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SECTION 1: GENERAL INFORMATION 
 

 
 
 
INTRODUCTION 
 
This Ac�vity Funds Manual has been prepared to provide general informa�on to campus principals, 
ac�vity account sponsors, and student club officers about managing ac�vity accounts. The procedures 
set forth in this Ac�vity Funds Manual provide both administra�ve and accoun�ng controls to safeguard 
assets and ensure reliability of financial records. By adhering to these internal controls, persons 
responsible for Ac�vity Funds can help prevent the misappropria�on of funds, viola�ons of federal, state 
and local regula�ons, and acts of fraud or negligence. Addi�onal informa�on may be available within the 
District’s Board Policies, Fiscal Procedures Manual, or other resources. 
 
BUSINESS OFFICE MISSION STATEMENT 
 
Denver City Independent School District is commited to sound financial management through integrity, 
prudent stewardship, planning, accountability, full disclosure, and open communica�on. The purpose of 
the Business Office is to enable the District to achieve and maintain a stable, long-term financial 
condi�on, to provide guidelines for the day-to-day planning and opera�ons of the District’s financial 
affairs, and to communicate the District’s financial prac�ces with stakeholders. 
 
RESPONSIBILITY FOR ACTIVITY FUNDS 
 
The Principal at each campus is personally responsible for the proper collec�on, disbursement and 
control of all ac�vity funds at the school. All DCISD employees are required to follow the rules prescribed 
in this manual. Failure to follow the rules is cause for disciplinary ac�on. This responsibility includes:  
 

1. Providing for the safekeeping of monies.  
2. Proper accoun�ng and administra�on of transac�ons. 
3. Approval of expenditure of funds in compliance with Board Policy (CFD Local and CAA Local)  
     and District guidelines as outlined in this manual. 
 4. Adequate training and supervision of all personnel designated by the principal to administer  
     ac�vity funds. 
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WHAT ARE ACTIVITY FUNDS? 
 
Ac�vity funds are defined as funds consis�ng of resources received and held by the school as trustee to 
be expended or invested in accordance with condi�ons of the agency fund. Specifically, they are funds 
accumulated from various school-approved money-raising ac�vi�es and the receipt of student dues or 
fees, vending commissions, investment interest and dona�ons. These funds are to be used to promote 
the general welfare of the school and the educa�onal development and morale of all students. All funds 
collected by District personnel from students are defined as ac�vity funds and must be handled through 
the ac�vity funds accounts.  
 
Ac�vity funds are subject to audit and must adhere to accepted business prac�ces.  
 
There are two main categories of ac�vity funds:  
 
Campus Ac�vity Funds are funds raised locally at the school or donated to the school and include school 
office and departmental accounts. These funds must benefit the District or its students and shall be 
related to the District’s educa�onal purpose (Board Policy CFD Local). Campus ac�vity funds are 
considered by TEA to be District general funds. The expenditure of these funds must comply with State 
and Board policy and with District regula�ons.  
 
Student Ac�vity Funds are funds generated by specific student groups, not by the District or campus. 
These funds must be expended for the benefit of the students (Board Policy CFD Local). Decisions about 
the expenditure of student ac�vity funds are made by the students with the assistance of a District 
employee sponsor. These funds are accounted for as fiduciary trust funds and are not owned by the 
District. (i.e., Student Council, NHS) 
 
NEW STUDENT ACTIVITY GROUP APPROVAL PROCESS 
 
In order to establish a new club, organiza�on or group, a request should be made in wri�ng to the school 
principal. The school principal and the CFO must approve all new ac�vi�es. No mee�ngs can be 
conducted, nor money collected un�l an ac�vity receives proper approval. All ac�vi�es must have a 
faculty advisor. 
 
