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| FOREWORD

Through participation in student body organization act1v1t1es students are afforded
qpportumtres to work ,together in a variety of ways. Activities sponsored by the student
body organization range from spectator sports to highly academic extracurricular activities
and span the elementary, high school, and community college levels. A student body

" “organization provides opportunities and a camaraderre for students that cannot be obtained

:
Wi

4

through the normal school-student relationship. It may also provide experiences that w1ll

enable students to achieve success in their chosen fields of endeavor.

For a student body orgamzatro?h to be successful, the financial affairs of the orgamzatron'

must be conducted on the same fiigh level as are other business operations in the school

" district in which the organization is located. It is my hope that this revision of Accounting

‘

. students deserve no less:

& *Procedures for Student Organizations will provide sufficient direction to’ensure the sound

- fiscal management and ultimate sucogss of student body orgamzatror&s inyCalifornia. Our
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PREFACE

_ The right of public school students to form a student body organization is stated in the
Education Code. However, this right may be ‘exercised only through the approval and’
supervision of the school district governing board. In addition to the members of the
. - governing board, the students, teachers, administrators, and classmed staff are involved in
.the operation of student body organizations. :
~ All student body organizations are involved in receiving, spbndmg, and ‘accounting for
money. In California student body organization business is a multimillion-dollar business,
“and the organization’s fiscal ‘opération must receive the saime’ careful attention and review as
is provided other district operations. Accountifig forrstydent body funds should involve
students and should be a learning expenence for them. This gnanual focuses attention on the
problems involved in accounting for student l;/;ﬁ% organization funds and offers information
that may be used to advantage by school istritts in establishing, rev1ew1ng, ‘and revising
fisca} policies and accounting procedures.for stadent body organizations:,

Th)e Accounting Committee of the Callfof'ma Association of School Busﬂess Officials
(CASBO) and the State Department of Education realize that some of the procedures set
‘forth in this manual need modification to méet the varying conditions within school
districts. However, CASBO and the Department believe that the application of the basic
prmmples set forth in this publication will result in administrative procedures ensuring
high-quality internal control and accounting practices.

WILLIAM D. WHITENECK ) ) - ' JACK LIEBERMANN

Deputy Superintendent ’ Chief, Field Management
for Administration - , ) Services Bureau
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~ Accounting Resgarch Committee of the

& - - California Association of School

| / o . . Business 0ff|€|als

[ | , v ,

Benﬂy E. Langley, State Chairman; Chief Accountant and Business Systems Devclopment

.«Coordinator, Office of the Kern County Superintendent of Schools
Sabino Galvan, Assistant State- Chairman; Senior Financial Analyst, San Juan Umhed School

District
George Covington, Chairman, Sacramento Section; Dlrector Accounting Services, Sacra-
’ . : mento City Unified School District

ardra Derrick, Chairwoman, Northern Sectlon Budget Offlcc;r, San Mateo Union ngh
School District
Leo B. Edson, State Liaison; Field Representative, Fleld Management Services Bureau,
California State Department of Education
Bruce A. Koch, Chairman, Central Section; Dlrector Business Servnces Office of the Madera
County Superintendent of Schools
Jerry J. Kurr, Chairman, Southern Section; Director, School Financial Services, Offlce of
. the Riverside County Superintendent of Schools s
/G. Wayne Oetken, Chairman, San- Diego-Imperial Sectlon Busmess Manager Cajon Valley
Union Elementary School District
Robert E. Reeves, Member at Large Director, Fiscal Serv1ces Garden Grove Unified School
District B . . :
> The Accounting Research Committee gratefully acknowledges the assistance of Conme
Bowen, Chairwoman, and the other members of the Subcommittee on Student Body
Organization Accounting in the preparation of this publication.
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on.(l) the egal status of u student-body organiza-

t,xon.

(2) tlm.prmuplca fovernimg student body.

finance: (3) administration of student body organi-
zation financial activitics: (4) cslgablishmcnl of a

student “body organization:

(5) preparation and’

contral of budgets:-(6) management of income: (7)

disbur.\‘cmcnt of funds: (8) cquipment:
ance: and (10) audits.

() insur-

»

. Legal Status of a Student Body Organization

The purpose and privileges of a studtat body

orguanization in (d[ltornm are detined in the state
Education Cogde; ‘which authorizes a schoaol district

governing board to cestablish l‘L‘“llldllOl]i for the .
conduct of student body activitics.
ties -

Legal authori-

have gencrally held <that a student body

organization-is not a- political subdivision of the
state and has neither the status of a school district
nor governmental immumnity. 1t may have thy Status

of

thne

a nonprofit organization unaer the provisions of
federal Internal Revenue Code. the state

Revenue and Taxation Code, and the state Bank
and Corporation Law. When this status i$ allowed.
the organization is cligible for-exemption from °
* statc and federal income taxes::

Security taxes;

hgwever, a walver offthe latter

exemption may be mad¢. Appropriate government
agencies should be consulted about lhc<c exemp-
‘tions. . .

In assumm;, the aut'horlty g,lvcn to it by the

Education Gode, a school'district goveérning bouard

must adopt regulations that govern (1) the estab- '
lishment of a student body erganization:
~ supervision of the organization’s activitics: and (3¥
the operation and management Of the org,aniu-

(2) the

tion’s finances. In forming regulations pcrtammg to

the. operation, and management of finances. the
board must consider current interpretation. by
county counsels and the. California® Attorney
Gcncrdl of . Education Code provisions peftaining
‘to the handlmg of student body organization
funds. ’ ; T .

277600 . .

o§thls publjcation contamns information -

~

J

- s P(art [
Management of Student Body e
Orgamzatlon Funds o \

Rccommcnd‘ution.a that merit specual considera-

tion by the governing board in establishing regula-
tions for a student body organizatiQn aré presented
throughout Part 1 of this publication. lzducation
Code requirements that pertain to the rq.uldtion of
student body Ol‘gdl]lldthllb are 1dcntmcd by scc-
tion numbc

‘

Purposc and Privileges of Student Body Organizations

48930. Any group of “students Jnay organize a
student body association within the public schools with
th¢ approval dnd subject to the control and regulation of
the governing board of the school district. Any such
organization shall have as its purpose the conduct of
activities on behalf of the students approved.by the
school authoritles and not in conflict with the authority
and responsibility of the public school officials. Any
student body organization may be granted the use of
school premises and proputicx without charge subject to
such regulations as may .be established by lhc govcrmng .
board of the school dlstmt . . .

Approvﬁl of School District Governing Board

* 48931. The governing board of any. school district .
may authorize any organization composed- entirely of
pupils attending the schools a{ the district to maintain
such activities a$ may be approved by the governing
board. The governing board of any school district’may

“authorize student organizations to sell food on school:

premises. subject to policy and regulations of the State
Board of Education. The State Board of Education shall-
develop policy and regulations for the sale of food by
student organizations in kindergarten and grades |
through 12, which shall insure optimum participation in
the school district’s nonprofit food service programs and
shall be in consideration of all prograims approved by the
governitg board of any school district. Such policy and
regulations shall beceffective January 1. 1976, '
Nothing in this section shall be construed as exempt- -
ing from the California Restaurant Act. food sales which
are authorized pursuant to this section and which would
otherwise be subject to the California Restaurant Act.

Fund- Ralsmg Activities

48932. The governing board of any sd\ool district .
may authorize any organization composed entifely of

.

2
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pupils attending the schools of the district to maintain
such activities, including fund-raising activities, as nuty
be approved by thé governing board.

The governing board of any school district may. by
resolution, authorize any student body orginization to
conduct fund-raising activities on school property during
school hours provided that the governing board has
detetmined that such activities will not interfere with
the normal conduct of the schools.

Principles Governing Student Body Finance
Basic principles governing student bod‘, finance
include the tfollowing:

1. The basic purposc of raising and expendling
‘money by a student body is to promote the
general - welfare,  morale, and educational
expericnees of the student body.
. General principles:
. a. Student body funds must be used  to
: - promote and finance a program of worth-
while cocurricular activitics beyond those
provided by i_hc district. :
bgMoney-raising projects must in general con-
tribute to sound educational princip‘lc$ and
must not be in contlict with the ideals of
the educational program. )
¢. Funds derived trom the student body must
be expended in a4 manner approved by the
. student\governing-body. : “
l d. Large stwdept body reserves must be dis-
- .. couraged. Ktudent body funds- must in
- general be expended for the benefit of
/ « ¢ those students currently enrolled in schogl
- g,

P

[$9]

unotﬂler tor the accumulation.of such tunds.

- . If a lohg-range project is@lfmn(:'d. furds
: may be carricd and docu ented for this
. project.

¢. Prior approval by the student governing
body must be obtained in the raising of
" revenue and ‘the expenditure of student
body funds. - )

R

. ‘ t. Student body funds must be managed in

accordance with sound .business practices.

including adherence to accepted budget

~ procedures. ) ’

g. Student body business, including the rais-

~ing. and expending of moncy. must be

conducted so that comipetition with local
business firms is kept to a minimum.

. h. Although- ownership of student body tunds

rests with the student body. the school

“principals, through authority delegated to

é .
s hd ) P ,
Q
ERIC = . T :
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who Jiave contributed in one  way “or.

v

: '

them,. must be responsible tfor\thc proper
conduct of student body financial activities.
i. Principals, acting through tepresentatives,
must patticipate in the preparation, modi-
< fication, an'd inferpretation ol procedures,
regulatfons, and policies affecting student
body aftfairs. . .

Certain requirements concerning such matters as
deposits and investinents, funds for kindergarten
through grade six, loans, supervision and audit of
funds. and thematter of a trustee tor the fupds-of’
an unorgafiized student body are contained in the
Educatjon Code: .

Deposit or Investment of Student Body
Organization Funds
48933, The funds of any student body organization
established in the public schools of any school district

shall. subject to approval of the governing board of the
schoot district. be ‘deposited or invested in onc or note
of tffe tollowing ways; :

Dcp'osits in a bank or banks whose accaunts arc
insurcM, by the Federal Deposit Insurance Corporation.
~(b) nvestment certificates or withdrawable shares in
state-chyrtered savings, and loan associations provided
such asdqgiations are doing business in this state and
have their decounts insured by the Federal Savings and
Lodn Insurance Gorporation. o

(¢) Purchase of United States savings bonds (Series F
aud G) as authorized for investment by subdivision (1)
of Section 10430 of the Government Code.

(d) Shares or certificates for funds.received or any
form of evidence of interest ‘or indebtedness issuad by
any credit union in this state. organized under the,
provisions of Division 5 (commencing with Section
14000) of the Financial Code or the statutés~of the,
United States relating to credit unions insured by the
administrator of the National Credit Union Administra-

" tion or a comparable agency as provided by a state
. government. : '

The funds shall be expended subject to such prode-
"dure - as mgy be established by the stident body
organization subject to the approval of &ach bf the
following thrée persons which shall be obtained each
time bc’fforc any of such funds may be expended:-an

_employee or-official of the school distgict designated by
-the- governing board. the certificated cmployee who is
the designated adviser of the<particular student body
organization, iand a representative of ,the .particular
student body organization. ¥ -

Funds for Kindergarten Through Grade Six
. 48934, The fupds of a student body orgunization
established in the public schools for kindergarten ang-
grages 1 to 6. inclusive, of any school district maintafn-
ing kindergarten and grades T to 6, inclusive! may bt

N
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used to finance activities for noninstructional periods or [
to.augment or to enrich ‘the programs prowdcd by the
district.. : - .

v

Loans and Investments
48936. In addition to deposit or investment pumunt

to Section 48933, the funds of a student body organiza-
. tipn may’ be loded or irtvested in"any of the followtnk
“ -

Y

ways: .

(a) Loans, wnh or without ?nterest to any studcnt
body organization established in another school of the
district for a period not to exceed three.ycars. [School
business officials recommend a maximum of one-ycar.]
/ (b) Invest money in permanent improvements to'any
school“Qistrict property includirig, but not limited to,
buildings. automeobile parking facilities, Lym'ndsiums
swimming pools, stadja and pldymg fields. where such
facilities, or portions \therof, are used for conducting
stugent extracurricular activitics. or student spectator

_~rsports, or wheh such improvements are for the benefit of
the student body. Such investment shall be made on
condition that- thé: principal amount of the investment
plus a reasonable amount of interest thercon shall be
rcturned to the student body organization” as provided
herein. .Any school district approving'such an investment
shall establish a special fund in which moncys derived,
from the rental of school district property to student
body organizations shall be deposited. Moneys shall be
returned to the student bo organization as con-
templdted by this section exclf§sively from such special
fund and only to the extent th¥t therc are moneys in
such specnal fufd. Whenever. there are no oufstanding
obhgatlons against the special fund, all moneys therein
may be transferred to the general fund of thc school
district by action of the local governing board.

