
Accounting and Cash Control Guidelines 
 
GENERAL 
 
1. Secondary schools and elementary schools shall only use Student Activity Accounts 

maintained through the Business office. 
 
2. Neither individuals nor PTAs/Booster Clubs are to open a bank account in the name of 

the District or any given fundraiser. 
 
3. Accounts are not to “borrow” money from each other.  Fundraising should be completed 

prior to any expenditure to ensure adequate money is available for the group.  A 
Fundraiser Reconciliation form should be completed for each fundraiser.  A sample form is 
attached. 

 
4. An annual budget should be used as a tool to establish goals.  The budget should be 

developed through a joint effort of teachers, students and parents.  A sample form is 
attached. 

 
5. The school responsible for record keeping should maintain a set of records, i.e., chart of 

accounts that clearly report all accounting activity for each fundraising activity.  Revenues 
from "X" program should be matched against expenditures for "X" program. 

 
6. All financial records, including vendor invoices, are to be returned to the building Principal 

and available for a period of seven years. 
 
7. Minutes of Student Council meetings are to be retained for seven years.  The attached 

form is to be used in the absence of another comparable form. 
 
8. Transfers from student accounts shall be duly recognized in the minutes of the student 

group and shall note where the transfer is to be designated.  A copy of those minutes 
should be attached to the year end printout of the activity of the individual group. 

 
CASH RECEIPTS 
 

9. Under no circumstances are checks or cash to be deposited in any individual's personal 
bank account or used for payment to a vendor.   

 
10. Monies on hand should be restricted to funds for immediate deposit.  
 

11. All cash should be counted by two individuals (adults), not necessarily together in the 
same room, and immediately after an event when possible.  Cash handling and recording 
duties should be separated as much as possible and practical.   

 
12. Locked cash boxes are to be used at all activities to protect cash and cash items. 

 
13. A pre-numbered receipt is to be issued to the club advisor/teacher when the money 

is turned in.  All voided receipts are to be retained and properly marked void.  A 



receipt should also be issued to parents for cash payments received stating the student 
name and purpose of payment. 

 
14. Checks received should be endorsed immediately and deposit tickets should identify each 

check separately. If separate deposit tickets are not practical, a tape detailing each check 
shall be provided to the bank, a copy kept with the building and a record which identifies 
how much was received and from who should be kept.  Checks must be made payable to 
Farmington Public Schools. 

 
15. Deposits should be made often, but no less than weekly when receipts exceed $500.00.  

The District will not reimburse schools/student activities accounts for lost funds. 
 

16. Tickets are to be used for any event in which paid admission is required.  A complete 
report must be kept listing tickets printed, sold and unsold, along with ticket numbers for 
each category.  Tickets are to be professionally printed and numbered and all unsold 
tickets noted on an event report.   

 
17. Cash receipts are not to be used as a change fund to cash personal checks. 
 
CASH DISBURSEMENTS 
 

18. Divide responsibility for approval of disbursements and payments where possible and 
practical.  Signatures shall include an administrator and a secretary/bookkeeper.  No 
stamped signatures are allowed for checks. 

 
19. No payments should be approved without sufficient documentation (e. g., receipts, 

invoices, etc.).   
 

20. No payments will be made from “statements.”  There should be an invoice detailing 
the goods purchased. 

 
21. No employee is to receive pay for services from these funds. 
 

22. Old, outstanding checks will be voided and credited back to the appropriate 
club/activity account. 

 
23. Sales tax must be paid on items purchased for resale.  Contact the Chief Financial Officer, 

Finance Director or Manager of Purchasing and Accounting for more information if this 
applies. 

 
24. The building principal or responsible budget committee should approve payments in 

excess of $1,000 (for any one event) before any payments are authorized or contracts for 
services are awarded. 

 
25. All expenditures should be “reasonable and necessary” before expenditures are 

authorized and made.  
 

26. Payments for general fund expenditures made from activities funds with the expectation of 
general fund reimbursement shall be the exception and not the rule.                        11/6/18 
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