Campus Activity Accounts  
 
Campus ac�vity accounts contain funds raised at a par�cular campus which are managed by the 
principal or other designated campus administrators. These funds are accounted for as Campus Funds as 
s�pulated by the Texas Educa�on Agency Financial Accountability System Resource Guide (FASRG). 
Campus accounts must be spent to promote the general welfare of the school and the educa�onal 
development of students. Principals may use these funds to supplement their budgeted district funds. 
Campus funds should not be spent to benefit any individual. Typical uses include field trip fees, awards, 
incen�ves, etc. State and District guidelines must be followed when expending monies from these 
accounts.  
 
Each campus that handles Campus and Student Ac�vity Funds has a safe available for use to safeguard 
any funds collected by the campus or the student organiza�on and deposited with the campus secretary.  
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The Sponsor, Coach, or Secretary is responsible for maintaining the accoun�ng records including 
deposits, disbursements and budget transfers, assis�ng teachers/sponsors, and informing principals of 
problems and concerns. 
 
The genera�on and expenditure of campus ac�vity funds shall be held to the same standard and scru�ny 
as that of appropriated funds in Fund 199 (General Budget).  
 
Campus ac�vity accounts are not considered a savings account and therefore all efforts should be made 
to expend funds during the same school year the money is collected. Denver City ISD requires that each 
campus ac�vity account be under $5,000.00 by the end of the school year. If it is not, then a memo will 
be required explaining why the account is over $5,000.00 and how it will be spent when the new school 
year begins.  
 
The following table is provided as a tool to help Principals determine what expenditures are appropriate. 
The list is not all-inclusive but is designed to provide a basis for campus ac�vity spending. Expenditures 
must follow the District’s Staff and Student Incen�ve and Awards por�on of the Financial Procedures 
Manual. 
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Appropriate Expenditures Prohibited Expenditures 
Organiza�on or ins�tu�onal memberships. Individual’s organiza�on dues or fees (even if 

school business related). 
Educa�onal field trips, meals, and other ac�vi�es 

planned for the benefit of students. 
Reimbursement for luncheons or dinners while 

atending civic organiza�on's mee�ngs. 
Awards such as plaques, paperweights, caps, 

cer�ficates, in recogni�on of students, staff or 
District volunteers. ## 

Extravagant or high-priced awards such as 
electronics, watches or other jewelry exceeding 

$25. (Allowed at District level only) 
Student incen�ves (for student involvement) and 

rewards (for behavioral or instruc�onal 
accomplishments) needed for interven�on and 

posi�ve rewards. Payment of an individual's 
personal bills. District approved conf 

Payment of an individual's personal bills. 

District approved conference atendance and 
travel costs for employees on school business, 

subject to travel allowances as established by the 
District. 

Dona�ons or gi�s to individuals or organiza�ons.. 
This includes gi� cer�ficates, re�rement gi�s, 

holiday gi�s, and food gi�s. Gi�s of public funds 
are prohibited under Ar�cle III, Sec�on 52 of the 

Texas Cons�tu�on 
Refreshments for teacher in-service and staff 

development; an agenda must be provided for 
each mee�ng. 

Loans to employees, parents, or students for any 
reason. 

Improvement of campus and site facili�es such as 
plants, bulle�n boards, signs and flags. 

Payment of expenses of spouses or other 
nonemployees. 

Scholas�c magazines and books. Alcoholic beverages, tobacco products, controlled 
substances, firearms, and other weapons. 

Supplemental classroom instruc�onal needs and 
general office supplies. 

Replacement of an individual's property that was 
lost, stolen, or damaged on the school or 

District's premises or while being used at a school 
or District func�on. Use of funds in this manner is 

prohibited by the Texas Tort Claims Act. 
Refreshments and snacks for events where the 
school serves as host for related ac�vi�es for 

students, staff, and patrons. 

Extra compensa�on or bonuses to employees, 
whether it be in the form of cash or gi�s. 

Tickets for staff to atend school-related func�ons 
when atendance is required by the Principal. 

Meals furnished to employees which exceed the 
reasonable limita�ons based on meal 

reimbursements during overnight travel. 
Expenses and purchases related to sales of items 

or fundraising ac�vi�es. 
Meals for day travel. IRS considers this income 

that must be reported on the annual Form W-2. 
 Transfer of funds to the hospitality/faculty 

accounts. 
 Any other expenditure prohibited by federal or 

state law, TEA or Board policy. 
 