Two or more student body organizations of the same
school district may join together jn' making. such
investments in the same manner as is authorized herein”
for -a single student body. Nething hercin shall be
construed so d4s to’limit the discretion of the local
Jgoverning board in charging rental for use of school
district property by student -body organizations as

" provided in Section-48930.

[NOTE: The district may pay directly any costs
Phcurred in the conduct of athletic rograms,
including, but/not limited to, costs for offtcials,
equipment, and coaches’ salaries. However, expen-

_“ditures may be restricted-by an opmlon of local
legal counsel.] .
Al

Supervision and Audit of Student B

ERI!
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oﬁy Organization Funds

48937. The governing board of any school district
*shall provide for the supefrvision of all funds raised by
any student body or student organnauon lﬁmg the
name of the school. -

The cost of supervxslon may - consmute a proper
" charge’ agamst‘t“he funds of the distgct. - ° .

Vo

{

" Governing Board

‘ A
‘The governing bowd of a school district nay also
provide for a continuing audit of student body funds

_with school district personncel.
{

Trustee for Funds of an Unorgnhized Student Body

. 48938.
occupational <Centers- or programs,
schools in which the student body is not organized, the
governing Ppoard may app0int an employee or ofticial to
act as trugtee for student body funds and to receive said
- funds in accordance with procedures established by the
'b()dl'd These funds shall be dcposxtcd in a bank or a
savings and loan association, or both, approved by the.
board and shall be expended subject to the approval of
said appointed cmployce or ofticial and also subject to
such procedure as may be established by thie board.

In schools or classes for adults. regional
or in clementary

The principles governing” “student body finance
that are listed on page 2 of this publication must
be adhered to by. a truStee of an unorgamzed
student body

4

. Administration of Student ‘é‘ody Organiiatien

, " Financial Activities

* The administration of the financial activitics of a
student body organization is the respo»'nsibilitoy.-of‘

- " the-following persons or groups of persons:

The school district governmg board must adopt

" rules, regulations, and general operating policies

necessary to ensure proper supervision and control
of the activities of -a student body organization.
The board must - be’ especmlly concerned with
financial control’ It must delegate this responsi-
bility to those who recognize and employ good
business methods and understand -the importance
of mamtammg good accounting records and proce-
dures .

\

-

Superintendent

The district supermtendent must act as the
general superv1sor of the activities of a student
body organization and must see to the implemehnta: -
tion_ of ‘the policies adopted by the district govern-
ing board. - ¢

.
©

Business Manager

{The district .business manager must serve as
consultant in financial matters for the student
body organization as a -whole and for gach’of its
parts. . Further, the. manager must perlodlcally

~ review the’ general financial structure of the organi-~

. prescribed;

zation and the fﬁnanc)gl “control procedure's.;

10
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Accountant - S e ,
The district .u,&.ount‘mt must develop. or .1s\|st
© the business manager 1 “developing accounting

prou.durus for ru,or(lmt, dl](l controlling the finan’

“eial transactions ofthe student body organization.

The accountant niust periodically review procer

dures to make sure that they contform to the pu;

m,nbctl accounting procedures. :
>

Principal Q .

school principal must be (lnu,tly respon-

Tl
slblc'?or student body organization Tinancial activi- /

ties and must make sure that they contorm to
established “policies and procedures. The principal
however, appoint student body advisers to
see that the required prg&:;durcs are followed.

*

v Finance Committee

*The student body orgapnization finghee com-
mittee may be made up of the school prigeipal or
his.or her dgsq,nce the student body financial ad-
iser, appointed faculty members, and clected stu-
dd¥nt body ofticers. T¥e committee must prepape and
submit to the student council a budget tfor adopy
> -tion dnd/mluSt inform the council of the rcqulry

nment tlmt." the council maintain records of its

actions. Finally, the committee must act in an

‘advisory capueity re garding the man wcmult of

student body Ol‘l.dlll‘?.ltl()l‘l funds. . .

. .

Bookkeeper’
The bookkedper for a studx,nt body om.mn/dtlon

is rrormally responsible to the principal for keeping )"

finangial records, including tax reports. in accor-
dance with established procedusgs.
Studéht Council o g

According to the student body constitution, the
student council is responsible for the adoption of a
budgct, appro/dl of cxpenditures. and authoriza-
tion of fund- raxsmg activitics. :

LI
"Establishment of a Student Body Organization
J In the establishment of a’student body organiza-

tion,certain itemsmust receive careful consideration:

. .
. - .

.

Constitution: oo

The, constitution adopted”’ by a student body
organization must state the name and purpose of
the organization and must present the tnnmwork
within wltich the or&,dmutlon will opcrate.. The
‘following outline may be usud in developing &
constitution:

»

Y

PEY

of Article 2.

. cach mecting.

SRR TN
P
()l"guni/.‘ulion/
a. Name of organization
b. Purpose snd means ot accomplish-
ment ' . N i
¢. ‘Time, . place, and  trequency - of
meetings of officdrs o
d. Definition of quorum
Membership Cllglblllly
ship
Ofticers and clections
a. Titles and duties of officers
b. Election oflofticers
‘ Term of office” - :
’ dsRequirements tor cligibility
¢. Appointment of committee B
Article 4 Representatives to’ student council
other than officers =
v . 4. Method of selection
b. Qualifications tor cligibility
’ ¢. Term of office
AH‘r‘k} 5. Adiilt-advisers appointment by super-
intendent,. principal, faculty, or stu-
dent council p
Emandial activitics”
4. Budgets '
b Revenues

Article 1

V4

<

for
e
.

Article 3.

Article 6.

¢.. Disbursgments . -

.

) d. Statements and reports
/\rmlg 7. Clubs within tlu./studcnt body ()I‘L,dnl-
zation \

) 1. Purposes of tlubs \

b Method of Qrg.uu/dtlon “and dm.on-
tinuance .
. Financial activitics .
(l. Constitution and/or byﬂluws
Article 8. Amendméntsito constitution
; a. Method of origination

2 »

b, Regquirements for adoptiona ' - '
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Minutes of Meetings

The student body organization and cach club
within the organization should keep minutes for
The minutes should mglud&. details

of proceedings. including financ atters per-
taining to the budget., approvy, und-ruising
ventures, and - expenditure au honz‘ tions. Thé

minutesimight be drganized as follows:

1. lntrodmtﬁry data

A._ Location of mceeting Iy
B. Date anditime of mecting
C. Attendance at meeting
1. Presiding officer
2. Number of members present-
o v

.

member-

)



-

'e
3. AdVisér(s) : . .
4. Guests A
I, Report of business . .
) A.  Minutes of prcviuu.\ meceting | .
B, Activities of” \l anding committees or
special c()mmlllLC‘\ ..
G Communications “‘/ -
: D. Old business
. I5. = New business’ )

*
Each motion muﬂ/bc reported.’In the report the
motion must be stated, the pesson who made the.
motion and the pgrson. who scconded it must be
named. and l\lc result of” v()ung muxt be 51vcn

Org.mﬂatmn of Cliths

To become a recognized part ot the student”
bady organization. a club must be composed
entitely . of studen® cnrolled in district schools.,
Any group of students may apply for permission to
form a club by submitting for approval to ghe
poard designated autherity a proposed cluirter or
‘constitution,. which must specity at least the
tollowing information: (1) the title, powers, afid
dutics of- the officers und the maner, of _lhcird
clection: (2) the scope of proposed activities: and
(3) the name of the.organization. On upproval of

. the application, an cmploycee of the school district

.

;

must be appointed to adt as supervisor ol the
activities of the club. (See Lducation*C mlc Section
48905, which prohibits membership 1 secrpet
clubs ) .

Student Body Employces

Approval . of the hiring | ot all student body
organizationsemployces must appear in the organi-
zation’s miffutes. The same practices that, apply lo
hiring. approval of chrtlmc and so forth that are®
generally recommenided for school districts must
be followed by tht student body organization. In
general, the fairest and simplest way to handle
personnel practices is to make the‘regulations and
salary schedules that apply to district employces
also apply to the employcees ofi the organization.
Then certain rules may be adopted to cover the
spcutn. areas where exceptions are necessary. (Sce
‘Education Code Section 48937, which deals witl

the supcervision and audit of student fll]]dzs.) .

Q

E
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Preparation and Control of Student B_ddy .
Organization Budgets ‘
The school district governing board must estab-
lish procedures to be followed for the preparation

-

»

12

v

< comes

“and control of student body organization budygets.

A sample progedure is described as follows: -
. t Y
Preparation of the Budget, .
To develop an effective hudgc the finance

committee nust consult those individuals raspon-
sible tor'budget performance or_for the collection.
"and disbursement of funds and sludunl\ who may
“be in charge of fund-raising ventures. Fhrough the
ctforts of these individuals, a basigptan of income
and expenditures can bu\compilu. Afthough it will
still be necessary that retjuests be made for-budget
changes, the «changes can be held to a minimum if
correct preparations fuve been made.

A preliminary budget must be prepared by the
inance committee and submitted to the stti¥ent -
governipg body on May 1. gjving in detail the
beginning balances, estimated sourges of income,
and, anticipated” expenditures for the ensuing
school year. (The budget must set forth estimated
income, expenditures, and the surplus to be on-
hand at the end of the year.) Limits must be placed

won the amountsof surplus that may be, ackrmu-
Lated during the school yyar.

A final or adopted budget must be submitted to
the buskwsa division in October. At that time
Tgvi\'i()ll& in activitics must e retlected, such as
lhow brought about by an increase or decrduse in
‘caroliment from that anticipated in May. When
reviewed by the  appropriate administrative - unit
(such af'® district business “office), the budget be-

the working financial document of the
Any cxpetditure that

A

student body -erganization.

exceeds the amount appropriated for a budget

category must" have the prior upprovui of the
student governing body. Approval is sought by
requesting an’increased appropriation, ir the appro-
priate budget category, not by requesting approval
for the purchase of a specific item. However,
increased appropriations_ must under no circum- -
_stances-exceed anticipated income. >
In, cstablishing revenue and expenditure esti-.
matcs it is difficult to anticipate all activities that (
will take place in a given year. A snnplc method of
projection iy to relate past performance to what is
“planhed for the future; that is, to estimate the next
year's receipts and expenditures by relating them
to the current ones: ‘Once the basis of LOlﬂpdflSOﬂ
is "cstablished, the budget amount’ can be deter-
.mined. Although the amount should be adequate,
~_ovcrbudg‘etmg must be avoided; it may eliminate
an allocation to some other function. A conscrva-
_tive estimate is appropriate for rgvenue because it
is doubtful that every event will be a financial

a
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success. Revenue must be anticipated realistically;

, - -allowance must be made for possible losses.

g

~_Control of the Budget .

The budgt;t;,adopt_e'd by the student._governing
ody must be the finarcial plan of dperation for a
particular period of time. Students, advisers,
administrators, and board fmembers must know, -
how the plan compares with what is actually taking
“place.. One of the most effective means of making
this comparisamis through periodic statements that
show the budget as adopted, the revisions to both
" fevenue and expenditures, and the amounts receiv-
able or ungxpended. These statements must be
submitted - at “least each’ quarter to” ‘the district
business office and to other interested parties.

. - The .budget must be flexible enough for the *. -

" organization to accomplish its goals. Approval
must b€ obtained from the student governing body

-, =X before-the budget is amended so that the distrigtl
0

"+ administration-and board can be made aware
material changes to a different type of function -
. _and of changés in the scope of existing functions. |

@ -

‘ -'~,__,,.‘_;Manzigemer'1tl'of Student Body Organization }ncome‘

M

"The -incomé&™of A student body organization is -
subject to the accepted means of control described
- as follows: . *

. L e . 5
. Collections and Verifications ‘ - R

All 'money’coll‘ected from any source must be
substantiated by: - -

1. Prenumbered student body receips
2. Prenumbered auxiliary receipts
3. Prenumbered glass receipt records

.

T o 5. Prenumbered-tickets | y
6. Other auditablestecords " -
‘ Preriumbered stationery (tickets and so forth)
must not be prir’lptéd in the school printing depart-
ment. All forms must’ be controlled through a
central office. Whenever gickets are “used, ticket
reports and unsold tickets must be available for
audit. The audit trail is most;important. Whenever
possible, money ~must be collected in a central
. office. Collections must be deposited daily and
must never be’left in the school over weekends or
holidays. Bank depesit slips must be prepared in -
duplicate, an original for the bank 4nd a duplicate '
signed by the bank teller for the student body
activity accounting records. Immediately on receipt, .
- all checks deposited in thé student activity bank

-

4. Cash registers supplying cumulative readings «

[ ' M b a ' . » f" )
\ o " -
account must be.endarsed, with a rubber stamp

showing a restrictive endorsgment. - ‘\
- . -

.‘,Overages and Shortages >

-

Oveérages and sh‘ortages‘n‘lust\ be reported to the
principal or other responsible administrator. The
loss of tickets must be regarded in the same

.manner as the loss of cash: Sales -mu.%lée/{eported-

as+ the total rung on the register Justed - by

-overrings or underringd. Tickets or tapes supporting’

overrings and underrings must be retained. -Daily
overages or .shortages must be reported- with as
much detail - as possible; that -is, overages of

* shortages must not be netted or offset. |

_Find-Raising Activities .- : .

