FCMAT Recommended AR 3452 – Student Activity Funds
FCMAT Example AR 3452[footnoteRef:1] — Student Activity Funds [1:  This recommended AR 3452 uses portions of various districts’ student activity funds administrative regulations from their websites and adds information FCMAT considers important to a robust student activity funds administrative regulation.] 

Introduction
The following student body accounting information is designed to help school administrators, credentialed advisors, and clerical personnel ensure compliance with legal requirements, school district policies, and good business practices. The basic responsibility for the successful financial operation of a student body organization rests with the principal/school administrator. Associated student body activities provide an excellent opportunity for students to learn the fundamentals of good business practices and sound fiscal procedures. Those responsible for student body organizations need to fully understand the proper handling of associated student body funds.
The funds of student organizations must be accounted for at the same level as all other funds of the school district in accordance with generally accepted accounting procedures. All expenditures should be made in accordance with an established system that includes sound internal control procedures and sound accounting practices, and should conform to the policies and administrative regulations of the governing board.
Operation of Student Body Organizations
Any group of students may organize a student body association within the public schools, with the approval and 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 authorities, and not in conflict with the authority and responsibility of the school officials. Any student body organization may be granted the use of school premises and properties without charge, subject to such regulations as may be established by the governing board of the school district (Education Code 48930).
Approval of School District Governing Board
The governing board of any school district or any county office of education may authorize any student or adult entity or organization to sell food on school premises, subject to policies and regulations of the State Board of Education, and provisions of California statute. The State Board of Education develops regulations for the sale of food by any pupil or adult entity or organization, or any combination thereof. These laws and regulations are designed to ensure optimum participation in a school district’s or a county office of education’s nonprofit food service programs and take into account all programs approved by the governing board of any school district or any county office of education. The laws and regulations are effective on the first of the month after they are adopted by the State Board of Education (Education Code 48931).
Personnel Responsibility for Student Body Activities
Governing Board
The governing board adopts the rules, regulations, and general operating policies necessary to ensure the proper supervision and control of the student body organization’s activities. The governing board is especially concerned with sound internal controls, proper administration, financial control, and oversight of ASB activities and transactions. Administration and oversight responsibility should be delegated to those who recognize and employ good business methods and understand the importance of maintaining proper accounting records and procedures.
Assistant Superintendent of Business or Chief Business Official
The assistant superintendent of business or chief business official (CBO) is the general supervisor over all the activities of a student body organization and is a consultant in financial matters of all student body organizations. This individual reviews the general financial structure of the organization and the financial control procedures prescribed. All unresolved ASB questions regarding allowable or prohibited transactions, fundraisers, expenditures, activities, and other items should be resolved by the CBO or designee(s) in the district’s business office.
Accounting Technician
The accounting technician reviews the student body accounts, including budgets, financial statements, and minutes, and periodically audits the student body accounts to ensure conformance to prescribed procedures.
Principal/School Administrator
The principal/school administrator is directly responsible, with veto power, for student body financial activities and their conformance to established district board policies, administrative regulations, student body bylaws, and other district-approved procedures. The principal/school administrator shall assume responsibility for following district board policies, administrative regulations, ASB constitution and bylaws, and district-approved ASB manuals, handbooks, lists of allowable and prohibited activities and transactions, and procedures implemented by the district’s business office to provide adequate internal controls and sound business practices.
ASB Advisor
The principal/school administrator shall appoint a certificated employee at the school to supervise the activities of the associated student body organization and work directly with the student council and student activities director. The ASB advisor shall assume responsibility for following district board policies, administrative regulations, ASB constitution and bylaws, and district-approved ASB manuals, handbooks, lists of allowable and prohibited activities and transactions, and procedures implemented by the district’s business office to provide adequate internal controls and sound business practices.
Club Advisors
Each club advisor for a student body club and trust account shall be a certificated employee of the school and shall assume responsibility for following district board policies, administrative regulations, club constitution and bylaws, and district-approved ASB manuals, handbooks, lists of allowable and prohibited activities and transactions, and procedures implemented by the district’s business office to provide adequate internal controls and sound business practices.
Student Body Bookkeeper
The bookkeeper is responsible to the principal/school administrator at the school, or to the assistant superintendent of business or CBO, for maintaining proper financial records in accordance with established procedures. The bookkeeper shall assume responsibility for following district board policies, administrative regulations, ASB constitution and bylaws, and district-approved ASB manuals, handbooks, lists of allowable and prohibited activities and transactions, and procedures implemented by the district’s business office to provide adequate internal controls and sound business practices.
