
Extraclassroom

Activity Funds Refresher

STUDENT ACTIVITY ACCOUNTS 

regulations, procedures and expectations



Agenda

•Roles & Responsibilities

• Fundraisers & Sales Tax

•Useful Documents



Duties of a Facility Advisor
Primary Goal - Teach Fundamental Business Practices !!!

• Assist students in learning good business procedures through 
participation in handling funds and operating a successful business.

• Faculty Advisors should ensure proceeds from fundraising projects 
are promptly deposited by the student treasurer and all bills are paid.

• Maintain receipts from deposits made and review the financial 
activity with student treasurer often, to ensure no discrepancies exist.

• Inform District Office of differences ASAP to confirm accurate balance.

• Provide a copy of the reconciled ledger at year end to the Business 
Office.



Collection of Funds

• All extraclassroom activity funds shall be handled and accounted for in 
accordance with:
• the NYS publication “Regulations for the Safeguarding, Accounting and Auditing of 

Extraclassroom Activity Funds”, 
• Board of Education policies, 
• and in compliance with generally accepted accounting principles.

• Under no circumstance should money collected be left unattended.

• An accurate accounting of the money collected is required and should be 
verified by the student treasurer and Facility Advisor. The amount will also 
be verified by the Business Office.

• Make deposits regularly.

Did You Know?
Lotteries & 50/50's are considered a game of chance and are therefore prohibited.



Sales Tax

• Many fundraising activities are subject to NYS Sales Tax. 
• required to pay tax when items are bought and then collect and pay sales tax when 

they are sold

• Faculty Advisors must determine whether a fundraiser is subject to sales 
tax and should consult with the Business Office prior to conducting a 
fundraiser.

• Taxable activities include (but are not limited to) dances, candy sales, 
flower sales, yearbook sales, and dinners.  

• The Business Office will make the appropriate sales tax deduction when the 
activity deposit is made and inform the Faculty Advisor by a notation on 
the receipt.  

• The student treasurer should make the appropriate entry in the ledger for 
the deduction of sales tax. 





Forms & Helpful Information

• All documents will now be stored on the website under 
Departments/District Office/Extra-Curricular Forms
• Deposit Form

• Payments Form

• Inter-Organization Transfer

• Purchase Order (if requested by vendor)

• Reconciliation template

• Regulations for the Safeguarding, Accounting and Auditing of Extraclassroom
Activity Funds

• Tax Chart



Conclusion

• Ensure that student treasurers maintain proper supporting 
documentation for all club receipts and disbursements.

• Make deposits in a timely manner.

• Maintain up to date ledger and verify balances periodically with the 
Business Office.

• Provide Business Office with copy of reconciled ledger at end of year.



Questions?