Each plan for the. raising of stud\Ent body
organization funds must be approved by the
student council and the school principal. ‘The plan’
must include a recommended method of establish-
ing financial accountability. The raising of funds
must have but one basic end in view~to promote
the general welfare and:morale of the'students as a
whole. Fund-raising efforts must. be scheduled
carefully to avoid conflict with other departments
or organizations and must result ‘in minimum
interference with the school’education_al program.

Student Store _ ] »
The transactions of the student store must be

" recorded in the journals and ledgers of the student

body organization as a general _stuodent body
account and must be subjected to the same
accounting used for other transactions. Prior, stu-
dent council approval must be required for pur-
chases. (The council may.authorize expenditures
not to exceed a stated amount for a period of not
more than ope month.) Befdfe paymen{is made, a

purchase order must be prepared, an invoice
received #fom the vendoe, and a receiving report
executed. - :

Receipts.of money must be recorded on a cash
register or on a hand receipt. The cash register tape

~” must be machine-totaled. Daily cash register tapes
* and hand receipts must be turned over to the

boakkeeper together with the cash from sales. The
tpokkeeper for the student body organization
counts the cash’in the presence of the student store
representative and genders a receipt. The total of
the cash register t’apee plus hand receipts for sales
are creglited to student\store sales, and the cash is
debited to the checking account. Any difference
between the amount of cash received and the total
of the cash reg!iter tapes plus the hand receipts is
R V7' : S

b

-
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journalized to cash over or short. If the amount.

-over or short ‘is excessive or i a trend develops

regarding overages.or. shortages, the school prindi-

pal- must be advised of: this_nfipter By the book-
keeper The cashvreglster tapes and hand receipts

must be retained by the bookkeeper, and must.be¢ -
made available for audﬁ“ *All corrections on the”
-cash register must be. made by the student store.

_ adviser, who must explain the correction.

“business - office.

Inventories of the student storgzmust be taken at

~*. least quarterly under the supgrvision of the student

store adviser on the dates preseribed by the district
The inventory must’ contain a
description of each item, the unit of issue, the
. _quantity, the unit price, and the inventory value.
. ‘The ‘total mventory value must be showu on the
'iast page of the inventory. :

\

SaleofFoodltems, ' o v N

As preV1ously noted. the schoot district govern-
ing board may, by resolution, duthorize student
organizations to sell Tood provided that in elemen-
tary schools or high schools no food “items" pre-
pared on the premises are sold by these organiza-
tions ‘during the school day (see Education Code
Section 48931). The California Admmlstratlve

~ Code, Title 5, Education, states:

Q

ERIC

Aruitoxt provided by Eic:

15500. Food Sales in Elementary Scﬁls (a) Except
as provided in subsection (b) and Section 15501, no
school providing kindergarten or any .of grades one
through eight shall permit the sale of food by pupil
organizations if such school is participating in the
National School Lunch, School Breakfasl or Food
Distribution program. <o

(b) The governing board of a school district or a
county superintendent of schools may permit a student

¢ organization to sell not more thangne food item per sale

when all of the following conditions are met:

by the governing board.

(2) The food sales do not begm until after the
close of the regularly scheduled midday food servu.e'

period.

(3) The sales during the regular school day are not
of food items prepared on the premises.

(4) There are no more than four such sales per
year per school.

(5) The food item sold is a dessert type food, such

* as pastry, ice cream, or fruit.

(6) The food item sold is not one sold in the food

service program at that school during that school day.

15501. Sales in High Schools and Junior High
Schools. The governing board of any district or a county
-superintendent of schools maintaining a high school ora.
junior high school may permit an organization consisting

.

N 14
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Concessions

(1) The specific nutritious food item is approved » '

0

: NS
sol%ly of pupils of such- school to sell food items-dfiting
< or after the regular school day if the following <.ond1-
“tions are met: ~ » . L
{a) The specific nutritiGts food items are approved
\by the governing board. '
“N (b) A'student organization, or organizations, may be
# approved to sell food at any time during the school day,
including the regularly scheduled food service period(s),”
as provided in (1) andfor (2):
(1) Only one such brganization each school day
selling no more than three types'of food or beverage -
items such as confections, popcorn, nuts, fruit, or
soft drinks; and/or . . .
(2) Any.one or more student orgamzatlons may
conduct no more than four food sales of any food
items duringia ‘school year in each school, but such
sales shall be held on the same four days for any or all
- orgamzatlons

" (¢) The sales during, the regular s<.hool day are not of
food prepared on the premises. : -

(d) The food items sold during the regular school day
are not those sold by the district in the food servu.f
program_at that school during that school day:

The .governing board of a schopl district main-
taining a community college may leasg real property
owned by the distrigt to a student organ jzation for -
use as a food service facility (S‘ee Educatxon Code
Seetlon 81675). ‘ .

Athletics T

A school’s athletic program can provide income
to the student body through (1) the sale of
prenumbered tickets; (2) the receipt of a guaran-
teed amourit from schools v181ted (3) the exercise
of radio and television rxghts 4) the sale of .
programs; and (5) concessions. !

i

Therstudent body organization, may negotiate
agreements with firms for concession sales of
merchandise such as pictures, articles of clothmg,'

4

vand so forth The income from these sales is

considered pért of student .body organization
funds.

Pay Entertainments
', Entertainments to which admission is charged
must be kept to a minimum, and admission charges

m be fixed at amounts permitting the max1mum'
nuntoer of students to attend. @

Publications _ ' |

Care must be exercised by ‘the student body
organization in negotiating contracts for school -
newspapers, yearbooks, publications, and 'the like.

< ' . s °
b - - @ .
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¢ 7 The selling price of these items must be set so that
‘the maximumn number of pupils may benefit from
them.

The type of advurtlsmg in school publlmtu(]s.

Jnust be approved by the school prmupal or his
desxgndt&d representattve oqtracts . must
éntered into when appropriate; an

.must be developed. -

Scholarshlps and Trusts - -

Scholarslup grants and trusts may. be accepted -

by the student council with the approval of the
school district "0ve;mm. board or its, tmthon?cd
delegate, usually the school prmupal The tu,up-
tance, to be made in writing, must include all
conditions prescribed, by the' donor. A statement
must also be included regarding the disposition of
* any balance remaining at the close of the period
for which the fund is established. Each scholarship
and trust account must be cstablxslnd separately.

Gifts gnd Grants

Money, material, or equlpment may be tlu,cptgd
by the student body organization with the ap-
proval of the sc,hool dlStl‘lLt governing board or its
authorized delegate, usually the school prmupdl
The items received must have a legitimate use in
the school program and must hot in gny way
conflict with it. : '

"

Consideration must be given to installation and
maintenance costs before acceptance of cquxpmcnt' :

items. The receipt, yse. and disbursement of g,ltts
or g,rants are SUb_]Ct,t to the same tlLLOLll]tdblllty as
are other receipts and disbursements.

Vending Machines -

Vending machines are .an mtc"ml plrt of the
operations of the student body organization dl]d
must comply with Education Code~Section 4893
.Directions that can serve to guide vending nmuhmc
_ operations arc as follows:

[y

C()ntracts Vending machine operations-musg bc
governed by a contract between the vendor tmd/thc
student Body organization, subject to the approval
of the district administration. The contract must

be
a billing system |

- students, .

4

au.ounts

N

=conducting a

’
o

protection. Rtt.Ol'db mpablc of bunu/audttcd must -,
be kept by the party servicing the mtluhmus

- Profits fr m General Activities

A"c
tiecs which arc stipported by the
general Student body’ must p*c ‘considered general
student autmty revenue and may\mt luter be
- diverted to} the accountsy sof special groups. - “This
approach will discouragg; thc constafit pressure on
staff, and ¢

-student uroup after an

od hss%t\poluy states that prohts made by
ct

r., ) -

Y -

,4 BPRN

lnterest Earned n .

} ll]tt.l'l.,St may he carned on savings au,ounts
certificates of deposit, government bonds, and
,other investments that meet legal requirements for
the mvcstme)lt of student body activity- cash.

fumumty to support ohe.
u

Checking account balances must be revicwed fre- -

quently to: invest excess-funds. Interest earned may
be prorated to the various student activity accounts

or credited as revenue to the stuglent agtmty fund.

S , )

? i

#

Dlsbursement of Student Body Orgamzatlon Funds

All disbursements of student body organization’
t'unds including * club, 'trust, and scholarship
must be made in accordance with an
established system that encompasses sound ele-
ments of internal control, good actounting prac-
tices. and conformity with regutations prcsmbui
. by the school district ﬂovunmﬂ bourd." '

Purchase of Merchandise

Requisitions must be stibmitted for prior ap-

proval of purchases of merchandise or services.
Purchase orders must be issued for purchases
pprovcd by the student council. *Thus, a student
body is not obligated. to pay for an _expenditure
ordered’ by a teacher, student, or other person who
has not first received a.written purchase order from
the » person responsible.  These orders must  be
prenumbered and printed in multiple copies for the
following uscs: '

.

spell out details regarding installation. mainte- l. Copy tor yendor
nance, quality, quantity, commission ratdés. and 2. Capy for attachment to invoice
types of food and drink: In addition. the-contract ¢ 3. Copy for numerical file (include any voxdcd

must give the student, body the Yight to audit the
records of the vending machine company.

Controls. A’ adequgte  system of inventory
control must be established. Muachines must con-
tain scaled. counters, where feasible, as mintmum

N

orders)
4.Copy for person initiating request
5. Copy for alphabetical file{by vendor)

Other nresters to be kept in mind when mer-
chandise is puruhasud are the following:

~

Aruitoxt provided by Eic:
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1. Payment must be made only after ev1dence of
recelpt\of the merchandise. -

. or other accep] le documentation.

3. Disburseménts

& \-bered checks.

/Two signatures must be requlred on checks_
48933 “for.

(See Education Code Sectlon
approvals requlred‘*)‘ .

P,rohlblted Expenditures ; ) -

Certam expendltures that are prohlbnted are‘ fhe
followmg '

1, Equlpment supp’hes, forms, and postage tor
+ curricular or classroom use or for district

..

business 3 ‘
.2. Repairs and malntehance of . district-owned
equipment
3. Salaries or supplies whxch are the responsibil-
ity of the district _
4. Articles for the personal use of  district
employees TR e
5.C Gifts, loans, credit, or the purchase of accom-
" modations:for district employees or others
6. Contributions to fund-raising drives for chari-
table organlzatxons
yd .
Contracts

uestions arise when a’student
enters into a - contract. The

Serious legal 4
body. organizatio
principal question
organization composed Of minors is a competént
party. Another question
liability of an adult who becomes involved in the
,negotlatlons leading to the contract: The law
governing contracts is complex and difficult to
administer. 1t is suggested, therefore, that careful
and prudent consideration be given to every
transaction when the monetary obligation may be
beyond the financial ability of the organization to
pay. The county counsel must approve all con-
tracts as to form. a

The following recommendations are offered in
addition to and not. in place of existing policies,
rules, and regulatlons covering the disbursement of
funds:

1. The recommendation of a school official and
the approval of the business imanager must be
required for all contracts. When the contract
expenditure is to exceed an established dollar
amount, the approval of the school district
governing board:- must be required.

377660

st be made with prenum-

is whether -a student body‘

Expendltures must be supported by invoices ~

-

concerns the _personal

<

- student body - or

f .

2. Availapility of funds must be ascertained, and

sufflcxent furnids must be encumbered to guar—
it€e gayment. ~ .

ruetion contracts must be entered mto
by the school district governmg board.

4. Co\ltr‘gcts extending:beyond the. fiscal year
must generally be limited. W, necessary ™
Thowever, recommendations lLdnd 2 must be
observed first. ' :

.33

Sales.Tax _ ’ .