## Indicates there may be limita�ons per the “Staff and Student Incen�ves and Awards” por�on of the 
Financial Procedures Manual. 
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Student Ac�vity Funds  
 
Student Ac�vity Funds consist of money that is received and held by the District as a trustee. Individual 
student groups raise these funds, and their disbursement is controlled by that group as long as the 
decisions regarding the use of funds do not conflict with Board policy and/or legal regula�ons or 
restric�ons. Student ac�vity funds are accounted for by the District as agency funds in compliance with 
the Texas Educa�on Agency Financial Accountability System Resource Guide (FASRG).  
 
The funds may be used in any manner for the direct benefit of the students and/or faculty at the 
direc�on of the students. The expenditure of these funds shall be based on documented student ac�on 
as evidenced by club/organiza�on resolu�ons, mee�ng minutes, etc. subject to the oversight and 
approval of the campus principal as “trustee” over the funds. The money does not belong to the 
campus.  
 
Student ac�vity money shall be expended to benefit a bona fide student club that contributed to its 
accumula�on. Fundraising ac�vi�es should not be for the individual benefit of a student based on 
sales but should be equally distributed to the students holding the fundraiser.  
 
A bona fide student group is one that has been properly approved by the campus principal and consists 
of elected student officers and a faculty sponsor. Students not only par�cipate in the ac�vi�es of the 
organiza�on, but also are involved in managing and direc�ng the organiza�on’s ac�vi�es. A roster of 
newly elected officers is to be furnished to the principal and the campus secretary by October 1st of 
each school year.  
 
Clubs that do not elect officers and/or hold regular ac�vi�es for two consecu�ve school years will be 
considered inac�ve and any remaining balances will be transferred to the campus ac�vity funds account.  
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Organiza�ons that do not have a slate of approved officers will not be allowed to conduct tax free 
fundraising ac�vi�es.  
 
The Faculty Sponsor of a student ac�vity group is responsible for safeguarding and accoun�ng for all 
student ac�vity funds entrusted to him/her. It is the obliga�on of the faculty sponsor to follow the 
procedures presented in this manual. This includes maintaining detailed financial records such as the 
sponsor’s copy of prenumbered cash receipt books and sponsor’s copy of invoices, comple�ng an 
Application for Fundraiser in order to account for all fundraisers and for maintaining a posi�ve balance 
in the respec�ve account at all �mes. The faculty sponsor will sign the Acknowledgement of 
Responsibilities before undertaking the sponsorship of a student club or organiza�on. The sponsor 
should periodically compare his or her financial records to those kept by the Business Office. If there is a 
discrepancy, it should be reported immediately.  
 
Student ac�vity accounts are not considered a savings account and therefore should be spent during the 
same school year the money is collected. Denver City ISD requires that each ac�vity account be under 
$5,000.00 by the end of the school year. If it is not, then a memo will be required explaining why the 
account is over $5,000.00 and how it will be spent when the new school year begins.  
 
Funds derived from the student body as a whole shall be expended in a manner benefi�ng all students. 
The management of student ac�vity funds shall be in accordance with sound business prac�ces, 
including established budgetary and accoun�ng procedures.  
 
Minutes must be recorded of each mee�ng. At a minimum, minutes should include details of 
atendance, approval of expenditures, discussion of fundraising ac�vi�es, and approval of financial 
status. 
 

Appropriate Expenditures Prohibited Expenditures 
Supplies & materials to be used by student 

members of the group. 
Any purchases not approved by the student 

membership of the club. 
Entry fees and other expenses associated with 

compe��ons & mee�ngs. 
Any purchases other than those listed which 

benefit adult sponsors and do not benefit the 
student members. 

Travel expenses and meals consumed by the 
student members. 

student members. Replacement of an individual’s 
property that was lost, stolen, or damaged on the 
school or District’s premises or while being used 
on a school or District func�on. The Texas Tort 

Claims Act prohibits use of funds in this manner. 
Membership in related organiza�ons.  

