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Disclaimer

This information is presented to the Alabama Association of School Business Officials (AASBO), Local 
School Financial Management (LSFM), on May 9, 2023.

The information contained herein has been prepared in good faith on behalf of AASBO and is for the sole 
purpose of information and education.  Every effort has been made to ensure the accuracy of the 
information presented as factual. Users  are directed to countercheck facts when considering their use of 
the information.
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School Fiscal Accountability 
Act

Act No.2006-196





Lines of Authority 
• Board of Education – should adopt policies to govern the establishment and operation of all 

activity funds. The district's auditors should review these policies for sound accounting and 
reporting principles. 

• Superintendent – should be directly responsible to the board of education for administering all 
board policies. 

• Chief School Financial Officer – should have overall responsibility for accounting for and reporting 
all funds, including district and student activity funds, to the board. The CSFO is also responsible 
for implementing and enforcing appropriate internal control procedures. 

• Principal – The principal at each school site should be designated the activity fund supervisor for 
that school building. The activity fund supervisor has overall responsibility for the operation of all 
activity funds, including collecting and depositing activity fund monies; approving disbursements 
of student activity fund monies; and adequately supervising all bookkeeping responsibilities. The 
activity fund supervisor should be a signatory to all disbursements, including checks drawn on the 
activity fund. 

• Sponsors – The sponsor of each student organization is responsible for supervising all activities of 
the organization, including approving student activity fund transactions. Sponsors should be 
employees of the district and under the direct control of the activity fund supervisor.

• Parent  Support Organization Officers – The officers of each support organization are responsible 
for the activities of the organization and assurances they follow, their bylaws and established 
laws, regulations and board policies for the operations of the organization
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Section 16-13A-5 Supervision, Fiduciary 
Responsibility of CSFO; Duties

• (a) The chief school financial officer shall work under the direct supervision of the local superintendent 
of education but shall have a fiduciary responsibility to the local board of education.

• (b) The chief school financial officer shall perform each of the following duties:

• (1) Verify the receipt of all funds to which the local board of education may be entitled by law or which 
may come into its possession for public school purposes.

• (2) Verify the payment of such funds, such payments to occur only on written order of the local 
superintendent of education.

• (3) Keep an accurate record of all receipts and expenditures and provide such information to the local 
superintendent and the local board.

• (4) Make reports as may be required by law, by the local board of education, or by rules and 
regulations of the State Board of Education.

• (5) Personally notify, in writing, each board member and the local superintendent of education of 
any financial transaction of the local board of education which the chief school financial officer 
deems to be non-routine, unusual, without legal authorization, or not in compliance with the 
fiscal management policies of the board. The notification shall be recorded in the minutes of the 
board by the president of the local board of education.

• (6) Be bonded in an amount determined by the State Board of Education.



Section 16-13-A-6 Required Reporting

a)The State Board of Education shall by regulation provide for various financial and other information which local superintendents of education shall have 
prepared for the local boards of education, including, but not limited to, the following:

1) A monthly financial statement showing the financial status of the local board of education accounts with itemized categories specified by the State 
Board of Education.

2) A monthly report showing all receipts and the sources thereof.

3) A monthly report showing all expenditures with itemized categories specified by the State Board of Education.

4) An annual projected budget.

5) Monthly and/or quarterly reports showing expenditures relative to such projected budget.

6) A yearly report of the fixed assets inventory of the local board of education with itemized categories specified by the State Board of Education.

7) Financial and other information necessary to participate in national statistical studies on education.

b) The financial information required in subsection (a), as well as any other financial information which the State Board of Education shall require, shall be 
submitted in writing and/or electronically to the Chief Education Financial Officer by the 15th day of the month following its presentation to the local board 
of education.

c) All local boards of education shall be required to implement a standardized financial accounting program as determined by the State Department of 
Education to collect the information required by this chapter and to provide for ease of input by local boards of education and ease of monitoring by a local 
board of education, its chief school financial officer, and the State Department of Education. If a local school system's financial report is found to be in 
conflict with generally accepted accounting principles, the State Department of Education shall issue a notice to that school system informing it of such and 
request that proof of correction of conflict be forwarded to the State Department of Education and approved by the State Superintendent of Education 
within a reasonable time thereafter.

d) All financial documents, in whatever source maintained, are public documents, and shall be open to inspection and accessible to the public. An annual 
budget and monthly financial statements with supporting spread sheets as submitted to the State Department of Education shall be made available to the 
general public at the local school system Internet site.