This secflon app-hes to. goods purchased for
resale. Under prqv1s10ns of the California Sales and
Use Tax Law, -student body organizations are
required to pay sales tax on gross sales for seﬁlmg
tangible. personal property- at retail. If goo(ﬁ are
purchased at retail and a tax is paid for thém, the
only remaining tax hablllty is for the dlfference
. between theurchase price “and the selling price. A
nization must have a seller’s
permit sepdmte ffom the: one held by the dnstrxct
office:

1

-~ ,

" Use Tax ) B -

.The use tax bmust be paid by the student bo
organization when items purchased from, a Tetaf
are used or consumed by any part of the student
body and the tax has not been paid to the reta’ler
at the. time of purch khis liability is usuafly
incurred- when goods ars ‘lrased from an out-o%:
state vendor

Petty Cash Account

‘The petty cash dccount may be establlshed ‘to
have cash available for making change or for
making immediate cash payments of comparatively
small amounts. These expenditures must have the

same documentation as do other difbursements.

.

Change Account

" A change account is normally establlshed for a
perlod of time, for a specific purpose or activity,
“and solely for the-purpose of making change. When
the purpose is completed, the account must be
returned for deposit in the bank account. Under no
circumstances may expenditures be made from this
account. '

Clearing, Account

The purpose of a clearing account/is to set
certain financial transactions apart frpm regular-
accournts to avoid distorting the gene$al financial
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Aruitoxt provided by Eic:

" its. utilization.

condition of the student body or_g‘anization.
The type of transaction to be-placed in this
special account is that which must be remitted in

the. eRact amount collected; for example, fees for |
Because this

Contracted transportatien services.
type of account is.a wash account, a balance must

not exist at the end of-the fiscal year. .

.

Inactive, Scholarskip, and Trust Accounts

’Balances of inactive accounts or accounts for
graduated classes must be transferred to the general

-surplus of the student body - fund on proper

authorization unless a specific provision is madé in
view of future plans approved by the d(lmm—

: lStl‘dthﬂ .

. .- a

e Equipment for Student Body' '

Organization Activities

The ter}n equipment here refers to all physical
property jof a permanent nature other ‘than land
and- bulldmos that has the characteristic of mov-
“ability and is not consumed wholly or partially in
Examples @f equipment ure
machigles,/_@mimre, vehicles, and furnishings that
are noUintegral parts of a building or a building

" service system. For further information see the

“~California School Accounting Manual (Sucramento:

Californig* State Depdrtment of Educmtion. 1978). .

Purchase of Equlpmem

Before equipment is purehdsed thh student
body: organization funds. the purchase must be
approved by the governing board or its désignee.

Responsibility for‘Equipment

It is recdmmended that a'student body organiza-
tion formally donate to the school district equlp—
ment. purchased with organization funds. I.Iowwer
the student body organization is not required to do

" so. Procedures to be followed in uther um. dare as

follows:

B

qu‘pment j()rmallv donated. The school dis-

~tyict governing board, at its discretion, formally

ccepts the gift from the student body organiza-

obtdi in insurance coverage. ! s

quupment not donated. Tho student bo(ly

reandzation is responsible for ‘purchased equip-,

nent, including repair, upkeep. and adequate

iksurance. In this 51tuatlon the student body.
. !

-hon. The school district must set up appropriate '
©Acs untmg records llldllltdln the eqlupment and

orgdlpzdtlon must also (1) setséup approprlate
accounts for fixed assets in the student orgamza-
tion’s aceountlng *system; () malntdm an inven-
tory :eeord"fqr each item 4ot equipment; and (3)
take a pifysitcal 1nventory/ of all equipment at the

end of each school ye'dr to determine, that all
eq*ulpment owned by the organization 15[:131d
Equipment Used for Income ' 4

The student body organization must be respon-
sible for and mjust pay for all costs—such as those
for repair, maintenance, upkeep, and in3urance—
that are incurred thrrough the use of equipment by
the organization. Such costs paid by the school

_district must be reimbursed by tltg organization.

Insurance for Student Body Organizations

“The responslbmf‘y for seeidg that the student
body organization receives adequate insurance ro-
tection rests with the governing board. This respon-
sibility may be delegated -to. the prmmpal The
district business-office should assist in determmmg
and obtaining essential types of insurance. All of
the following types of insurance may be included
in the district’s coverage if it i§ beneficial to (the
student body oréamzatlon

1. Fire insurance covering phizsical property
belonging tb the organization. It may be
possible for .the student body organization to
secure fire jnsurance separately from -the
district’s policy; however. the cost will be
mor¢ .\rcdsondble if the organization’s equip-
ment is included in the district’s policy.

. Theft insurance covering the funds and physi-
cal assets of tlze organization. Theft insurance
sliould be included in t‘le district’s all-risk

. policy and extended coverage policy. The

district may negotiate special limits in its -

policy for the student organization. Because ‘
the organization will be handling smaller»
amounts of mpney " than will the district,
lower limits of covérage will "be adequate.

‘Also, special higher limits may be included for

actiyities- whén larger - amounts of cash are

19

N involved. such as book sales or athletic evepts.

3. Worker’s compensation covering ofganization
employees. Worker’s compensa should be
paid by the district, and a Dl‘Ol‘dth share of
the student body employces’ cost should be
charged to the organization.

4. Fidelity bonding protec ting the organizatiog

against ‘losses perpetrated by employees or

-

17
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\members Fidelity bondihg should be in-
cluded in the district’s pollcy S

5.'Lzabzlzty insurance, protectmg thé orgamva-
. tion. The orgamzatlon may find it impossible*
- or, at best, very expensive to purchase sepa-
rate liability insurance. The district’s liability
policy should be written to include- the
district’S‘name as insured, plus the statement
“...and student body organizations under
the _)UI‘lSdlCthl’l of the governLng ard.”
- I\

In' all cases the cost of the 1n51ganc§ ¥‘br adding
orgamzatlon coverage to the district’ s’pollc1es must

be’ aestamated ‘and the amounts paid to the dlStl’lCt v

tom orgamzatlon funds

Audits of Student Body Orgapization Accounts

The school district governing board is respon-
sible for thes'aud ting of the accounts of student
body orgamzatlons The board must provide for a
continuing audit throuﬁh its own internal audit
program and must, accordlng;to Education Code
~ Section 41020, provide for an annual audit by a

certifie“d;public accountant or a public accountant

.licensed by the State Boa&dv,& Accountancy.
Auditing is a_very 1mportant\ part ofgood business -
procedures for a student body otganization. The
audit must inclode a study of) financial procedures
controls, and conformance to law as we_ll as
ver1f1cat on of accounts. The most impprtant func-

trpn of ithe audit is to assist the admlms?ratlon so "

that better procedures and controls may ‘be estab-
lished to enable the-student bb@}f“orgamzatlon-to
operate mote effeativel , :

The extent to Whlé{h internal "auditing is per.-_ ,
formed by Histrict employees,depends.primarily on °
the nature of the student body organization and on

.

the size of the district. When the activities of the =

“orgamzatlon are quite complex “and widely scat-
tered,. the use of internal auditors or independent
auditors is almost indispensable. .

Educatiorh, Code Section 41020 states in part
that “the cost of the audit provided for. by a
governing board shall be paid from district funds.”

Costs of both integral and -independent auditing
can be reﬁ;ﬂ by Xopting uniform accounting,
practices | ughout ‘the district and by con-
tinually improving :internal lsc}o'q&trol, accounting
practices, organization, and th internal audit

program. ¢

L
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Part Il
Accountmg System for Student Body

e '

Part II of this publrcatron contains (1) dq&&d

tions of important accountrng terms and meth
of’accountrng, (2).an explanatron of the chart of

accounts, including a sample chart of accounts; antl -

(3) guidelines for the«rnternal_control of accountlng

" hald ' 3 } ! »

Terms Used in Accountrng _
Important terms  that are commonly used in

accounting are the following: =~

“!

¥ .

Orgamzatlon Funds

Debit: The left stde of .a double entry postmg
The debit increases assets and expendrtures and
reduces liabilities, income, and fund balance:.

Journal: Any accounting record in wiich’ flnaﬁ.‘

' cial transactrons are formally recordéd for the first °

Accounting: The art of. recordlng, classrfymg, o

and summarizing financial transactions in mone-

tary units for the purpose of disclosing the results

of those transactions. L ‘ .
Accounting’ cycle: The series of procedures
required to process ‘financial transactions through-
out a fiscal period. ‘The procedurey are listed in
‘chronological order as follows: K

WRe rding transac ions in oké.,of ‘original
ety (journals) - - . : ’
2. Postrng to ledger accounts , - '

3.

-agreement with their

account

Making adjustments:;.

- debts and inventory

SWPreparlng financial, statemean——Wluch are for-
mal -statements reflectmg accurately the
results of business operations and the finan-
ci¥ position of the-enterprise

7, 6. Closrng the books

" Book of original entry: A book that contains a
record, of transactions in y chronological order,
names-the accounts to be’ débited and credited to
record each transactipn, and states the debit and
credit amounts. The recording function is com-

pletéd by posting the debits and credits shown
in the journalto theA

controlling ledgeY

4,

Taking a trial balance of the ,},eneral ledger
and seeing that the subsidiary records are in*

\gous accounts in the ledgers..

. time.

leferent kinds of Journals are, defn‘led as
follows: . / . —

‘\
General ]ournal A journal used primarily for
penrng, adjusting, accrual, and closing entries; "
that is,” for those transactions of a less routine

and frequent nature - - .
Cash. disbursements journal A special Journal
. used for “recording all cash drsburs,errrents 2.

Cash receipts journal: A’special journal used for

“ recording all ¢ash reoerpt\s

for eXample for bad

" are described as follows:

Credit: The right si@ei of a double-entry posting.

The credit reduces assets and expenditures and
increases liabilities, income, and fund balance.
’ o

Combination_ journal: A.journal. reflectrng both
cash recerpts and cash drsbursement transactions

Ledger The final book .of reeo;d in busingss
‘transactions in which all debits and credits from -
the journal are posted. to approprrate accounts.
Each part of every double entry in the Journal'
flows into an account at spme point. in. the ledger
The general ledger aaounts for all the agsets,
liabilities, and elements of equrty of aj enterprise,
including revenucs and expenses. “Fhe_subsidiary.
ledger merely tnlarges on a general ledger account;
_that is, it provides supporting detail to a general *
ledger account. -

Methods of Accounting

© Accounting systems can handle revenuégfqnd
expenditures on a cash basis or on an accrual basi¥
These systems can also use centralized or decen- -
tralized accounting. These methods ‘of accountrng

v

o .
Cash busis: - Method of accounting in- which
income and expenditures are recorded only when
caslf is actually received or disbursed.
. Accrual basis: Method of, accounting in whrch .
1mome is recorded when earlted even though not
] . .



' collected and expenditures are recorded/whe‘n rt,he .

K - Al
| | \ \
. v ) N

mcurred but not yet paid.
sh basis (modified atcrual basis):
Method of accounting.that contbines the concapts

" of cash-basis accountmg with those of accrual

.accounting.
Centralized accounang’ Method of aocountmg _

. internal control

." - ary . controls,
= _'_'professronal help and supervision, rediuces the cost

D

#in which- the financial - transactions of a student

'

jn which the. f1nancml transactions of a Student

-body . orgamzatlon ‘are handled at a location other

‘than at an 1nd1v1dual school. The advocates of
centrallzed accounting contghd that" i s much

“more  efficient than, decentrallzed accofinting in -

that\.pentralrzed accountmg produces standardizeds
sficcounting-. and reportmgv 1mproVes‘the elements of”
permits the--ufe  of mathme-’
accounting equipment, provides 1mproved budget-
allows for the utilization of ‘more

of the external audit, and permlts the pooled
1nvestment of student body moneys.
Decentralzzed accounting: Method™f accountmg

- body orgariization are handled- at the school level.

Y

iy

3

"The advocates of this method- of”accounting’.
contend that the: accounting function at the school
level 4is of educational value, that tentralization
-does not respond fast enough to the needs of the
student body, that the communications for cen-
hallzed accounting are too cumbersgme, and that

in the final analysis the most important fiénction in .

, accounting is that of cash collection, wluch maust
be .performed at the school levql .

Chart of Accounts

A chart of accounts is a listing of d(:counts that+,
is systematically arranged and is dppllcdble to a
specific éoncern. All account names and numbers,
if any, are listed in ordey (The numbers showx}
dre merely suggested ). (f

' Current Assets o L .

=S
’

Current assets are-those assets that are avalldble -

or can be made readily available to meet the cost
of operations or pay current llabllltles These assets
are cgtegorized as follows: :

lO/ Petty cash: A sum of money set aside for
the purpose of makirg change pr imme-
diate payments of.small amounts for which
reimbursement is subsequently made.

102 Cash in bank, checking: Deposits and dis-

' bursements of* cash necessary to meet.
-current demands. .

-

103 Cash in &a‘rl:V savmgs Funds dep051ted fo
. earn,interes ™ -
- 104 Cash collections awaiting deposit: Recelpts
", which have not yet been dep051ted in a
\
bank account.
105

’ ma’kmg fhdnge dvallable for daily activities.
106 Accounts receivable: “Amounts due from
* but not received.