Charitable contribu�ons and scholarships.  
Expenditures related to par�es and other 

entertainment of student members. 
 

Equipment to be used by the student members of 
the organiza�on. (purchased equipment becomes 

property of the District) 

 

Flowers for death or illness.  
Other reasonable expenditures approved by 

student membership of the group. 
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SECTION 2: CASH MANAGEMENT AND DEPOSIT INSTRUCTIONS  

 
 
 

 Cash is any form of currency, including checks, coins, and bills. 
 Each campus has a safe with only two people knowing the combina�on.  
 Ac�vity funds are the responsibility of the campus; therefore, accurate accoun�ng records must 

be kept. Such records should include spreadsheets with logs of the deposits and expenses as 
they occur, copies of the deposit slips, and/or copies of the check requisi�on or purchase order 
to support the expenses.  

 Campuses, clubs, and or organiza�ons are not to establish their own bank accounts. (Booster 
Clubs and PTA’s are separate en��es from DCISD; therefore, they must have separate accounts 
under their own taxpayer ID number.)  

 Funds collected for third party organiza�ons such as the PTA should not be counted. Rather, the 
third-party organiza�on should be present on campus to collect the funds (with campus 
permission).  

 
COLLECTION OF MONEY 
 
All money (cash or checks) collected by a campus or department should be properly recorded by using 
applicable prenumbered cash receipt records. An employee should never take money collected home. 
Money should not be kept overnight in a desk or in a file cabinet – only in a locked campus safe.  
 
When submi�ng collected funds to the secretary for deposit, the secretary should verify these funds in 
the employee’s presence. This is a prudent cash handling procedure that protects both the secretary and 
the employee.  
 
If for some reason immediate verifica�on is not possible, the funds should be locked in the 
campus/district safe or vault un�l such �me that both individuals are present for cash verifica�on. The 
employee collec�ng the funds will bear responsibility for any missing deposits or deposit shortages if 
funds are not verified in the presence of the secretary.  
 
Checks may be accepted only for the amount of the purchase. Post-dated checks should never be 
accepted. Checks without the following informa�on should not be accepted:  

Name 
Address  
Phone number 

 
**DCISD does not allow payment through cash apps (i.e., Venmo, Cash App, PayPal, etc.) 
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Deposi�ng Collected Funds  
 
When submi�ng collected funds to the secretary for deposit, the secretary should verify (recount) these 
funds in the employee’s presence. This is simply a prudent cash handling procedure that protects both 
the secretary and the employee.  
 
All deposits should be deposited within THREE (3) calendar days. Checks are considered legal tender and 
are to be treated the same as cash. 
 
 All cash or checks received should be deposited. Personal check cashing by staff members is prohibited. 
Cash collec�ons may NOT be used to purchase supplies or pay vendors. No cash purchases should be 
made – every dollar collected should be receipted and deposited to the campus secretary/bookkeeper.  
 
CHANGE FUNDS must be recorded in the accoun�ng so�ware prior to use. A requisi�on must be entered 
to pull money from an account for documenta�on purposes. 
 
Deposit Slip Description  
 
All deposit slips should include the following detail:  
 

• Purpose of the deposit (fundraiser, dona�on, fines, etc.) 
• Type of the fundraiser  
• Applicable account number/Organiza�on 

 
Returned Checks  
 
Checks returned as uncollec�ble (NSF) are returned by our bank and the CFO is no�fied. The CFO will 
contact the bookkeeper so they may contact the individual to make arrangements for res�tu�on. 
Bookkeepers will make necessary entries in the EPES so�ware to track informa�on on returned checks 
and res�tu�on payments. 
 
Cash Loss  
 
The student ac�vity fund sponsors will be held responsible for any student ac�vity funds entrusted to 
them. In the event of a cash loss/the�, no�fy both the campus principal and the Business Office 
immediately upon discovery. 
 
