OF CONTENTS 

Owen J. Roberts School District (Copy available on the PASBO Electronic Resource 

Center, Category: Student Athletics/Activities, Type: Handbooks/Manual, Submitted 

05/16/2001). 

PART 1 - GENERAL 

Purpose 

Objectives of the Accounting Manual 

Introduction to the Accounting Manual 

Distribution and Revision of the Accounting Manual 

PART 2 - USES OF STUDENT ACTIVITY FUNDS 

General Principles 

Receipts and Expenditures 

Clearing House Account 

Purchasing Requirements 

PART 3 - REQUIRED ACCOUNTING RECORDS 

General Accounting Books and Records 

PART 4 - ACCOUNTING PROCEDURES AND FORMS 

Summary of Responsibility 

Cash Receipts Procedures 

Cash Disbursements Procedures 

Receipt of Invoices 

Preparation of Check 

Adjustment/Transfer Procedures 

Special Accounting Problems 

Bank Reconciliation 

Month-End Procedures and Reports 

Review of Books and Records 

Year-End Closing 

Tax Requirement 

PART 5 - OTHER POLICIES 

Interest Income 
Graduated Class Funds 
Vending Machine Funds 

Joint Fund Raising Projects 

Continued on next page 
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Appendix B: SAMPLE ACCOUNTING 

MANUAL TABLE OF CONTENTS 

Continued from previous page 

PART 6 - REPORTS AND FORMS 
REPORTS 

Trial Balance 

General Ledger 

Transfer Journal 

Adjustment Journal 

Cash Receipts Register 

Check Register 

Monthly Report 
Bank Reconciliation/Proof of Cash
Bank Reconciliation/Outstanding Cash
Cleared Check List
Transfer Memorandum Slips - Secondary Schools
Cash Receipts and Cash Disbursements Journal - ElementaryFORMS 

Cash Settlement Sheet 
Purchase Order 

Student Activity Fund Record Card 
Request for Quotation 
Summary of Request for Quotation 
Expense Reimbursement Form 
Cash Advance Request Form 

Public School Code of 1949, 24 P.S. §S-511 
School Athletics, Publications and Organizations 



Appendix C: PUBLIC SCHOOL CODE OF 1949 

ARTICLE V. DUTIES AND POWERS OF 

BOARDS OF SCHOOL DIRECTORS 

24 P.S. §5-511. School athletics, publications and organizations 

(a) The board of school directors in every school district shall prescribe, adopt, and

enforce such reasonable rules and regulations as it may deem proper, regarding (1)

the management, supervision, control, or prohibition of exercises, athletics, or games

of any kind, school publications, debating, forensic, dramatic, musical, and other ac

tivities related to the school program, including raising and disbursing funds for any

or all of such purposes and for scholarships, and (2) the organization, management,

supervision, control, financing, or prohibition of organizations, clubs, societies and

groups of the members of any class or school, and may provide for the suspension,

dismissal, or other reasonable penalty in the case of any appointee, professional or

other employee, or pupil who violates any of such rules or regulations.

(b) Any school or any class activity or organization thereof, with the approval of the

board, may affiliate with any local, district, regional, State, or national organization_

whose purposes and activities are appropriate to and related to the school program.

(b.1) Private schools shall be permitted, if otherwise qualified, to be members of the 

Pennsylvania Interscholastic Athletic Association except that private schools located 

in cities of the second class which are members of the Pennsylvania Interscholastic 

Athletic Association shall, if they so elect, be assigned to a district or section outside 

of the geographical boundary of the second class city but contiguous thereto, and 

shall participate in Pennsylvania Interscholastic Athletic Association sponsored athlet

ic contests in that section. The association shall not prohibit a private school from be

ing a member solely on the grounds that the coach or a member of the coaching staff 

of any athletic team is not a teacher, or professional employee, either full- time or 

part-time, at such private school, except that this provision shall not apply to coaches 

or members of the coaching staff initially employed after January 1, 1965. 

(c) The board of school directors may (1) permit the use of school property, real or

personal, for the purpose of conducting any activity related to the school program, or

by any school or class organization, club, society, or group, (2) authorize any school

employee or employees to manage, supervise and control the development and con
duct of any of such activities, (3) employ or assign any school employee to serve in

any capacity in connection with any of such activities.