: lO7:_Prepa1d expensgs:

7

rﬁ‘ade in advance ‘of - the receipt and utl,llza-
. t10n of . services.” Prepaid insurarice pre- -
. miums are” 1llustrat1ve That portion of the -
~advance - for céverage, ~
ed'to~

* “ premiumh paid in
beyond the current flSCJl year is cha
prepaid expenses. Justmentsp,
account in the fsucceeding flsC'_.-
‘apportion the premium over
cosered . :
Investments: Securities,

108
deposit, savings bonds o. fd

fe 10(9 Inventory: V ;
"~ including Bogkes Gt
like. - Ny o i
© 110 Other currbht assefs e ”g
- to.meet the COSt’.;
current llab111t1e§
Frxed Assets .

\ ,

¢

Fixed assets are asgetsV
having contmumﬂ alu

_ follows: " e

K 112 Burldmgs

111 Land a e

3 Equlpment N .

Current Llabllmes
Current llabllltleS are amounts due and payable

‘.fo‘r goods and serwcés The . amounts should be

'

| ,:'20

_payable w1thm a relatively short period of time,"
.usually for no longer_ than a year and are cate- ;

porized as follows:

201 Accounts payable Unpald balkhc%s or in-
o ices that are due, and payable '

202 gages payable Salanes or wages that are
due and payable to all-employees

Federal 1ncome tax pdyable oo

State income tax payable '

Social Seturity tax payable 1 ,
Héalth and welfare payable . .. -
Unemployment insurance payable’ S '

203
- 204
205
206
207

i} 2t . ;.

..

l \

- 13,

Change actount:; A sutn of cash held for.“

various sourceéés including amour),ts billed -

Amounts of payments’




£,

[
)-.

208 Worker’s compenSation' insurance payable
209 -Salés and use tax payable: Taxes collected

£y

"B’ust Accounts

on sale of ‘supplies and tickets and’ taxes
due on tax-free purchases as from tout—of—

_state vendors

oL ) “(

“Trust accounts are sums of magpey held by the

“student < body, organlzatlon "as
_~accounts are categorlzed as follows . g

trustee._ These

210 Scholarshif- accounts: Collections and dlS'

O

220 Class’ mceourfts

0 Club accaunts:

bursements of fundsdonated spemf}cally
" for scholarshrp awards_ - B

CoHectlons
- bursements of funds for class activities

ments of funds for club activities

~ «

0 Other trust accounts

Other Liabilities

R f ¥

Other llablhtles 1ncurred by Jhe st@ent body
" organization are categorized as fbllows

270 Deferred

"incoae: Income that is not
credited to the current perlod but is set up
to be recorded as income in subsequent

periods

280 Clearing: Recording. the collectlon and dis-

bursement of funds not pertlnent to stu-
deht body operations R

290 Fund balance (reserve, surplus): Excess of

Income

assets over liabilities"

'

P

Student body organlzatlons receive income from

. many sources.
. .
follows:

301

1302

310
© concessions,

320

These sources are categorlzed as™

>

Student body fees: Receipts from* students
for  membership ‘in the general’ student
body organization . »

Store sales: Receipts from sales of supplies,

student store

Athletic events: Recelpt from adm1ss1o\1s,
league aggeements, tourna-
ment fees, and California Interscholastic
Federation insurance and/or fees, all of
which may be separated into requlred
subaccounts

Publications: Receipts from advertlsmg,
subscriptions, or photographs in the school
annual or school newspaper

-~

“and d1s7

‘Collections and d1sbursé\

* 330

341

.

R

345

390

Expenditures

Expenditures

-

Social activities: Receipts from dances,
parties, the senior play, motion picturgs,
talent shows "and the like. promoted or
sponsored by student organlzatlons '
Vending machines: Receipfs from commis:
sions or rebates from salesfhrough vending -
machines owned or leased by the s‘tudent

_bady organization

Inferest earned: Interest earnmgs on in-

g vestments or on savings accounts in banks .

or savings and loan associations
Donjtions: Gifts to” the “student - body

- organizition from personsror orga'nlzatlor{s,.r:
. Special events Recejpts from: special pro—»

ductions such as plays, art exHhibits, handi- _

“craft displays, and=thg like ' : ;

Printing: KReceipts : l‘from studenL body'

*organization prlntlng serV1ces rendered to .

others -
Other: Reeeipts from miscellaneous items
such as salvage drives, insurance rebates
gown.rental profits, and sq forth, which
may. be recorded as mlscellaneous if the
total is relatively small

,

of . student body organization

funds are categorized as follows:*

@&

_candy, and other merchandlse sold in the

[N

Ve

401

402

403
o

407

410

420

430

" 441

21

Store purchases: Net cost of merchandise
to be sold through the student store

Store “wages: Salaries or wages paid to
persons hired to-help in the operation of
the student store . '
Store supplies: Cost of 'statlonery and
supplies necessary to carry out sales and

‘other functions of student.store operation

Cost of sales: A summayy of accounts 401

402, and 403

Athletic events: Expenﬂrtures for such-
items as athletic supplies, payments to
officials, league- dues, programs, 1nsurance
awards, and the like, th,ch may be broken
down into necessary ' subaccounts as
required

School newspaper: Cost of printing and
distributing the studenthqspaper or other -
school publications’

Social activities: Expenses requlred for the
production and promotion of various
dances, banquets, or events, including
tickets, programs,® awards, entertainment,
and the like '

Vending machines: R_ental fee or cost’ of



*

%

9 supplles that are dlspensed through vendmg
machines-
Student body orgamzatlon ‘(ASB) wages:

442
" Salaries and wages paid to student body

organization employees other than those"

working in the student store

~ Student body orgamzatlon (ASB) supplles
‘Office: supplies for the daily operation of

"water bills paid by student body
> organization .

" 445 Printing: Paper, if%, and other supplies..
tused in student body organization printing;
lamounts paid to ‘outside firms for prmtmg

490 Other: Miscellaneous genefat expenses
chargeable to the student body - ‘organiza-
“tion but nof readily allocated to a spemflc

the

g student body organization affairs category
> 444 Utilities: Gas electrlclty, telephone, and )
» ‘ =T, - . Sample _Chart of Accoun‘ts" PR
. v, - . . W . .. 1 s
s "Current Assets o - " Other Acwunts ' .
10 ‘l’etty cash . . 290 Fund balance—reserve surplus (excess
102 Cash in bank, checking of‘assets over liabilities)
103 Cash in gank, savings . .
104 Cash collections awaiting: deposns Income 4 . "
105 Change fund 301 ‘Student body fees
’ , 106 Accounts receivable 302 Store sales
- 106.1 Commercial organizations 310 Athletic evgnts
106.2 School districts , 310.1 Admissions
106.3 Student body members 310.2 Concessions
. 106.4 Other *310.3 Agreements
107 Prepaid expenses 3104 Tournaments
108 Investments (certificates of deposit, 310.5° €alifornia Interscholastic
savings bonds, and the like). X Federation: -
109 Inventory (stdtlonery, supplies, books 320 Publications
. candy, and so forth) ., 330 Social activities
110 Other current assets 341 Vending machines
* 342 Interest earned
‘ Fixed Assets 343 Donations -
111 Land : 344 Special events (in drama, art, and so forth)
112 Buildings . 345 - Printing .
113 Equipment 390 Other
Current Liabilities Expenditures
201" Accounts payable 401 Store purchases

- 201.1 Commercial orgdm?dtlons
+ . " 201.2°School districts
201.3 -Student body members
202 Wages payable ‘
203 Federal income tax payable
» 204 State income tax payable
. 205 Social Security tax payable

Trust Accounts
- 210 Scholarship accounts L
210.1 . ' -
* 220 Class accounts :
220.1 »
' 230 Club accounts
’ o 1 230.1
260 Other trust accounts

402
403
407
410

420
430
441
442
443

Store wages
Store supplies
Cost of sales (summary account) ’
Athletic events
-410.1 Officials '
410.2 Supervision
410.3 Scouting
410.4 Awards
410.5 Dues and entry fees
410.6 Banquets .
410.7 Filming

School newspaper

Social activities

Vending machines

Associated student body wages
Associated student body supplies

. - 444 Utilities
Other Liabilities 445 Printing’ 3
. 270. Deferred income g 490 Other ¥
N 280 Clearing & .

S 22

.
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Guidelines for Internal Control of Accouiiting

To safeguard and“:to preserve assets. p‘rotec'i“«
- again

improper fund disbursements, and offer
assdrance that unauthorized obligations cannot be
incurred, it is necessary to subject the accounting
system of a student body organizatidn to internal
control. In general, internal congrol of accounting

refers- to well-planned.bookkeeping and accounting -

records, the proper supervision of fiscal activities.
and the segregation of duties. .

In any system of internal contro] of accounting.
personnel . involved must be segregated by their

_functions into (1) those who initiate or authorize'™ .

transactions; (2) those who execute the trans-
actions; and (3) those who have the responsibility
for the item resylting from the transaction, _—
From the brief discussjon of internal control. it
becomes readily apparent that few student body-
financial entitigs are able to operate under an ideal
internal control structure. (Therefore, it seems
bent upon managementNyhich is responsible
for “internal control. to develop techniques to

offsetvany weakness.

One such device is the periodic internal control
audit. This audit may be conducted:by members of

w.\the school district staff or by an outside auditing

»

RIC

firm, the results being reported to top-level school
district management. -

A California State Depurtmént of Finance draft

presents information on audits of student body
funds: ‘

* 'Student Body Fund \;-

Student bo(i“y funds may be used to conduct activities
on behalf ot? the students with approval of school

authorities and not in conflict with the authority and -

_ responsibility of the public school officials.

A frequent uud'Qt difﬁcult)ﬁfstudcnt body organiza-
tion accounting is weak internal controls, Expanded
audit procedures may be necessary to compensate for
the control weakness. Otherwise the
accountant may have to modify his/her opinion regard-

. ing the student body organization’s financial statements.

In this event, the independent accountant should pro-
vide management with management improvement

independent

- A}
’ rcao{nmcr'ldutions to upgrade the student body organiza-
tion's internal ?x_ltrols. X
Audit Procedures Yes No

9. Are the student body financiab trans-,
actions accurately recorded in the finan-
dial records-of the student body? =

-

lustrative audit test:

A. Review the stydent body dccounting refords and

. system for adequacy of internal control (Chapter 1V)
and conformity with generally accepted accounting
principles.

B. Read the ?ﬁnutcs of the mectings and note matters
pertairiing to the audit. '

C. Determine that the governing

* established and adopted. rules and “regulations by
which the studernt body is governed. .

selected basis to verify‘ student body: fund &sscts,
liabjlities, revenues, expenditures. and equity. .

E. Determine that the activities were approved by the
student body governing bpard and were directed to
the interests of the student body and related clubs
and organizations. o .

F. Account for student body cards, admission tickets, or
other “items that have a -fixed price. Reconcile the
recorded receipts with the value of items issued.

_Determine that where several activities are conducted,

receipts are credited to the proper account. Check for

the conmmingling of funds. 2

If the student body operates a cafcteria, anteen,

book store, or vcnd}pg machigies. verfy income and

expenditures by appropriate means. Test quantities,
pricing, extensions, and footings of ending inventory

of merchandise and supplies. S

I. Verify that loans to students from loan funds were
made in accordance with the trust and controlled to
insure repay ment: ’

J. Determine that trust funds (ic.. funds set aside for
scholarships, club activities, cluss@:étivitics, and other
student-related activities) will not be used to finance
general student body activities.

K. Determine if there is a definite statement of policy
which permits a clear distinction of revenue and
expenditures between student body and district funds
and if this policy is beingadhered to.”

L. Determine that-student funds are not used for paying
expenses due properly chirgeable to the district.'

3

legtandards and Procedures for Audits of California Local
Educational Agencjes: Fxposure Draft.” Sucramento: California

. .State Department of {inance, Fiscal Management Audit._s', 1978, pp.)

16062 :

- '

9q

bourd»éf the distrigt has®

. Apply the account balance . audit procedures on a ‘

<.
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: Guidelines for Internal Control of Acc‘omlting*
S ., ‘ RN | L
Cash Recelpts R e : A e - ¢

1. Re@rds must. be maintained of all reggipt boéks and other numbered forms used, in
acknowledging the receipt of cash.

2. All copjes of voided receipts must be-retained. S

3. Issuance of-receipt books, listing sheets, and subreceipt books to individuals ang

activitics must be properly recorded. .
4. Cash turned in by individuals and activities must be identified with the numbergd

A

- récelpts acknowledging initial receipt of the moneys. N

5. All cash receipts must be recorded promptly when received.
6..Checks held for deposit, must be endorsed w1th the bank Lndorsumnt stamp at the
. time they arc received. . .
7. Details as to the number of 1tuns reu.lpted ang tlu, unit price per 1t@m must he,
_included in the receipt.” -
* 8. Cash deposits must be made promptly and shull be intact.
. Personal checks must not be cashed from associated student body funds. .
I 0. Cash receipts from student fund-raising activities must be turned in promptly.
11. Commissions from vending machine sales must be collected promptly- when due.
12. Funds collected from vending machines must be accompanied by inventory
depletion.
1 3.-The cash over/short account must be propc.rly used, and the controls 1mpos<.d by the
school district must bc. observgd

Cash Dlsbursements .