Donations/Gifts  
 
Dona�ons of equipment/and or educa�onal materials (including cash to purchase items) requires a 
determina�on from the CFO to determine whether the dona�on is acceptable to Denver City ISD. 
Donated equipment/and or educa�onal materials become the property of the District. District funds 
may not be donated to another en�ty; therefore, dona�ons are not allowed from the campus ac�vity 
funds.  
 
Student clubs may donate their funds to other en��es, such as Red Cross, Santa Cop, etc. The student 
group shall document the approval to donate funds on mee�ng minutes and atach the completed 
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(including handwriten signatures of current officers) Release of Student Funds should be provided in 
the minutes and atached to the Purchase Order. No computer-generated signatures will be accepted.  
 
On occasion, the District is requested to issue thank you leters for tax purposes regarding dona�ons 
made to campuses or to the District. The business office will assist in crea�ng a form to assist in receiving 
complete and correct informa�on in order to send out accurate informa�on to our donors.  
 
 

SECTION 3: FUNDRAISING ACTIVITIES 
 
Fundraising is an organized ac�vity to raise funds for an organiza�on or campus. Per District policy, all 
fundraisers must be approved by the campus principal and the CFO using the form provided in Exhibits.  
 
"Raffle" means the award of one or more prizes by chance at a single occasion among a pool or group of 
persons who have paid or promised a thing of value for a �cket that represents a chance to win a prize. 
Occupa�ons Code 2002.002(6) 
 
 Under Texas Law, campuses are not allowed to conduct raffles or bingo. A district is not a "qualified 
nonprofit organiza�on" for purposes of the Charitable Raffle Enabling Act (Occupa�ons Code 2002.001 
et seq.). Aty. Gen. Op. JM-1176 (1990) [See also Board Policy CDC - GKB]  
 
Sponsors are expected to follow the cash management procedures outlined in this manual. All required 
documenta�on should be submited electronically to the campus principal and the Business Office 
within five (5) school days of the close of the ac�vity. Sponsors who do not properly manage their 
ac�vi�es and have large monetary amounts outstanding will not be allowed to conduct subsequent 
fundraising ac�vi�es. Fundraising must be used for purpose stated on Fundraiser Request Form. 
 
 

SECTION 4: SALES TAX INFORMATION 
 
STATE SALES TAX (https://comptroller.texas.gov/taxes/publications/94-183.php) 
 
Purchases by the school for educa�onal or instruc�onal use or for administra�ve use necessary to the 
educa�onal func�on of the school are exempt from tax (office supplies, copy paper, etc.)  
 
A school must provide the vendor with a valid signed exemp�on cer�ficate when claiming state sales tax 
exempt status. To be valid, exemp�on cer�ficates do not require tax numbers. 
 
Parents, patrons, or alumni organiza�ons may not u�lize the District’s exemp�on status. Parent/teacher 
organiza�ons and booster clubs must apply for their own exemp�on.  
 
Items which become the personal property of the student (cheerleader uniforms, band t-shirts, etc., 
even though connected with a school or organiza�on) are not exempt from sales tax.  
 
The excep�on would be items, which are purchased through budgeted funds as an award to a student 
(perfect atendance and honor roll t-shirts), are not taxable.  

https://comptroller.texas.gov/taxes/publications/94-183.php
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Meals purchased by the school for athle�c teams, bands, etc. on authorized school trips are exempt 
from sales tax if the school arranges for the meals. The school must pay for the meals with a school 
purchase order or District credit card and provide the ea�ng establishment with a tax exemp�on 
cer�ficate.  
 
Organiza�ons have the op�on of:  

• Adding the tax to the items being sold.  
• Absorbing the tax in the items selling price.  

 
All sales tax collected by the organiza�on shall be remited to the Campus Office unless contractual 
agreements with a vendor s�pulate that such taxes should be remited to the vendor (school picture and 
book fair sales). *Please determine if the 3rd party will collect and pay taxes for the organiza�on. 
 