Monthly File Submission

• When a financial statement with a fiscal period other than 12 is uploaded, the file is reviewed for 
coding combinations only.

• Files should be submitted through the AIM portal and the required reports posted to your school 
systems website within 45 days of month end.

• Helpful tips

• An edit report is generated with the monthly submission.  Correction of these edits during the year means 
fewer coding edits at year-end.

• When critical edits are corrected, the component or combination creating the edit should be made inactive.



File Submission

• Data file must be submitted to 
the ALSDE through the AIM 
portal

• These files contain the financial 
information of the school 
system, including the local 
school information.



Financial Procedures for 

CIS – Classroom Instructional Support

`



Classroom Instructional Support

•Student Materials

•Technology

•Library Enhancement

•Professional Development

•Common Purchases (not currently funded)

•Textbooks



Classroom Instructional Support

•All rates are “per unit” with the exception of 
“Textbooks” which is calculated on a per ADM rate.  
Rates are determined by the legislature on an 
annual basis as provided in the ETF appropriations 
bill.



Classroom Instructional Support
Budget Committee

•Library enhancement

•Professional development

•Technology

•Common purchases (not currently funded)
• Instructional Support funds must be budgeted and spent in accordance 

with the rules and regulations specified in Act #2005-198, which defines 
the responsibility of the local school budget committee.



CIS Budget Committee

• Each school will have a budget committee

• Four teachers and the principal (or designee)

• Teachers elected annually by secret ballot vote of the 
teachers at the school

• The budget committee will propose a budget for the 
classroom support categories except student materials 
allocations and textbooks. 
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CIS Budget Committee -continued

• Committee will elect a member as the chair and a member 
as a secretary to keep minutes

• The committee may form advisory committees  



Proposed Budget for Technology, Professional 
Development, and Library Enhancement 

• The professional development and technology budgets must 
be consistent with the latest plans submitted to the ALSDE.

• Library enhancement budgets will be developed in 
consultation with the school’s media specialists.*

• The proposed budget for each category of classroom 
instructional support (excluding student materials 
allocations) will specify the common items which may be 
purchased, and the amount allotted for each teacher to spend.



CIS Budget
Library Enhancement

• The teachers vote on how library enhancement allotments 
are to be spent.

• The librarian can only offer advice to the budget committee 
or subcommittee.

• NOTE: Two state laws state that these funds are for the 
library media center, not the classroom.



CIS Budget
Approval by Teachers

• The proposed budgets will be submitted to teachers at an 
annual meeting.

• The annual meeting may be at the beginning or the end of a 
school year, or both.

• The teachers will have at least two workdays to review the 
proposed budgets.

• The teachers will vote on the proposed  budgets by secret 
ballot.



CIS Budget
Approval of Proposed Budget

• A majority vote of the teachers voting at the school is 
required before any part of the proposed budget is 
implemented.

• A proposed budget that is not approved is returned to the 
budget committee for reformulation, taking into 
consideration the teachers’ recommendations at the 
annual meeting. 



CIS Budget
Approval of Proposed Budget

• The revised budget proposed by the budget committee will 
be submitted to a secret ballot vote of the teachers.

• If the revised proposed budget is not approved by a majority 
vote of the teachers, the process will continue until a 
budget is approved.



CIS Budget
Approved Budgets

• A report on the approved budget, utilizing ALSDE forms will 
be submitted to the local superintendent. 

• Maintain all budget committee minutes, proposed budgets, 
revised proposed budgets, and the secret ballots for budget 

committee members, each proposed budget, and each 
revised proposed budget. 