Continued on next page 
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Appendix C: PUBLIC SCHOOL CODE OF 1949 

ARTICLE V. DUTIES AND POWERS OF 

BOARDS OF SCHOOL DIRECTORS 

Continued from previous page 

(d) Notwithstanding the use of school property or personnel, it shall be lawful for

any school or any class or any organization, club, society, or group thereof, to raise,

expend, or hold funds, including balances carried over from year to year, in its own

name and under its own management, under the supervision of the principal or oth

er professional employee of the school district designated by the board. Such funds

shall not be the funds of the school district but shall remain the property of the re

spective school, class, organization, club, society, or group. The treasurer or custodian

of such funds shall furnish to the school district a proper bond, in such amount and

with such surety or sureties as the board shall approve, conditioned upon the faith

ful performance of his duties as treasurer or custodian. The premium of such bond,

if any, shall be paid from the fund or funds secured thereby or from the funds of

the school district, at the discretion of the board. The treasurer or custodian shall

be required to maintain an accounting system approved by the board, shall deposit

the funds in a depository approved by the board, shall submit a financial statement

to the board quarterly or oftener, at the direction of the board, and shall submit the

accounts to be audited in like manner as the accounts of the school district.

(e) All purchases of materials or supplies made by any organization, club, society,

or group, or by any school or class, in excess of one thousand dollars, shall be made

upon solicitation of quotations or bids from three or more responsible manufacturers

of or dealers in such materials or supplies. All such purchases shall be made from the

lowest responsible bidder on the basis of price, quality and service.

(f) The board of school directors of any district is hereby authorized to appropriate

any monies of the district for the payment of medical and hospital expenses incurred

as a result of participation in such athletic events or games, practice or preparation

therefor, or in transportation to or from such athletic events or games, or the practice

or preparation therefor, and for the purchase of accident insurance in connection

with such participation and transportation.
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Appendix D: PUBLIC SCHOOL CODE OF 1949 

ARTICLE VIII. BOOKS, FURNITURE & SUPPLIES 
24 P.S.§8-807 .1. Purchase of supplies 

(a) All furniture, equipment, textbooks, school supplies and other appliances for the

use of the public schools, costing them $10,000 or more shall be purchased by the

board of school directors only after due advertisement as hereinafter provided. Sup

plies costing $10,000 or more shall be purchased by the board of school directors

only after public notice has been given by advertisement once a week for three weeks

in not less than two newspapers of general circulation. In any district where no news

paper is published, said notice may, in lieu of such publication, be posted in at least

five public places.

(a.1) Written or telephonic price quotations from at least three qualified and respon

sible vendors shall -be requested by the board of school directors for all purchases 

of supplies that exceed $4,000, but are less than the amount requiring advertise

ment and competitive bidding, or, in lieu of price quotations, a memorandum shall 

be kept on file showing that fewer than three qualified vendors exist in the market 

area within which it is practicable to obtain quotations. A written record of telephonic 

price quotations shall be made and shall contain at least the date of the quotation, 

the name of the vendor and the vendor's representative, the supplies which were 

the subject of the quotation and the price of the supplies. Written price quotations, 

written record of telephonic price quotations and memoranda shall be retained for a 

period of three years. 

{b) The board of school directors shall accept the bid of the lowest responsible bidder, 

kind, quality, and material being equal, but shall have the right to reject any and all 

bids, or select a single item from any bid. The board of school directors in any district 

may authorize or appoint the secretary of the board or other executive as purchasing 

agent for the district, with authority to purchase supplies costing less than $10,000. 

(c) The following shall be exempt from the above provisions: maps, music, globes,

charts, educational films, filmstrips, prepared transparencies and slides, pre-record

ed magnetic tapes and disc recordings, textbooks, games, toys, prepared kits, flannel

board materials, flash cards, models, projectuals and teacher demonstration devices

necessary for school use.

(d) No board of school directors shall evade the provisions of this section as to ad
vertising for bids or purchasing materials piecemeal for the purpose of obtaining
prices under $10,000 upon transactions which should, in the exercise of reasonable

discretion and prudence, be conducted as one transaction amounting to more than

$10,000. This provision is intended to make unlawful the practices of evading adver

tising requirement price, or by making several simultaneous purchases or contracts

each below said price, when in either case the transaction involved should have been

made as one transaction for one price.

31 