TAXABLE STATUS OF SALES 
 
School and school related organiza�ons do not need to collect sales tax on the following:  

• Non-Taxable Sales 
• Ad Sales (yearbooks, athle�c programs, newspapers, posters)  
• Admission �ckets (athle�c, dances, dance performances, drama and musical performances)  
• Admission (summer camps, clinics, workshops, project gradua�on, banquet fees, bids, prom,  
    homecoming, tournament fees, academic compe��on fees)  
• Club memberships  
• Cosmetology services (Products sold to customers are taxable)  
• Discount/Entertainment cards and books  
• Facility rentals for school groups  
• Food and drinks sold at PTA/PTO carnivals  
• Vending machine sales  
• Meals and food products, including candy and so� drinks, served in an elementary or  
    secondary school during the regular school day  
• Candy and food items sold through fundraising drives by PTA/PTO or students of the school  
    who are under eighteen years of age  
• Labor (automo�ve, upholstery classes) (parts are taxable)  
• Parking permits  
• Services (car wash, cleaning) 

 
TWO ONE-DAY TAX-FREE SALES 
 
Each school district, each campus, and each bona-fide club of each school is allowed to have two one-
day tax-free sales each calendar year. During these tax-free sales, the organiza�on may sell any taxable 
item tax-free when the price of the item is $5,000 or less. 
 
Either the date on which the items are delivered by the vendor to the school organiza�on or the day on 
which the school organiza�on delivers the items to its customers may be designated as the one-day tax-
free sale day. Anyone buying on subsequent dates owe sales tax. (Per the atached Sales and Use Tax 
Bulle�n from the Texas Comptroller).  
 
State and local sales taxes shall be imposed and collected on all sales for:  
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• Agricultural Sales Magazines (when sold individually)  
• Art (supplies and work of art musical supplies such as recorders, reeds, etc.)  
• Ar�s�c (CDs, tapes) 
• Athle�c (equipment and uniforms)  
• Athle�c programs, posters  
• Auc�on items  
• Automo�ve (parts and supplies)  
• Band (equipment, supplies, patches, badges, uniform sales or rentals)  
• Book covers  
• Books (workbooks, library) (when we are the seller)  
• Booster club materials 
 • Calculators  
• Calendars  
• Candles 13 (Taxable Sales Items Con�nued)  
• Car pain�ng, pin striping  
• Clothing (school, club, class, spirit)  
• Computer supplies, mouse pads  
• Cosmetology products sold to customers  
• Cups (glass, plas�c, paper)  
• Decals  
• Directories (student, faculty)  
• Dra�ing supplies  
• Fees for materials when the end product becomes the possession of the student  
• Flowers  
• Fundraiser items such as handicra�s, t-shirts, candles, cups, books, and school supplies sold by a 
school-associated club during a fund-raising drive  
• Gree�ng cards  
• Handicra�s and sta�onery  
• Hygiene supplies  
• Iden�fica�on cards (when they are sold to en�re student body; does not include the fine for a lost ID)  
• Locks (sales and rentals)  
• Plants (holiday greenery and poinse�as)  
• Rentals (equipment of any kind)  
• Rings and other school jewelry  
• School pictures (school and/or group if school is the seller)  
• School publica�ons (brochures, magazines, sheet music, hymnals, etc.)  
• School store supplies (all items except food)  
• Yearbooks, directories, athle�c programs, and other student publica�ons except newspapers  
• School store (i.e. pencils, erasers, paper, etc.)  
• Sewing kits  
• Stadium seats  
• Uniforms of any kind (includes PE, dance team, drill team, cheerleaders, athle�c, club shirts)  
• Vending (pencils and other non-edible supplies when the school services the machine)  
• Woodworking/cra�s materials when kept by the student  
• Yard signs  
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SECTION 5: EXPENDITURES  
 
All expenditures from ac�vity funds should be made by purchase order or credit card. No expenditures 
should be made using un-deposited cash. Prior to the expenditure of funds, a purchase order must be 
completed and authorized by the principal.  
 