Allowable Expenditures

• Classroom instructional purposes only:

to be used only by classroom teachers or students in the 
teacher’s classes for instructional materials, supplies, 
equipment or electrical equipment which is utilized with 
students in the teacher’s classroom except funds for 
common items in the school budget for technology, 
professional development, and library enhancement. 



Allowable Expenditures

• TVs and media devices used in the classroom (and 
counselor’s office) for instructional purposes, and the 
stands, carts, and cabinets used to hold and store them.

• Computers and peripherals used in the classroom (or 
counselor’s office) for instructional purposes, if consistent 
with the technology plan. 



Student Materials
Allowable Expenditures

• File cabinet, plastic storage containers, and shelves used to 
store tests and instructional items in the classroom.

• Black-out shades for classroom.

• Rug for kindergarten classroom.

• Refrigerator to store biology and chemistry supplies.

• Surge protector/power strip for instructional equipment.



Student Materials
Allowable Expenditures

• Classroom bulletin board materials

• Classroom banners and posters

• Canned air spray for keyboards

• Batteries for instructional media

• Ink cartridges for classroom printers

• Educational apps

• Academic incentive items

• Flash drives
9/14/2022



Student Materials
Allowable Expenditures

•Teachers could decide to pool their student 
materials allotments to purchase a TV that will be 
used for each classroom’s students to watch virtual 
field trips. 



Student Materials
Questionable Expenditures

• Orthopedic teacher’s chair

• Student desk

• Fax machine

• Candy

• Gold Cross pen and pencil set for teacher

• Sink in classroom

• Tissues and hand sanitizer



Student Materials
Unallowable Expenditures

• Field trip costs, such as bus rental, food for chaperones, 
admission charges, etc.

• Membership dues to any organization or association.

• Extra-curricular activity expenses.

• Registration fees and other conference expenses.**

• **May be o.k. for Professional Development. 



Common Purchases
Allowable Expenditures

• The Common Purchases* allocation can include:

oCopiers, copier supplies, copy paper, copier maintenance 
contracts, staplers, paper cutters, hole punchers, etc.

oTables and cabinets for using and storing the copiers and 
supplies.

o Fee for purchasing consortium contract if the fee will be offset 
by savings. 

*NOT CURRENTLY FUNDED



Classroom Instructional Support
Timelines

• At least some of the individual teacher allotment must be 
made available for expenditure by December 1.

• The Legislative intent is that all of the allotment be made 
available for expenditure as soon in the school year as 
possible.

• Although reasonable deadlines to expend all of the 
allotment may be established, a teacher has until the end 
of the fiscal year to order items.



Classroom Instructional Support
Timelines

• State law allows the expenditure of these funds to begin at 
the beginning of the school year even though the state funds 

will not be provided until the fiscal year.

• A reasonable deadline for expenditures, such as August 31, 
can be established.

• Unspent student materials allotments may be used to buy 
classroom materials for new teachers or those with 
additional needs. 



Classroom Instructional Support
Other Provisions

• Classroom instructional support funds are not transportable 
with the teacher if the teacher is transferred to another 
school.

• The State Examiners of Public Accounts may audit all 
expenditures for classroom instructional support and 
related documents by county and city school boards.



Legal Compliance
School Related Organizations

http://pto.org/index.html
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Working with Booster and 
Parent Support Organizations

• Policies /Procedures/Guidelines

• Financial Issues

• Construction Issues

• Other Issues
42



Working with Booster and Other 
Parent Support Organizations

• Parent support organizations provide an invaluable 
service to our school districts. Many of the student 
programs and activities could not exist without these 
organizations.

• These parent volunteers give money and time to their 
local schools with the intent to make things better for the 
children.

• With any volunteer organization there should be 
established guidelines and policies at the board level 
for the organization to follow.