1. Cash balances must be reconciled with bank balances monthly, and d(.tdllCd items
listed on bank statements must be recorded onthe books.
2. Voided checks must be retained and must have the signature spau. “cut off.
3.-Expenditures must be approved by the student council and the proper three
persons: the adviser together with student and board representatives.
4, Cash expenditures must be supportcd by a vendor’s invoice and a notation ll]dlCdtlll“
receipt of materials gr services and any authenticated purchase orders.
5. Disbursements by check must 'abc. properly signed and must be in agreement with the
., information recorded in the journal. . '
6. Authorized expenditures for which no dmbursement has been made . must be -
reviewed periodically for current status.
7. Disbursements from petty cash must be properly supported by vouchers or recelpts
8. Distribution of cash expenditures must be correctly charged to the proper accounts.
. r .
Sales and Activities . ' ! ‘ s
. Revenuce-producing uctiviti&s\ must be in accordance with those approved by the
school district. : _
2. Adequate .control must bc excrcised by supervisory personnel over student
fund—ralsmg activities to ensure that such activities are in keeping with the intent of
the program.
3. Control of associated student body card sales must be maintained, mcludmg the
nurnber of cards issued and the beginning and ending number of the cards sold.
- 4. Prenumbered stationery must not be printed in the school printing department. .
- 5. All activities must be approved by the school principal or his“or her designated
representative and must be endorsed by the student council.

*The guidcline's may also be used as an audit cheek. ” Continued.
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. 6. All records of sales such as receipt books and register tapes must be reconciled to the
’ cashier’s receipt for moneys received. ~ ) :
7. Student store’inventories must b reviewed periodically to detetmine propriety as to

PR character and quantities. -

~

8. Student store profit and loss st ement$ must be reviewed periodically.
9. All tillings by the student body must be collected within a reasonable time.
10: Complete minutesf the student council meetings must be prepared on a timely
basis. They must properly reflect approval of sales and activities. <
‘ ' ) Ty,
. ks . . ; s
. 1. Items of purchase must be in accordance with the intentions of the student prografn
*. " and must be reflected in the associated student body minutes. ) ,
5. Associated %tudent body moneys must be spent to enhance, the welfare of the
. general student body, not a particular group. - . S .

- 3. Approved purchase orders, whether voided or not, must, be maintained numerically
" ina file. » : ’ . '
4-All contractual Gbligations must be properly authorized and kept within the
. established limits. T - T ' ) .

5. The purchase of equipment must be recorded in the equipment account to afford
Lé control and inventory. . : '
. Proper :controls must exercised to prdvent expenditures in excess of funds’
available to any particular activity. .
7. Timely payments must be made on all purchases on account.

Purchases . . ’ -

Finan,cial\Statemen'ts )

1. Monthly reports of financial transactions of various trust and'club accounts must be
prepared and must be submitted to the school principal and other appropriate
officials and students. . _ s : a .

2. Periodic financial statements of budgeted and actual revenues and expenditures must
be prepared and must be submitted to appropriate management. | - : -

3. An annual budget must be adopted by the student governing body- ; :

4. A formgl balance sheet must be prepared at least at year’s end." _ _

5. The funds and annual financial report of the stgdent organization must be audited

annually by an independent auditor.

"

~ ~
,

Reconciliations

Bank accounts must be reconciled monthly. . -

.

o -

25
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Cash .Disbursements’

1. Are cash balances reconclled with bank balances monthly, and are detarled
items listed on,bank statements recorded on the books? ..

2. Are voided checks retained? ' .

3. Are expenditures approved by the student council and the proper three
persons: the adviser together w1th student and overning board representa-
tives? . ' ~

4, Are cash expenditures supported by a vendor’s invoice, a notation
indicating receipt of materials or services, and authenticated purchase
orders if required? . :

5. Are disbursements by check properly signed, and- are they in agreement
with the information recorded in the journal? . d

6. Are authorized expenditures for which no disbursement has been made
reviewed for current status?

7. Are disbursements' from petty cash properly supported by vouchers or

" receipts?

8.1s the- dlstrxbutlon of cash expenditures bemg correctly charged to the-
proper accounts"

2

Sales and Activities - . L.

1. Are revenue-producing act1v1t1es in dccordance with those approved by | the
school district?

2. Is adequate control exerclsed by superv1sory personnel over student
fund-raising activities to ensure that such act1v1t1es are in keeping w1th the
intent of the program? '

3. Is control of associated student body card sales maintained, 1nc1ud1ng the

. number of cards issued and the beginning and ending numbers of the cards
sold? ’ -

Continued.

Vo l 19
3
Date of audit ‘. . Ngmc of schpein J ) Person auditing
. . Questionnair_e on Internal Control of Aecounting
-7 ’ ’ : T ¢
* Cash Receipts - oL . ’ ) Afe/s No
1. Are records maintained of all.receipt books and otller numbered forms..
- T used in acknowledging the receipt 'of cash? - N — —
2. Are all copies 6& voided receipts retained? " : -
3. Are issdances of tecelpt books listing sheets_ dnd subrece1pt books to , o~
_ individuals and actrv1t1es properly regefrded and controlled" Yo e
4. 1s cash turned in by individ¢ats. and act1v1t1es 1\dent-rf1ed with the .
numbered rgeeipts acknowledging initial ~rece1pt of the moneys? fe —
. 5. Are.all cash receipts recorded-promptly when received? - ' - 2
w 6. Are detflls as to the number of items recerpted and the unit pr1ce per item '
iricluded in the receipt? . = —
) 7. Are cash deposits made promptly, and are they intact? [ -
) ,QF 8. Are personal checks prohibited if caslled from associated student body
« funds? —_—
9. Are cash receipts from student fund- raising dctlvrtles turried.in promptly? .
10. Are commissions from vending maclune sales received prompt when
due? —_—
. 11. Is the cash over/short account properly used, and are the con mposed
"~ by the school d1str1ct observed? - - _—




- ) o - . :
20 . . ."? - W9 . “)
: P - ., o ’ ‘ . )
4. Is prenumbered stationery printed by an outside firm? S .
5. Argall activities properly approved by the school principalsor a designated
. representative, dnd are they.endorsed by the student council? .
6. Are all records of sales such as receipt books and register tapes reconciled
to the cashier’s receipt for moneys received?
I~ 7. Are student store inventories rqyie’w'ed periodically to determine propriety
e _ . as to character and quantities? \ . .
. . 8. Arg the profit £gnd loss Statements for the student store ‘reviewed
SN ' .periodically? " . ‘
- ( 9. Are all billings by the student body collected within a reasonable time? _
‘ 10. Are complete minutes of the student council meetings prepared on a
X timely basis? Do the ‘minutes properly reflect approval of sale and
activities?, . - : _
. . l, . N S
Purchases R :
1. Are items of purchase in accordance with the intentions of the student .
: ' program, and are they, reﬂ?t?ci\in the minutes? . .
_ , 2. Are associated studeht body moneys. spent to enhance the.welfare of the
- ' general student body and not a particular group”?
3. Are approved purchase orders, whether voided or not," maintained
numerically in a file? . "
4. Are contractual obligations properly authorized, and are they kept within
. “ established limits? - . : .
. § Is the purchase 6f equipment prqperly recorded in the equipment account
to afford control and inventory? )
6..Are proper controls exercised to,prevent expenditures in excess of funds
, ~ available for a partictilar activity? ;
co ' 7. Are timely paymients made on all purchases on account?
. e Finangcial Statements _ :
1. Ar¢ _monthly reports of finanei:'g_rtransacti.ons of various trust and club
. . accounts prepared and submitted to the school principal and other
_ appropriate officials and students? L . ®
2. Are pggriodi.é’\'financial statements of budgeted and actual revenues and
. expenditupés prepared and submitted to appropriate management? |
" 3. Isan annfial budget adopted by the student governing body?
- 4. Is a formal balance sheet ?)_rcpared at,least at the end of the year? .
. 5. Are the funds and annual financial report Of the student organization
7 . audited annually by an independent auditor?
' / Reconciliations - .
Are bank accounts reconciled monthly?
R ” ‘4
4
N ° %
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" APPENDIXES

A.Journals ~

General Journal ) S

- Cash\Raeeip Journal v
Sources of Journal EntriJ
Journal Entries

Cash Disbursements Journal

. Sources of Journal Entries

Journal Entfies

B. Ledger Accounts ‘
i
C. End-of-Month Working Papers =

. D.Financial Stateménts

E. Bank Reconciliations

N
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‘ - Appendix A

G?NERAL JOURNAL
- Post . Ak
Date Account title and e)'(‘p‘l‘anation ref. Debit " f Credit
19 | . g
Sept. 1 [ Petty cash 101 25.00
v Cash in bank, checking . 102 3,025.00
Cash in bank, savings -+ | 103 1,000.00
S Acgpunts receivable 106.3 250.00 |
~ Stores inventory ' 109 1,500:00
Equipment 113 - 450.00 ,
Scholarship - fund v g2l 200.00
Class of 1980 s 220.1 100.00
Class of 1981 220.2 600.00
Class of 1982 2203 | 100.00
Lettermien’s Club 12301 350.00
_| Latin Club 230.2 '150.00
| Glee Club 2303 700.00
\ | Girls’ League - 230.4 | 200.00
Fund balance" 290 '3,850.00
To open-a€counts as of Sept. 1,19
‘Sept. 30 | Accounts receivable — co'mrrllercia'l | 106.1 30000 {.
Athletics — agreements 13101 | - ' 300.00
To record share of admission sales
at football game‘ of Sept. 29, 19__ |
| Sept. 30 | Store purchases ” . 401 750.00 .
. Accounts payable — commercial 201.1 750.00
To.record unpaid invoices as of - -
Sept. 30,19 |
Sept. 30 | Student store.— cost of sales 407, 905.00 | -
‘Store purchases , 401- : 905.00
To close store-purchases account o
Sept. 30 | Stores inventory . . 109 185.00 .
Student store — cosf ‘of sales 407 ' 185.00
) To ad]ust stores inventory to .. '
T physical count as of Sept. 30, 19—

]

‘22

v 29
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CASH RECEIPTS JOURNAL

Sources of Jourhal Entries |

Sub Reéeipts - - Master Receipts Bank Deposit
= I No. 101 | | |
/- No.473 \l\| =| GleeClub  $15.00 | | Bank
Glee Club . . C X.XX
Acct. 230.3 XX XX
. XXX
_ , —+ X.XX
s . No. 102 XX XX
No.390 |{ [} = | Studentbody fees . | — \ - XX.XX
$30.00 o BXX
Student body fees _ T XXX
T 10" ~ No. 103 ~ XXXX
X Student store sales | |
‘ No. 221 = | - K
SR . $13050.00 ., $1,095.00
Student store sales | Acct. 204 -
SRR - 302

- . -

- -

‘Journal Entries

¥

Cash Rccé?pls Journal
- » . Debit | Credit . A -
Rec. :
Date Description noget  Cash 301 302 303 304 305.1 Other | Acct no.
9-2 Glee Club 101 15.00 ] . .| 15.00 230.3
—_ 9-2 Student body fees 102 30.00 A30.00° .
.92 Student store saless 7]7 103 .| 1,050.00 1 1.000.00 50.00 204
. -
>
. r -
3
Total 1,095.00 1 .000.0(}7 30.00 * | -65.00

. 30,
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'CASH DISBURSEMENTS JOURNAL
. . - @ ‘
> o \‘ B 4 . k;
Sources of Journal Entries DU ;o 2
; ' I ) 'il— ":’ ‘ ,
\ ] . A T i - 8 .
Purchase o S s T ¥ Check
Request - | pyrchase o7 ‘ '
’ Order Receiving | %  « ° '
, Slip Invoice: [~ - I
~|*. . | Checks —'f)-——‘*——
g ’ © ' |'Request 4 :
ch 7 A
: ? ’ e k: .
y _/"'j:l 1@ g '
‘ '\“: - -Al o -
- a 3
> \
- . ‘o
] ’ L
f
Journal Entries X :
. : s N
. : ¢ -
.. ) Cash Disbursements Journal .
£ N .. \., ! -
o Debit . Credit .
» : Check . : '
& Date - Description no. Cash 401 402 403 404 410.1 Other | Acctnos| -
9.2 | HarmonyMusicCo. | 731 § 5000 |+ . | ) ' x| 5000 |, 2303
9-3 Stationers Corp. - 732 135.00 | 130.00 . 5.00 S—-\ S
9.5 Howard Smith 733 15.00 ’ 15.00
9.6 Sports Shops, Inc. | 734 25.00. | 25.00 -
9-6 Ray Johnson 735 15.00 . . | 21 15.00 .
9.7 | Jack Jones 1 736 L5900 'Y " ‘ , " 15.00 |. .
- .- - | 4500 "
7 : .
‘. .
Total - ' 255.00 | 155.00 ©5.00 | - ' 50.00
v v
”