Expenditures must be made in compliance with exis�ng purchasing rules, laws, and regula�ons. Under 
no circumstances should purchases be made without proper approval. Sponsors should keep on file a 
copy of all suppor�ng documenta�on including a writen Authoriza�on to Release Student Ac�vity 
Funds, invoices, receipts, etc.  
 
Purchases should be planned in sufficient �me to allow them to be made by ac�vity fund check.  
 
If a student desires reimbursement for an item which the student has previously been paid (lost 
textbooks or library books), the student must return the original copy of the receipt indica�ng the 
payment of the fine. All refunds for students under eighteen (18) years of age for tui�on, textbooks, etc. 
should be generated on a school check payable to the student’s parent or legal guardian. 
 
Tax Exemption Certificates/Hotel Tax Exemption  
 
A school district is a poli�cal subdivision of the State of Texas and is, therefore, exempt from paying state 
sales tax. A tax exemp�on cer�fica�on should be completed and sent to a vendor who has requested a 
tax number for his/her records.  
 
A Hotel Occupancy Tax Exemp�on Cer�fica�on should be furnished to a hotel or motel when a district 
representa�ve is occupying a room overnight while on school district business. These forms may be 
obtained from the Denver City ISD Business Office.  
 
Although Denver City ISD is exempt from state sales tax, the District is responsible for local taxes. These 
taxes should be factored into payment requests for hotels. Ques�ons concerning the hotel exemp�on 
cer�ficate should be referred to the Business Office. 
 
MONTHLY RECONCILIATION/GENERAL LEDGER REPORTS 
 
Central office will reconcile the ac�vity accounts each month; each account will be updated by the 5th of 
the following month. General Ledgers will be submited at the end of the school year for audi�ng 
purposes. 
 
CLOSING OUT ACTIVITY GROUP FUND / INTEREST 
 
If a group ceases to exist, any remaining funds will be transferred to the district ac�vity fund. Any 
interest earned at the bank for the ac�vity account will be kept by the district ac�vity fund. 
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FORMS & EXHIBITS 
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Student Group Sponsor Acknowledgement of Responsibility 
 
The purpose of the raising and expending of funds by student groups is for the direct benefit of the 
students. Fundraising ac�vi�es will contribute to the educa�onal experience of the students and will not 
conflict with the instruc�onal program. The school as trustee will hold money raised by student groups 
and organiza�ons. The faculty sponsor of a student club or group is responsible for maintaining adequate 
financial records as evidence of proper custodianship of money received by and disbursed by club 
accounts.  
 
I hereby acknowledge that I have read the Ac�vity Funds Manual and that I am responsible for 
complying with it. In par�cular, I acknowledge that;  
 

1. All fundraising ac�vi�es will be approved in advance by the Principal or AD and the CFO by  
comple�ng and turning in a Request for Fundraiser form.  

2. I am responsible for safeguarding and accoun�ng for funds received from or on behalf of the  
students.  

3. Student ac�vity money will be turned in for deposit to the campus office daily in the same  
form in which it was received.  

4. At the comple�on of all fundraisers, the Fundraising Project Recap will be completed and  
submited to the principal for approval.  

5. All purchases made on behalf of the student organiza�on will be made by District check or 
Credit Card and approved in advance (PO) by the principal and the business office.  

6. I will maintain a posi�ve balance in my organiza�on account at all �mes.  
7. I will keep all documenta�on for 5 years.  

 
I understand that I will be held responsible for any student ac�vity fund entrusted to me and that I could 
be required to reimburse the student organiza�on for any money which is lost due to carelessness, the�, 
fraud, or failure to follow established procedures. 
 
 
 ___________________________________            ____________________________________  
Signature                      Date  
 
___________________________________             ____________________________________ 
 Student Club or Organiza�on                                      Campus  
 
Scan and email to Kris� Ivy at Kris�.ivy@dcisd.org and to your campus principal. 
 
 
 
 
 
 
 
 
 
 
 

mailto:Kristi.ivy@dcisd.org


17 
 

DENVER CITY ISD FUNDRAISER REQUEST FORM 
 

This form must be completed for ALL fundraisers. 
 