• It is the Board’s responsibility to ensure these guidelines 
are being  communicated and followed.
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Working with Booster and 
Parent Support Organizations

• Organizational/Administrative Guidelines

• Fundraising

• Laws Related to Support Organizations

• Recommended Financial Procedures

• Other Compliance  Issues 44



Guidelines and Procedures
• In addition to local board policy there are several 

federal and state regulatory governmental agencies 
that Boards should insure the organizations are  in 
compliance with:

• IRS

• Alabama State Department of Education

• Alabama Ethics Commission

• Code of Alabama
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Policies, Procedures and Guidelines for 
Support Organizations

• At a minimum should address:

• Formation of support organization

• Organizational Structure

• Relationship with school district

• Annual filing requirements

• Local, state and federal law compliance

• Financial Guidelines

• Fundraising Activities

• Capital self work projects

• Restrictions
46



Guidelines for Booster and 
Parent Support Organizations

• Formation of organization

• Includes an approval process at board or school level

• Complete and file an application to form an organization

• Should have bylaws/policies for organization

• Officers should be elected according to the structure and 
process defined in the by‐laws

• Ensure the organization’s sole function is to support the 
educational activities of the school

• If superintendent/board considers it necessary, the booster club’s 
authorization to conduct activities in the district may be revoked.
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Recommended Organizational Guidelines
• Booster clubs and school support organizations shall organize and function in a way that 

is consistent with the District’s philosophy, objectives, and adopted District Board 
policies, in accordance with affiliated governing bodies and regulations as applicable.

• Board of Education should approve the formation of all booster and parent support 
organizations. The organization should complete and submit a Registration and 
Approval Form to the appropriate school district administrator. 

• Parent support organizations should not operate without board approval.

• Booster organizations may include foundations and alumni associations that exist solely 
to support school activities and operations.  Some of these organizations contend that 
their 501c(3) status allows them to operate without school oversight or reporting.

• Upon approval, the organization should prepare and submit the following:

• Organization’s Bylaws and Operating Procedures

• Officer Information Form

• Mailing Address for Organization 

• Articles of Incorporation filed with  Alabama Secretary of State (Recommended) 

• If applicable an Application for Federal Tax Exempt Status 501c (3) or (6)

• Employer Identification Number (EIN)

48



Recommended Organizational Guidelines

Constitution/bylaws  for organization with following information:

• The name of the organization.

• The objective of the organization 

• Eligibility for membership and membership enrollment procedures.

• Officer selection, election procedures, and duties of each officer.

• General membership meetings

• The principal or designee who will serve as an ex-officio officer of the organization.

• Fiscal accounting  and auditing procedures 

• Amendments or changes to bylaws

• If the organization dissolves or is dissolved by the principal, language indicating how the 
group will handle remaining funds must be included.

• In case the booster club dissolves or terminates, the booster club’s constitution should provide 
for the distribution of any excess funds to another nonprofit organization or the district

Note – Several national organizations will provide sample bylaws for parent 
organizations.
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Web Sites

• Alabama Parent Teacher Association     
www.alabamapta.org

• National Parent Teacher Organization     www.pto.org

• Parent Booster USA   www.parentbooster.org

50
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Recommended Organizational Guidelines

• Business should be conducted in open meetings, with 
adequate notification of all meetings to all members, and a 
summary of proceedings should be kept. A copy of the 
summary of proceedings should be on file in the Principal 
office or his designee.

• Officers should be elected according to the structure and 
process defined in the by‐laws.

• All booster club members must be made aware that no 
individual should personally benefit from the activities 
conducted by the organization. Making this concept a part 
of the bylaws is recommended.

• Ensure the organization’s sole function is to support the 
educational activities of the school.
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Other Suggested Guidelines

• Officers

• Organization should submit a listing of officers each year to 
appropriate district designee. 

• It is recommended that school  personnel not hold any official 
position within a parent support organization.

• Training

• All officers should go through an annual orientation with 
CSFO/Superintendent’s designee related to board policies and 
financial procedures.

• Emphasis that it will not provide any payment or benefit to a school 
employee (or family member of a school employee) in violation of 
the State Ethics Law.