Q . ‘ A

ERIC | | - L

Aruitoxt provided by Eic:



Appendix B

Ledger Accounts

Cash in Bank, Checking

- \ : 102
, Date ' Reference B Amount debit Amount credit . Balance
&9-1 JE. * 3,025.00 | 3,025.00
9-30 C.R.1 1,095.00 | ' 4,120.00
9-30 .CD. 1 255.00 3_,865.00
. ) - | L
Store Inventory S
0 109
Date | Reference Amount debit | Amount credit | " Balance
9-1 JE. 1,500.00 ©1,500.00
9-30 JE. - 185.00 1}3685.00‘
' Accounts Payable ,
_ 'Commercial Organizations : _
VA : 201.1
Date | Reference “ Amount debit “Amount credit Balance’
930 | JE. 750.00- 750.00 cr
- Vel
: - Glee Club ~
ce o 230.3
Date Reference Amount debit “Amount credit™ Balance
9-1 JE. “ 700.00 70000 cr
930 | CR.1 I | 15.00 715 Boyer
9-30 CD. 1 ' - 5000 \f\ oo 665.00\(.\[

25
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Student Store Sales '

_ ' " \ 302

Date | Refetence Am®unt debit Amount credit Balance,
930 | CR.1, 1,000.00. | 1,000.00 cr

Athletic Agreements .

| | d s 310.1

Date | Reference ~ Amount debit.. Amount credit Balance
. , , * .
0 1930 ¢«| JE.- - 300.00 - - 300.00 cr

. ) g, A
Store Purchases . \

/ g 401

- Date rR,efeience - |. Amount debit | . Amount\crédit b Balance
' 9-30 CD.1. * 155200 - / ‘ g - 155.00
' 19-30 - JE. ‘ .750.00 : - o) . 905.00
9-30 JE. . ) - 905.00 , 0-

Student Store — Cost of Sales '

S - 407

" Date . Reference | . Amount debit Amount credit Balance
930 | JE. 90500 | = 905.00

9-30 J.E.j - 185.00 720.00 -
9 N -
X N—
. *
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Aruitoxt provided by Eic:
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% ‘ Ve
fect _ ! T R Studend stareg
Ao L/a ssification Trial Balance #La_kémmﬁs_ | goerdifrons .
v : or. Cr. or. Cr. O Cr.
Wior| | Petty cash oo F
A o2l N sk sn bank, chectng| | | Dlalélsloo] |
J/OJ Cash in bank, Savings 70l0\0}00
" Ms|s | Aeets. rec.— commererl @) | Boldoo|
3§/06)3 L Rectd. rec.— members 2\5l0lod
s§/09| || Stores inpentory v lsloaoo ol | lrisidoo
N3 Egaoment 1 Msldoo ' ‘ C
sl 20| 7 | Acets. pay. —commercral 8] | |7sploo
N0y | Soles and wseTax payable lstdoo 1|
102/0) 1 § Schotorshp Fund 1 izloiojoo -
N W220)/ § crass of 1980, |old oo E
124220\ 2 | aes of 198/ dddoo| - \
1302201 3 | (Yass of /982 - /lololao -
W1230|/ | Lettermens Club PLsp|oo
s 30| 2 | Latie Club *[n1810l00
6{23| 3| Glee Club A & doo
v\Zzal 4 | Gir/s’ League o|doo
150 29, Find batance wJuly 2 3s15]d 00
190307] || Studlent store sales v|doloo /0qdd
201303 'Sfaa’epf .éoa_’y fees \Floleo
al 30| 1 | orsete - agreements N A | |Sloplod )
S 2801 Srore purchases 1/1sls100 8] | Fisidoo ||cc) | |Flasiee
1§ %3 Srore Japplres Is]oo oo |-
wh |/ | Athtene offrcials f wisloo
25 ' L 71219\5l00 Fla[oo .
268907] A Stuclenl sfore - coSl of sales 11 lee) | [Folsieo o)) | |/i815]20 7Rpeloo
2 ’ ' /wpoloo Rl g0
L | Nel “/ncome "( 12|715100
2 D|oplo|oo /1ololo)¢
o8 raf account's réceped /
3 D reCor oeegan# ooypd 1A \
32 Q)75 odjust srores 1nverpry "

. Appendix C
h] .

L'}

— End-of-Month ‘Working |

o

~

Assocrated Sbudent Body Fund llorking Fopers

For Yhe 1.:”)‘79 of Sepfemnber, 79— . |

34
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XYZ School District
Vending Machine Control Sheet &

o ' ForMonthof . _..,/19__ .
’ Line 1  Physical inventory at beginning of month (units: pencils, cans.bottles, and so on) = units *
»” | - :
\ . * ’
2 Purchases during month:
. Invoice number Date * Price Units purchased '
™

' L - / . = P i units
) . _ . y —~—— !

-
LoN

Line 2 Total inventory available for sale: = e __units
Line 3 Less physical inventory at end of month = —__units
Line 4 - Total sales for month = units
Line § o Amount to be deposited with bookkeeper =3 .
' (number of units sold times unit price of )
J - . ' Income for Month
1] . .
Receipt number Datc’ ’ Amonnt Receipt numnber " Date Amount
L}
o @
)
Line 6 ' Income from sales -~ =3
’ _ . Rebate income for month +§
- Total income for month . =3
_ . ' - \
: If lines § and 6 do not uagree, please explain. - : v
o : . N
- ~
- . , . -
If line 6 is more than line 5, amount over =
‘ ’
If line 6 is less than line 5, amount less =
Signed ’
School - ) .

(Please make a copy for the school bookkeeper.)

2

P .86 ¢
FRIC- -

Aruitoxt provided by Eic:
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. Appendi X D
Fmanclal Statements
Associated Student Body
Balance Sheet
e ..~ September 30,19 ___
. ((:\/2 . -
o Assets .
‘Current Assets '
Cash in Bank, checking” $3,865.00
Cash in Bank, savings ' ~1,000.00
Petty cash : 25.00
Total, cash . , - $4,890.00
Accounts receivable — commercial _ ; 300.0
"Accounts receivable — student members , 250.
Stores inventory o 1,685.00
Total current assets <
Fixed Assets , _
Equipment ' ' 450.00
Total fixed assets - o
Total Assets *
‘ Liabilities and Capital
" Current Liabi | -
g;counts pa able — commercial S : -~ 750.00
es and use tax payable _ | 50.00

Total current liabilities

Trust Accounis\;/ N ' I

$

8

7,125.00

450.00

7,575.00

< .

v

Capital
Fund balance 9-1 : ) . 3,850.00 -
 Year to date net gain . 560.00

Fund balance 9-30 ' : , : . 4,410.00

Total liabilitie§ and capital $7,575.00
“ S Statement of Cash A vailable - :

Total cash : ‘ ' 4,890.00.

Less: Trust accounts N - 2,365.00
Purchase orders outstanding 1,200.00 3,565.00

Total cash available, Sept. 30 | ' 1 $1,325.00



A
A
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. 30 N
| Associated Student Body \
Statement of Income and Expenditures
July 1,19 to Sept. 30,19___
. : * Percentage
Student storé sales ‘ | | $1,000.00 100.0
Less cost of sales 1
Beginning inventory 9-1 't,500.00
Purchases _ 905.00
| ~ ' - 2,405.00
Less ending inventory 9-30 1,685.00 .
Cost of sales o 72000 720
Gross profit | ‘ . 28000  .280
Student store expense: : S
. SuppklieS ~ - 5.00 L
Student store net gain 275.00 27.5 .
ASB general activity . . ‘
Income | 330.00
Expense ‘ 45.00 285.00 &
Total net gain : N $560.00 ) |
e By ’ * ifi}‘i;;'. PR
{\:' $
~ |
\/ o f
~e \
i
:.‘E:rl e )
"'.."L»"‘d'é? - <
%.A(& R L enad -
i S 4 ¥
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Student Body Account — XYZ Senior High School
Statement of Student Club Trust Accounts
July 1,19 _ to June 30, 19
I:‘.\-pc;xdilurcs >
X Balance Income gnd - ’ and Balance
Student club trust accounts July 1, 19_ transfers in ~ransfers out June 30, 19__
: Scholaréhip aceounts: ‘ . 3 $ § - $
Slater Memorial Fund : ) 105.00 ™ 79.43 25.57
Class accounts:
" Class of 1977 . 1,465.57 - " 1,465.57 ’ -0-
- Class of 1978 . ‘ 4,004.24 17,175.93 20,898.85 281.3
Class of 1979 . 913.29 - 6,825.24 © 4,143.84 . 3,594.69
Class of 1980° N 1,461.32 4,320.05 » 2,932.93 2,848.44
Class of 1981 500.00 378.40 ' 204.95 673.45(
Accounts under control of ASB: - '
Hallcase Improvement Fund ' 3,300.00 -0- 3,196.92 o 103.08
Marquee Sign Fund 2,800.00 -0- 2,800.00 . -0-
Vail Memorial Fund - 2,500.00 -0- 2,500.00 -0-°
Vail Improvement Fund ' 2,500.00 - 13,852.34 16,352.34 - -0-
-Production Account 1,674.23 2.88 1,390.42 *= 286.69
Senior Prdm Account 4,342.58 142.46 1,985.04 2,500.00
Club accounts: - ' ' ,
Adelphians | 61.07 - 0- T 0 61.07
Armenian Club 21.50 106.00 34.84 92.66
Acero Modeling Club . 14,00, -0- 14.00 -0-
_ - American Ficld Service 26.19 - . 987 % 170.00 (45.07)
. Art Design Club -~ 19.90 96.95 35.00 71.85
~  Asians Come Together T 65:76 280.93 179.61 167.08
Black Student Union  ~ - 454,16 1,195.57 1,455.75 193.98
Chess Club : 7.49 32.00 -0- 39.49
Coin and Stamp Club 5.95 -, 332 © 927 -0- -
Conservation Club 34.14 8.95 45.00 (1.91)
Drama Club . 124.49 80.00 90.00 114.49
Excel -0- 47.40 . 47.40 -0-
Fishing€lub . ' . 2915 2.00 . 3LIS -0-
Folk Dance . 20.20 ) -0- , 20.20 . -0-
French Club .. . i al5.86) . 70.0 ) 50.00 : 14.14
Future Business Leaders of America 55.92 62.50 45.00 173.42
-~ GermanClub . - s 29.42 52.88 - _ 55.00 - 27.30
Gy mnastigs Club .- 159.79 35847 ., © . 27921 239.05
“Interact €lub ? , 92.96 532.80 " 550.47 75.29
Key Club T 35.51 ™\ 1,337.43 . 1,337.73 : 35.21
Cal-Neva-Key 279.19 Y 30.00 256.73. __52.46
Balance carried forward - - $27,187.16 $47,093.24 $62,656.65 $11.,623.75
" , . )
. 39
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Name of report: Student Body Financial Statement ; o '

- . - P © : &

Recommended frequency of report:, "Monthly or quarterly "

Description of report: This report presents  the - financial position ul'@lll studerit bddy

‘ organizations in the district on the date of thegeport. W
' 9 .

Suggcsll‘d uses: . J b : N o
By: Governing boaid members’ind the commuuity ’ o ‘
Purpose: To inform the governing board membery ands the comfhunity of the

N financial position !t the student body organizations” for which the ’
board is responsible AL W/ .
R + E'; N B
This report ‘is also -appropriate for the business manager and/or ~
«controller for monitoring the financial activities ot the student body .
organizations. \ ‘ s 7 -
v ' . , ¥
. P . »
“ sSample School District . . L
. -..Studént Body Financial Statement: AN T
R : Combined Student Bodies oo -
As of March 31,19 L N
. , ‘ ; N
,‘ y
Junior " ,
Ass¢ls ’ Ntigh school . High school Aduly scehool
. Cash in bank . S 4050310 0 0 . § 805958 S 0,19394
Cash in savings and loan 9.007.81 ' 3681404 8.389.10 %
Inventory S - 3.964.91 A
7, Chatge fund « . ' 50.00 .
Accounts receivable | 1.710.00 - g
Total, asscts $14,774.12 - $49.738.53 ”"WJ"' SM»,(>33.04
¥ -_— . -_— e N ',____
Current liabjlities L . 3
Trust account balances ' 3934.65 © g
Sales tax ligbility 4,669%06
T - . - N ca?\ P
Total, liabilities - 8§ 393465 S 4,669.06
. Surplus o - ,
Balance (7/1/_) 10,843.66 31.050.02 '11,025.30
Adjustments: o . ‘
] ASB activity 178657 °7 < (3.304.48) (1:061.32)
, Student clubs 2.143.89 X o 15.888.25
’ * Student store L 2.23009 =
, - Lt - K
Adjusted balance (3/31/_.) $14.774.12 $45.803.88 $:9,963.98
Total, liabilitics flﬂd’surplus ol SI4.774.012 §49.738.5§ ' T $14!633.
. a \ . .
~3
~ =
. . .