Each organiza�on is limited to ONE fundraiser per year; however, the sponsor/coach can request 
addi�onal fundraisers if jus�fied. The district shall not permit door-to-door solicita�on for students. 
Student Ac�vity Groups (bona fide) are not limited but must show approval by student group through 
minutes that includes the purpose of each fundraising ac�vity. 
 
 
Club/Organiza�on Name: _______________________________________Date: ___________________ 

Campus: ___________________________________      One of two (2) free tax days? YES      NO           

Type of account for deposit?                   Campus Ac�vity                   Student Ac�vity  

Permission is requested to conduct the following fundraising ac�vity: 
_____________________________________________________________________________________
Descrip�on of Event or Product to be sold: 
_____________________________________________________________________________________
Specific purpose(s) for which the net proceeds are to be used: 
_____________________________________________________________________________________
Start Date of Event: _________________________ End Date of Event: ____________________________ 
Loca�on of Event: __________________________________________________________________ 
Vendor Info: __________________________________________________ Phone: __________________  
 
I am familiar with the School and District policies regarding the sale of merchandise at school and in the 
community. I accept responsibility for the cash collec�ons and sales tax collec�on involved. I understand 
that the designated District Administrator must approve this form prior to the start of the fundraiser; any 
use of facili�es must be reserved through designated campus personnel; and sponsor/coach must 
remain present at all �mes.  
 
Total Expected Sales $_________________    
 
Organiza�ons Deposi�ng in ACTIVITY ACCOUNTS:  
 
A copy of the fundraising approval must accompany deposit to campus secretary a�er fundraiser who 
will forward a copy to the Business Office. Deposits will ONLY be made by the Campus Secretary. All 
monies must be deposited. No cash expenditures, refunds or reimbursements may be made from the 
sales. All expenses, refunds or reimbursements must follow the standard requisi�on procedure.  
 
 ________________________________________             _______________________________ 
Club/Organiza�on Representa�ve Signature / Date CAMPUS 
 
________________________________________     APPROVED               NOT APPROVED 
Print Admin Name /                 DATE                                            District Admin Approval 
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DONATION ACKNOWLEDGEMENT FORM 
 
 
Date: ______________________ 
 
This dona�on is being made on behalf of:                    An Individual ☐                An Organiza�on ☐  
 
Organiza�on: __________________________Donor Contact: __________________________  
 
Telephone: ____________________________Email Address:___________________________ 
 
Address: _____________________________________________________________________ 

        Street/PO Box                            City                                   State                              Zip  
 
Dona�on Type:      ☐ Check          ☐ Cash         ☐ Gi� in Kind          Amount:________________ 

 Donor’s estimated value of gift  
 
Campus/Department Name: _____________________________________________________________ 
Descrip�on of Item: ________________________________________________________________ 
_________________________________________________________________________________ 
 
How will Dona�on be Used: _________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
 
 
 
 
 
 
 

For use by School Receiving Only 
Person Accep�ng Dona�on: __________________________Phone: __________________ 
Account Funds Deposited to:__________________________ Date: ___________________ 
 
 
Scan & Email to Kris� Ivy – Kris�.ivy@dcisd.org  & your campus principal 
  

mailto:Kristi.ivy@dcisd.org
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DENVER CITY 
BUSINESS OFFICE CONTACTS 

*Purchasing Questions 
 
 
 
RICK MARTINEZ  Ext 5902               rick.martinez@dcisd.org 
Superintendent 

 
 
Kristi Ivy    Ext 5915        kristi.ivy@dcisd.org 
Chief Financial Officer 
 
 
Lynette Gonzales  Ext 5914              lynette.gonzales@dcisd.org 
Accounts Payable 
 
 

Esmeralda Rodriguez Ext 5903            esmeralda.rodriguez@dcisd.org 
Assistant to Superintendent 
 

 

mailto:rick.martinez@dcisd.org
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