• Payments to employees MUST go through the payroll 
department after approval by the board
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Other Suggested Guidelines

• School principal or designee should sit in on all meetings.

• Minutes should be maintained for all meetings.

• A budget should be prepared and submitted annually.

• Any rules and regulations developed for the organization must 
conform to the law, the board of education’s policies and regulations, 
and the school site’s rules and procedures

• Parent Organization/Booster Club must adhere to various district 
policies and guidelines as well as federal and state laws and 
regulatory guidelines.
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Laws Related to Parent organizations
• Federal

• Non-Profit Status – IRS Publication 557 Tax Exempt 
Organizations

• Wage and Hour Issues

• State

• ALSDE

• Ethics Commission – Guidelines for Public Officials and 
Employees

• Attorney General

• Alabama Division of Construction Management

• Local Board

• Operational and Financial Policies 56



Financial procedures – ALSDE

• In 2007 the Alabama State Department (ALSDE) issued 
a memorandum regarding Guidelines for School 
Related Organizations. 

• School districts were instructed to amend or adopt 
policies for full compliance by July 1, 2008. 

• This guidance was included in the Local School 
Financial Procedures manual adopted by the State 
Board of Education in June 2010.

• This document remains as the authoritative guidance 
from ALSDE today and boards are expected to be in 
compliance with the document. 57



Financial Procedures for Local 
School

• Available from Alabama Department of Education web site –
www.alabamaachieves.org

• Teachers & Administrators Offices upper right (red box)

• LEA Fiscal Accountability (alphabetical listing)

• Local Schools – Procedures (Page Navigation or scroll)

• Local School Financial Procedures

58
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ALSDE Guidelines for School-
Related Organizations

Athletics

• School athletics are extra-curricular activities that must 
be under the control of the school principal.  Coaches 
and other school employees cannot maintain a separate 
bank account that supports, or benefits from, a school 
extra-curricular activity.  Funds received to support an 
athletic activity at a school from sponsors, vendors, or 
other sources must be included in the school’s financial 
records under the fiduciary control of the school 
principal. 
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ALSDE Guidelines for School-
Related Organizations

Parent Organizations

• Parent and parent/teacher organizations provide a vital role 
in the education of students.  

• In Alabama public schools, the PTA and the PTO are the 
most common parent organizations.  

• Both organizations have a national organization that serves 
the individual school organizations.  Each of the national 
organizations publishes guidance for the financial 
operations of the individual school organizations.  61



ALSDE Guidelines for School-
Related Organizations

Booster Organizations

• All school sponsored extra-curricular activities must be under the control of the 
school.  

• Booster organizations are often formed to support the operations of these activities 
in a variety of ways.  

• Providing additional financial support for a particular extra-curricular activity

• Enhance community support that often extends to benefit all students at a 
school.  

• Because some of the activities of a booster organization may be intertwined with the 
extra-curricular activity it supports, some of the organization’s activities may be under 
the fiduciary control of the school principal while other functions of the same booster 
organization are not school activities.  The determination that a particular booster 
organization is a school activity must be made on a case-by-case basis according to 

the facts and circumstances of the organization’s operations at a school. 
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SDE Guidelines for School-
Related Organizations

Booster Organizations

• Specific activities of a booster organization may come under 
the control of a school principal if:

• The organization collects admission to the school function,

• The organization operates a concession operation on school 
property at the school function,

• The organization collects parking fees for the school function,

• The organization operates a training camp that includes students 
of the activity it supports, or,

• The organization operates an exhibition or competition that 
includes students of the activity it supports.
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Parent & Booster Organizations

• PTOs and PTAs - Included in the school financial records and the 
school bank account unless:

• It has an EIN number and separate mailing address, and

• No employee of the school leads the organization’s fund-raising, and

• No employee of the school maintains the accounting records for the 
organization.
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Parent & Booster Organizations

• Boosters - Included in the school financial records and the school 
bank account unless:

• It has an EIN number and separate mailing address, and

• No employee of the school, who is associated with the activity supported 
by the booster organization, serves/holds a leadership position in the 
organization.