ERIC ~ S

Aruitoxt provided by Eic:
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Name of reports o Stﬁeut Body Budget Report .

c o ) . [

‘Recommended frequency of report: ~ Monthly or gquarterly
. . . ., o

o , . 7 . : .
- Description of report: This report shows thcxcur&ent year budget, actual amounts received or I
. expended to date, arid revised estimates of receipts and expenditures
for the entire year. Separate reports afe prepared for each school with a

R . .student body association.
Suggested uses: . - ' Y B
" By: Governing board members and the community '
Purpose: ~To inform the governing board members, the community, and the
administration of current year operatiofs
. . -
. . o This report is,also appropriate for use by the-$uperintendent and the
o R T cabinet as well as the business manager and/on controller. This report is T
: also, useful to site managers in modifying activities if .financial - 'ﬁ"’
B . circumstances change. L/ '
S - : Sample School [}strict , -~ ’
L » ' : (_  XYZ High School
. , : Budget Report for Quarter Ending ~ 4 L
; " March 31.19.___ L N de
_ Income - '
. 2o ) Budget © Metual Revised
Account title v amount - amount i estimate
o~ Basketball : $ 2.25Q.00 $ 3,028.55 $ 3,029.0
Basketball tournament ' -1,200.00 - . 983.73 .- . 1.468.0
" Cap and gown: rentdl . 2,500.00 : _ 781.00 2,500.00
Cash over " . ) . 25.00" ©25.00
Coke sales ) ) : 7.000.00 ~ 4 . ; 6183.75 : 7.000.00
. " Dance performances 500.00 f% ’ -0- : . 500.00
' Drama - 500.00 - ~ '-0- S 500.00
Football - 14,000.00 16,994.13 ' 16,994.00
Journalism . ' 250.00 -0- 250.00
Major fund-raising activities 5.000.00 -0- ‘ -0-
Men“)ershlp cards 5.000.00 4,404.50 4,500.00
“Miscellaneous  * 1.500.00 . 2,697.86 ' 3,000.00
Miscellaneous, transportation : 150.00 ¢ 60.00 ] 150.00
Music Department—Vocal Vs 500.00 : -0- -0-
Outside organization testing 300.00 565.00 565.00
Social activities . o 2,000.00 2.353.85 . ©2,354.00
Speech and Debate Socicty . 4,750.00 3,218.80 - 3,50000
Studeént storé , ©2,850.00 . 243798 2,650.00
Swimming 100.00 . . .-0- -0-
Water polo 100.00 N 82.25 . 82.00
Yearbooks A . . 13.000.00 10,460.00 13,000.00
Total, income . ) 56_3{50.90 ‘ /;54,276.40 . $62,067.00
. . .

T——
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Account title

Assembly program
Awards A

aseball
Basketball
Basketball tournament
Cap and gown rental
Coke sales

Drama .

Dues.and fees—miscellaneo
Football

. Girls’ basketball

Girls' softball .

Girls’ volleyball

Golf

Miscellaneous

Publicity

Rally Committee -
Social activities

Speech and Debate Socicty
Student store
Swimming
Tennis

Track

Water polo
Yearbooks

Total, expense

D

: *

a

us,*

e

“

~Sample School District .

. XYZ High School
Budget Report for Quarter' Ending |
March 31, 19___

Expense .
Budget Actual
amount amount
$ 500.00 $ 345.00
2,500.00 1,294.97
1,560.00 1,155.42
2,475.00 2,087.77
1,000.00 1,450.39 -
2,500.00 { -0-
5,000.00 5,179.18
400.00 | 27.00
800.00 566.64
9,000.00 9.137.02
550.00 1,013.69
425.00 240.00
750.00 260.00 -
515.00 242.39
1,500.00 1,696.07
300.00 307.98
600.00 799.82
1,500.00 - 2,147.95
4,650.00 3,182.12
2,750.00 1,731.78
545.00 560.50
580.00 561.57
1,225.00 212.00
830.00 797.21
«12,500.00 2,805.14
$54,955.00 ' $37.801.61

42

. Revised
estimate

$  345.00
2,500.00
2,000.00
2,088.00
1,450.00
2,500.00
-5,500.00
400.00
800.00
. 9.137.00
1,014.00

775.00,
490.00
515.00
2,500.00
350.00
1,000.00
2448.00
3.400.00
2,500.00
561.00

N

D7

580.00 _

1,225.00
798.00
12,500.00

$57,076.00

+¥



Name of report: Student Body Monthly Trial Balance

Recommendgd frequency of ;}ort: :Monthly

Description of report: This report presents month-end balances of each account and the detail
’ of all activity during the month in each account. The final page
included in this report represents a sample detail page. A separate page '
—_— . is provided for each account. These pages show all the receipts,
' disbursements, and journal vouchers written during the month.

Suggested uses:

By: - ite managers
y: | | Site ge | n
Purpose: To inform principals, student body adw;s:t?ﬁnd student body officers
N " of the financial status of student body acedunts :
’ S
" This report is also appropriate for use by the business manager and/or
controller. :
Sample School District
Student Body Monthly Trial Balance
XYZ High School . ' » >
March 31, 19__ ‘
. Account title . . Debit Credit
Cash in bank, student-body funds . $12,865.23
® Cash in bank, trust accounts 9,620.58 -
Cash in bank, savings : 5,000.00
Change funds , : 140.00
Accounts receivable 897.05
Inventory supplies 5,239.44
Equipment - 1,467.91
Accounts payable’ ' ) - : §  249]
Prior-year expense : - S 717.22 e _ '
Prior-year income ‘ B 327.80
"Reserve for equipment o _ : '1,467.91
Working capital net U . 11,785.31
Cap and gown rental income ) . - 1,688.50
Coke sales income 6,428.95
Student store sales , 2,544.49
Yearbook sales | \ 11,811.75
" Basketball income e 2,372.55
Cross-country income ' . 6.25
Football income / S 16,994.13
Membership card sales . i 4,404 .50
Swim income . . ' 586.50
Water polo income ' 82.25
Miscellanous income 475.97
Awards expense 1,43106 o
Coke purchases - 5,051.08
Student store purchases : 1,775.88
Yearbook expense , 2,805.14
Baseball expense 1,645.42
Basketball expense : : 2,182.27 .
- Cross-country expense ] . 219.13 N\
Football expense 9,137.02 \
Publicity expense . 365.34
Swimming expense S 560.50
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"Account title
Tennis expense -
Track expense
- Water polo expense
Miscellaneous expense

California Scholarship Federation Club

Class of 1979
Class of 1980
Drill Team Club
Exchange student

" Forensic Club
Key Club

- Lettergirls’ €lub
Lettermen’s Club

\ - Music Club (vocal)

Pep Club

Total - .

g

Debit’
561.57
262.00
797.21
213.01

$63,854.06

Credit

43.00
211.82
140.47

39.74

4493
297.35
748.83
815.57.
128.97
342.17

39.44

$63.854.06



-

Appendix E SN ,

Bank Reconclllatlons*
- 7

XYZ School District
Bank Reconciliation
o _ for the Monthof __- .
v .
Balance, per ledger (10/1/_) . TP $°928.73
Plusreceipts . . . .. .. ... ..o oL e e e e e e e e 512.70 .
Less expenditures . . . . . .. ... ... ... ... P (1.211.68) -
Balance, per 16dg51;(10/3,1-/_) e e e e e e A 229.75
Plus outstanding checks .¢ ’ : ’ ., . '
4283 37.47 -
4299 1,055.00 ” ,
4300 T18.02 L L e 1,110.49
Less deposit in transit . . . . . . e e e e e e (265.70)
" Balance, per bank statement (10/31/_) . .. .. 7. Lo 0. A $1,074.54

*Bank statcmcnls‘should be reconciled as soon as they are received from the bank. Bank charges and credits to be oharged or credited to the

books should be entered prior to reconciliation. ,
3
J
o L)
A |
’ A
1
.
<
- 3
P
77-204 03-0966 300 6-79 .10M
P .
= 37
. . ‘
0 45
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Other ‘Publications Available from' the Department of Education -

Accounting Procedures for Student Orgamzanons is one of approximately 400 pubhcatrohs that are
.available from the California State Department of Education. Some of the more recent publrcatrons or
those most widely used are the following: ’ L

Administration of the School District Budget (1975) (includes 1977 supplement) $ L.75

| Administration of the School District Risk Management Program (1977) : 2.50°
An Assessment of the Writing Performance of California High School Seniors (197 7) ¥ ] 295
- Attendance and Enrollment Accounting and Reporting (1977) . 2.80 .
- " Bibliography of Instructional Materials for the Teaching of French (1977 ) < 1.50

‘Bibiipgraphy of lnstructronal Materials for the Teachrng of Portuguese (1976) o .85

-Bicycle Rules of the Road i in California (1977) e .. Ls0

- Galifornia Guide to Parent Participation in Driver Education (1978) : ' 3.15

.California Guide to Traffic Safety Education (1976) Co ) 3.50

California Master Plan for Special Education (1974) v ) . 1 001;

California Private School Directory, 1978 - , -5.00

California Public School Directory, 1979 i - ST . 11.00

California Public Schools Selected Statistics,. 1976-77 (l978) = 1.00

California School Accounting Manual (1978) ! v 1.65

California School Effectiveness Study (1977) . .85

California School Energy Concepts (1978) .85°

California School Lighting Design and Evaluation (1978) . ‘ .85

. California Teachers Salaries and Salary Schedules, 1977-78 (1978) : 10.00

Computers for Learning (1977)" ' i 1.25

Discussion Guide for the California Schoql Improvement Program (1978) 1.50*%

District Master Plan for School lmprovement (1978) ’ 1.50* -

Drstrrct ‘Paid Insurance Programs in California School Districts, 1977-78 (1978) . . 2.50

English Language Framework for California Public Schools (1976) © 1.50

Establishing School Site Councils: The California School Improvement Program (1977) \t N 1.50*% |

Genetic Conditions: A Resource Book and Instructional Guide (1971) - 1.30

Guidance Sgrvices in Adult Education (1979) & . 2.25

Guide for Multicultural Education: Content and Context (1977) , 1,25

Guide for Ongoing Planning (1977) : o : “1.1Q

Handbook for Assessing an Elementary School Program (1978)* . ) 1.50*

Handbook for Assessing a Secondary School Program (1979) ] 1.50*

_{> . Handbook for Reportrnﬁnd Usmg Test Results (1976) L. . © 8.50

Handbook ofi Adult Ediication in ‘California (1979) : : "2.50

A Handbook Regarding the Privacy and Disclosure of Pupil Records (1978) .85

. Health Instruction Framework for California Public Schools (1978) . . 1.35

Hospitality Occupatrons Curriculum Guide (1977) - 3.00

Liability lnsurance in California Public Schools (1978) ' - 2.00

Needs Assessment in Adult Education Programs (1978) . ’ . 1.75

Physical Education for Children, Ages Four Through Nine (1978) . 2.50

Planning Handbook (1978) o 1.50*f

Publicizing Adult Education Programs (1978) ) - 2.00

Report of the Ad Hoc Committee on Integrated Educational Programs (1978) : 2.60

Science Framework for California Public Schools (1978) . 1.65,

Site Management (1 '977) 1.50

Social Sciences Education Framework for California Public Schools (1975) . : 1.10

State Guidelines for School Athletic Programs (1978) 2.20°

Students’ Rights and Responsrbrlrtres Handbook (1978) R 1.50%

Orders should be directed to:

Cahforma State Department of Educatron
P.O. Box 271 g i Y . €
Sacramento CA 95802 o ,

Remrttance or purchase order must accompany order. Purchase- orders without checks are accepted only
from government agencies in California. Sales tax should be added to all orders from California purchasers.

A complete list of publications available from the Department may be obtained by writing to the address
listed above.

. -~
1 Also available in Spanish, at the price indicated.
*Developed for implementation of AB 65. - :

’
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