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SCHOOL FUNDS AND PROCEEDS

FROM SCHOOL ACTIVITIES 

This circular establishes standard operating procedures concerning the administration of each school's funds and proceeds from school activities.  This circular addresses the specific areas for which principals and headmasters are responsible on a day-to-day basis when handling funds generated through student activities, grants, gifts, and other sources.

Please follow these guidelines as closely as possible and maintain accurate and updated records.  It is important that handling of these funds at the school level be done in a way that is responsible and will allow complete and accurate accounting of all expenditures.

1.
Definition:  School funds are to defined as:

· Grants, gifts or funds from a charitable foundation, a private corporation, or individual to a Boston Public School or Office.

· Proceeds of student activities sponsored under the aegis of Boston Public Schools.

2. 
Administration and Expenditure of Grants or Gifts
· Administration of grants or gifts is subject to the provisions of Massachusetts General Laws Chapter 44 Section 53A.

· Acceptance of grants or gifts by a principal or headmaster must be approved by the School Committee.  Arrange for acceptance through the Grants Department.

· Grants or gifts must be deposited with the Treasurer of the City of Boston and maintained in a separate account.

· The principal or headmaster may then expend the funds without further appropriation by submission of requisitions to the Business Manager.

· With regard to restricted grants or gifts, expenditures made must in all instances adhere to the provisions of the grant or gifts.

· With regard to unrestricted grants or gifts, such funds are to be used for scholarships and for assistance to pupils in need.

3.
Administration and Expenditure of Proceeds from Athletic Activities
· Administration of receipts in connection with the conduct of athletic activities is subject to the provisions of Massachusetts General Laws Chapter 71, Section 47.

· All receipts in connection with the conduct of athletic activities must be deposited with the Treasurer of the City of Boston, and will be held by the Treasurer as a separate account.

· The School Committee may then expend the funds without further appropriation.

4.
Administration and Expenditure of Proceeds from Student Activities (Other than Athletic Activities)

· The headmaster of each high school shall designate a Student Activity Funds Committee to monitor and approve the receipt and expenditure of student activity funds.  Such committee may be the student council, class officer, or other student group.  The headmaster must also designate faculty members to serve on this committee.  A list of the members on this committee within each school shall be forwarded to the Business Manager.

· At the middle or elementary school levels, the functions of the Student Activity Funds Committee shall be performed jointly by the principal and the School Advisory Council.

· Any income to be received in connection with sales of articles or other fund-raising activities shall be approved in advance by the Student Activity Funds Committee.

· Funds raised in connection with particular activities shall be devoted to such activity.  Funds raised by a particular class which may remain unexpended after graduation of such class shall be transferred to a General Student Activity Fund unless the class determines, prior to graduation, that other disposition should be made.

· The General Student Activity Fund shall be expended by vote of Student Activity Funds Committee with the approval of the principal or headmaster.

5.
Accounting and Reporting
· Journals, cash books, ledger accounts, and inventories must be kept at the school by the principal, headmaster, or designee.

· An annual report, which includes an accounting of receipts, expenditures, vouchers, and remaining balances shall be submitted by the principals or headmasters on Form A and Form B (attached) to the appropriate Operational Leader who will forward these reports to the Business Manager on or before last day of June.

· An audit will be performed by three members of the Student Activity Funds Committee, who will sign the report described in the paragraph above.

· All schools should use Form A, Annual Report of School Funds, for their summary report.  In addition, Form B, or a similar detailed expenditure and receipt ledger, should be maintained and a copy submitted as an attachment to Form A.

Please note that we will withhold payment of stipends for those schools that do not meet these requirements.

6.  Reallocation of School Funds and Restricted Grants or Gifts
· In the event of impossibility of expending funds for the benefit of the pupils of the particular school or levels in which the funds were collected, as in the case of administrative reorganization of schools or levels, the Superintendent shall determine whether the substantial portion of the pupils can be identified as having been assigned to a particular school or schools.

· If the Superintendent determines that a particular school or schools cannot be identified as receiving a substantial portion of such pupils, the funds will be apportioned among the schools in the City of the appropriate level (elementary, middle, or high school).  The funds shall be received as General Student Activity Funds.

· With regard to restricted grants or gifts established by private donors, disposition of such funds would depend in each case on the terms of the instrument creating funds.  The School Committee shall determine in each case whether the instrument is revocable or amendable by the donor, or whether procedures similar to those outlined above can be followed.

For more information about this circular, contact:

	Name:
	Ed Glora, Business Manager

	Department:
	Business Services

	Mailing Address:
	26 Court Street, Boston, MA  02108

	Phone:
	617-635-9490

	Fax:
	617-635-9479

	E-mail:
	eglora@boston.k12.ma.us 


Carol R. Johnson, Superintendent

Form A

BOSTON PUBLIC SCHOOLS

Annual Report of School

School: _________________________________ Date: ______________________

The following is the Annual Report of School Funds and proceeds from general and school activities, transferred or expended during the school year.  This report should reflect the receipt of any funds in connection with the conduct of any non-athletic activity, the balance of all previous funds appearing in any non-athletic account, and any expenditure made against such funds.

	Title of Account and Source of Funds or Targeted Disbursement
	Balance from Last Year
	Receipts
	Expenses
	Final Balance
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Record deficits in RED ink.

We, the Student Activities Fund Committee, certify that we have audited the above entitle “General Activities,” have verified the cash or bank deposits embodying the balances herein listed, and certify that the accounts are correct.

Name____________________   Name ____________________   Name____________________

Title_____________________   Title _____________________   Title______________________

Signature_________________   Signature_________________   Signature _________________

Form B

BOSTON PUBLIC SCHOOLS

General Ledger

Administration of School Funds

School Year 2010-2011
School: _____________________________     Account _________________________

	Date
	Check #
	Amount
	Deposit
	Balance
	Description



	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	









