The school district is responsible for the sound operation of an internal control system for student organization funds. The district’s annual audit is inclusive of the ASB because the district has responsibility over the internal control system for the entire district. The ASB bookkeeper is integral to the operation and internal control system; therefore, the bookkeeper is part of the staffing allocation assigned to specific school sites. The district shall support he bookkeeper and ASB operations with computers, printers, accounting software, office supplies, appropriate safe, cash boxes, tamper-evident bank bags, and other secure storage, related banking supplies, and the transport of deposits to the board-approved designated bank.
Associated Student Body Organization
The associated student body organization in each school is made up of the principal/school administrator or designee (the student body advisor), and appointed or elected student body officers. The student council, each student club, advisor, and the principal/school administrator or designee are responsible for adopting a budget, approving expenditures, and authorizing fundraising activities. All fundraising activities must be approved by the principal/school administrator. The district’s business department should develop, monitor, and improve student organization operations and internal controls as needed to promote the best possible safeguarding of student assets.
Student Council
The student council, as composed and designated by the student body constitution, is responsible for adopting a budget for the student council and ensuring all ASB clubs adopt their own individual budgets. The student council is also responsible for approving expenditures and authorizing fundraising activities for the general ASB and all ASB clubs.
General Regulations for Student Body Activities
So that student body activities may provide the highest form of practical training for students, all student body finances and operations shall be conducted using the highest standards of business ethics and sound internal controls.
General and accounting procedures for the operation of the student body will be followed as detailed in the Fiscal Crisis and Management Assistance Team (FCMAT) ASB Manual and district board policy and administrative regulations. If the district develops its own ASB manual, handbook, and list of allowable and prohibited ASB activities and transactions (district ASB manual), if there is a difference between the district ASB manual and the FCMAT ASB Manual, the district ASB manual shall prevail.
In addition, the following procedures will be followed:
Finance
The funds raised by the student body are to be spent for and by the students to promote the general welfare, morale, and educational experience of the student body. Student body funds must be used to promote and finance a program of activities beyond those normally provided by the school district and its governing board. In general, student body funds shall be expended to benefit the most students currently enrolled in the school where the ASB or club is located, and who have contributed to the accumulation of such funds.
Timely Deposits and ASB Safe
All funds collected by the student body will be receipted and deposited in the bank in a prompt and timely manner, preferably within two days of receipt, but at least weekly. Any monies that are not immediately deposited shall be secured in a fireproof safe.
Commingled Funds
Individual teachers, advisors, or clubs are not authorized to maintain separate bank accounts for student activities. District funds or funds from school-connected organizations other than student body are not to be commingled with student body accounts. Only properly organized and approved clubs, class groups, and scholarship accounts may operate under the student body organization.
District Intra-ASB Account
If the business office determines that a district account is necessary to facilitate transactions between the ASB and the district, a “Due to/from District” account may be established as a clearing account. Those monies, as well as any other monies that are district funds, should be sent in a timely manner and with appropriate supporting documentation to the district’s business office accounting technician for deposit into district accounts.
Student Council Meetings
Student council meetings shall be held regularly, according to the student body constitution and bylaws, to provide for student approval of all activities, expenditures, and fundraisers.
Positive Account Balance
Each club and trust account must have a positive balance in its account at all times.
Inactive Clubs/Accounts
The balance of any inactive club or trust account must be transferred to the general reserve of the student body fund unless before it became inactive the students of the inactive club approved a transfer of their balance to another club or class group, or the bylaws of the inactive club contain provisions for what to do with funds upon inactivity. An inactive account is one that has had no activity generated by student body action for 18 months.
Funds in Excess of Carryover Amount
If student body accounts accumulate excess funds beyond the allowable carryover amount, a spending plan should be developed to use those funds in the next school year. The purpose of student body funds is to provide programs for the students, who fundraised the monies. Unless funds are being accumulated for an approved multiyear project, no student body funds should be accumulated in excess of a year. Students should spend the funds in the same year in which those funds were raised to ensure the students who raised the funds benefit.
Check Criteria
All checks must be prenumbered, require two signatures, and be written only after the proper procedures have been followed. All checks, receipt books, tickets, and other such items, are to be properly secured at all times.
Sources of Income
All money-making activities for school student bodies are to be reflected in the minutes of the student council meetings. All events must be approved by the principal/school administrator or designee and must include approval by the student representative and advisor. No teacher, staff member, advisor, coach, student, or group of students may take it upon themselves to initiate a fundraising activity without seeking the aforementioned approvals. The receipt of any donations of money or materials must be approved by the student council or ASB club or class group and noted in the minutes.