• No employee of the school leads the organization’s fund-raising, and

• No employee of the school maintains the accounting records for the 
organization.

• Parent & Booster organizations are included in the school financial 
records and the school bank accounts if both parties mutually 
assent to the fiduciary control of the principal 65



Financial Guidelines

• Boards can require all financial operations be maintained in the local school’s 
books

• Parent Support Organizations that maintain their own financial records :

• Are not legal components of the school entity

• Should have its own tax identification number

• Not allowed to use the school entity’s tax identification number.

• Responsible for their own tax status, accounting and financial records

• Make their own arrangements for an audit, if needed.

• The booster club is not audited as part of the district’s own annual 
financial audit.

• May be external or internal audit
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Reporting Requirements
Organizations That Maintain Their Financial 

Operations Outside the Control of the 
School/School District

• Every organization whose financial operations are outside the 
control of the school must obtain an EIN, even if it will not have 
employees.  The EIN is a unique number that identifies the 
organization to the Internal Revenue Service (IRS). Since booster 
clubs/parent organizations are separate entities from the District, 
booster clubs/parent organizations cannot use the District's EIN.

• An organization is not automatically considered tax-exempt by 
acquiring an EIN. All organizations must first apply for an EIN to be 
recognized as a unique entity and then apply for tax-exempt 
status. Likewise, the mere fact that an entity is organized as a non-
profit organization does not indicate that it is exempt from federal 
tax.
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Federal Filing Requirements
• Organizations should apply for tax-exempt status. In order to be 

exempt from federal taxes, the booster club/parent organization 
must apply for this status on Form 1023 – Application for 
Recognition of Exemption under Section 501(c) 3. General 
instructions on the rules and procedures can be found in IRS 
Publication 557.

• These documents are available on the Internal Revenue Service 
website at (http://www.irs.gov/pub/irs-pdf/p557.pdf).

• It is recommended the organization consult with an attorney or 
accountant in making application.

• Every booster/parent organization exempt from federal income 
tax under section 501(a) is required to file an annual Form 990 
Return of Organization Exempt from Income Tax.

• Guidelines  to determine if  the organization should file the 990, 
990EZ, or 990N is at (www.irs.gov). 

68
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Local Filing Requirements

• Financial Records – The organization shall make its financial 
records available to the school’s auditors and authorized 
school employees upon request. The organization shall 
provide required financial reports as set by the school 
district.

• Fidelity Bond – The organization must provide proof of a 
fidelity bond (dishonesty bond) for the treasurer and/or 
officers on an annual basis.  The amount of the fidelity bond 
should be a minimum of the annual gross revenues of the 
organization with a maximum amount determined by the 
school district.
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Local Filing Requirements

• Annual Audit – At the end of the fiscal year, an audit of the 
club’s/organizations financial records should be conducted.  
The audit can be performed by an external auditor or the 
audit can be performed by individuals who are independent 
from day-to-day financial activities. Ideally, this audit should 
be performed by a group of three individuals; however, if the 
membership size does not allow, the audit may be performed 
by two individuals. A representative from the school district 
can be included as part of the committee.
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Parent & Booster Organizations
• Parent organizations and booster organizations that 

maintain their own financial  records must provide:

• Proof of employer identification number.

• Annual audit report.

• Financial records to the school’s auditors and authorized 
school employees upon request.

• Required financial reports.

• Proof of a fidelity bond for the treasurer.

• Assurance that it will not provide any payment or benefit 
to a school employee (or family member of a school 
employee) in violation of the State Ethics Law. 71



72



73



Annual Audit
• The primary objectives of the audit are to:

• Verify the accuracy of the Treasurer’s financial reports;

• Ensure that the club’s cash balances are accurate;

• Determine that established procedures for handling funds have been 
followed;

• Ensure that expenditures occurred in a manner consistent with the 
organization’s bylaws

• Ensure that all revenues have been appropriately received and recorded.

