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STANDARD OPERATING PROCEDURE

STUDENT ACTIVITY FUND

Purpose:  To provide guidance (in addition to that contained in DS Regulation 5550.9 and DoDEA Regulation 7241.1) for the operation of student activity fund accounts in district middle and high schools and to ensure that these assets are used for their intended purpose.

Applicability: This guidance applies to district personnel with responsibilities involving the supervision and operation of a student activity fund or activity at the school- or district-level.

Procedures:  The purpose of the student activity fund is to promote the general welfare and morale of students and to finance the recognized and authorized extracurricular activities of the student body that are not authorized or funded by appropriated funds. 

1. The district superintendent’s office (DSO) approves/disapproves the establishment or disestablishment of the school student activity’s program/club and the constitution and by-laws of the student activity fund.  Requests to establish or disestablish a student activity must be submitted on the attached “Request for Establishment/Disestablishment of A Student Activity Program/Club” (Atch 1).

2. The district superintendent’s office approves/disapproves all requests to carry over uncommitted balances in student activity program/club accounts, or the general fund account, exceeding $1,000 at the end of each school year. The fund custodian prepares a request for the carry over of funds. It must contain an explanation as to why funds were not spent by the current year students. If there is an expected expense the request should contain the vendors name and amount. These requests must be submitted NLT 1 June annually in the form of a memorandum addressed to the District Superintendent/Designee (Atch 2).
3. Student activity fund monies may not be used to establish savings accounts or to purchase certificates of deposit.  All monies collected for student activity program/club accounts must be handled in a fiscally prudent and responsible manner, utilizing appropriate safeguards.

4. Each fund-raising activity conducted by an activity program/club must be approved in advance of the fund rising on the attached “Request for Student Fund Raising Activity” (Atch 3). This is to be completed by the activity program/club sponsor, approved by the principal, and coordinated with the fund custodian.  Monies collected will be submitted to the fund custodian, who will provide for its proper deposit.  Monies should never be left in a desk or classroom.  When any school employee collects monies from students for any purpose, that employee is responsible for those funds until the employee turns them over to the fund custodian for deposit to the activity program/club account.  

5. All checks must be made out in the name of the student activity program/club, and all cash must be deposited into the student activity program/club account.  All clubs raising/receiving funds must have a student activity program/club account.

6. Student activity fund custodians and bookkeepers will attend training provided through the DSO. 
7. An annual audit of the student activity fund accounting records and internal control procedures is required.  The audit should occur at the end of the school year and cover the period 1 June thru 31 May.  A copy of the audit is to be submitted to the Superintendent/Designee NLT 1 August.
8. If there is a change in principals during the school year, an audit must be conducted as soon as practicable after this change in personnel occurs.
Controls:
1. Results of Staff Assistance Visits

2. Student Activity Fund Audits

// original signed //

DR. DELL MCMULLEN
Superintendent

3 Attachments

1. Request to Establish/Disestablish Student Activity Program/Club

2. Request to Carry Over Unencumbered General Fund Accounts

3. Request for Student Fund Raising Activity
Department of Defense Dependents Schools

KAISERSLAUTERN DISTRICT

Request to Establish/Disestablish Student Activity Program/Club

School:________________________

Date: ________________________

Name of Proposed Activity Program/Club: _________________________________________

Sponsor/Advisor(s): ___________________________________________________________

Purpose of Activity Program/Club or Rationale for Disestablishing Activity/Club:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
TO:
District Superintendent/Designee

I have reviewed this request and recommend approval. 

______________________________________                         _____________________

               Principal






        Date

--------------------------------------------------------------------------------------------------------------------

TO:  Principal, ________________________________________School

The request to establish/disestablish this club/activity is approved/disapproved.

_______________________________________

     _____________________

         Superintendent/Designee




       Date

cc: 

Student Activity Fund Bookkeeper

Student Activity Fund Custodian

Atch 1

TO:  District Superintendent/Designee

FROM:  ____________________________________________

                                 (Principal/SAF Custodian, School)

SUBJECT:  Request to Carry Over Uncommitted General Fund Accounts

DATE:  _____________________________________________

In accordance with the Kaiserslautern District SOP 04-06 and DoDEA Regulation 7240.1, request that the balances in the following accounts be carried over to the ______school year.  Each of these accounts has an uncommitted balance of $1,000 or more and meet the criteria for approved carry over requests.  This request has been reviewed and approved by the SAF Council.

     Account Name

       Balance
           Reason for Carry Over

___________________________
  _______________     _____________________________​​​_______________

___________________________
  _______________     ____________________________________________

___________________________
  _______________     ____________________________________________

____________________________
  _______________     ____________________________________________

____________________________
  _______________     ____________________________________________

____________________________
  _______________     ____________________________________________

_____________________________________________      ____________________________



Fund Custodian



 Date

TO:  ___________________________________________________________________


(Principal/Student Activity Fund Custodian, School)

FROM:  _________________________________________
DATE: ___________



District Superintendent/Designee
This request is approved/disapproved.

Comments: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________
___________________________________
    

               Superintendent/Designee



                  Date


Atch 2

Department of Defense Dependents Schools

KAISERSLAUTERN DISTRICT

      Request for Student Fund-Raising Activity

School: __________________________    Activity/Club Name: ___________________   

Sponsor(s):___________________________

Proposed Fund-Raising Project: ____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

Method of Fund Raising:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Dates of Fund-Raising Project: ____________________________________________________________________________________________________________________________________________________________
Planned Use of Proceeds:

____________________________________________________________________________________________________________________________________________________________

APPROVED:




COORDINATION:

______________________________
______________________________

  Principal

Date


   Fund Custodian
   Date
Atch 3