• All members of the audit committee should sign a statement indicating their 
agreement with the findings detailed in the report. The audit committee 
should make a report to the general membership upon completion of the 
audit. Any discrepancies noted should be brought to the attention of the 
president of the organization and the designated school official.

• Copies of final audit report should  be submitted to the CSFO or designee by a 
designated date  each year. 
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Financial Procedures

• Each school district is responsible for  establishing the 
policies and recommended financial procedures for 
organizations whose financial operations are both in 
and outside the district’s books.

• Established policies and procedures should be in writing 
and communicated to officers of each organization.

• ALSDE Financial Procedures for Local Schools is the 
minimum standard.
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Financial Procedures

BUDGETARY & OVERSIGHT CONTROLS

• Members should establish and approve a budget at the 
beginning of the school year.

• The organization should provide a  monthly written financial 
report to the Board and/or general membership in 
agreement with the bylaws which should include the bank 
account balance and the receipt & disbursement activity 
since the last meeting.

• The report should be provided by the local school 
bookkeeper or the treasurer of the organization.

• The financial report should also include a comparison of 
budgeted versus actual receipts and expenditures.
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Financial Procedures- For 
Organization Outside the School’s 

Books
• Bank Accounts – Booster club/Parent organizations are required 

to establish a checking account with the organization’s EIN 
number at a bank or credit union. A person’s social security 
number or the District’s EIN number cannot be used to set up a 
bank account.

• Recommended Guidelines:

• Accounts should be established with at least three individuals on 
the signature card.

• A designated booster club/parent organization member without 
signature authority should review the bank statement and its 
contents for reasonableness and compliance with Treasurer 
reports, the budget, and the ongoing business of the organization.

• Special attention should be made to outstanding or reconciling 
items. 
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Financial Procedures- For 
Organization Outside the School’s 

Books
• Bank statements should be reconciled within 30 days of the date 

of the statement to ensure that possible inaccurate transactions 
are identified and communicated to the financial institution for 
correction.

• Sequence of checks should be accounted for when reconciling

• Insure proper documentation, date, name, cancellations and 
endorsement on all checks

• This member should sign off on the completed bank 
reconciliation. 

• Organization could require that  bank reconciliation to be 
submitted with financials. 78
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Financial Procedures
CONTROLS OVER CASH AND RECEIPTS

• All cash collections received by the booster club/parent 
organization for program costs, dues, fundraising, etc. must be 
deposited upon receipt. 

• The use of night deposit boxes is highly recommended. Deposits 
must be supported by some type of record documenting the 
source and amount of funds (tabulation of monies collected form, 
cash receipt form, ticket sales record, etc.). 

• Two people should always count the money, and both should sign 
the receipt verifying the amount.

• Cash must be adequately safeguarded at all times. 

• Money should never be kept at a treasurer’s home 

• Local school designee should be aware of all events involving cash 
collections.
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Financial Procedures

CONTROL OVER  FUNDRAISERS

• Prior to beginning a fundraising campaign, the booster club/parent 
organization must complete a fundraiser application and submit for 
approval for review by the campus principal or board designee.

• This ensures the activity is within the District’s policy and provides the 
school with knowledge of the activities on the campus and helps to avoid 
the duplication of similar fundraising campaigns during the same period. 

• At the completion of the fundraiser a reconciliation form should be 
completed.  The form should calculate the value of items available for 
sale or number of tickets sold, and comparing to deposits and remaining 
inventory, if any, to ensure agreement. (P&L)

• All  members must be made aware that no individual should personally 
benefit from the activities conducted by the organization.

• Any profits from fund‐raising activities that are not spent for a booster 
club’s nonprofit exempt purpose cannot be returned directly to members 
or their families. 81
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Financial Procedures

PURCHASING AND DISBURSEMENTS

• Only authorized officers should have the authority to 
submit requisitions for purchases or request for payment.

• Should be included in budget

• Proper documentation should be required with approval for 
payment on all disbursements.

• All disbursements made with check

• No checks payable to cash

• School must ensure that all request for payments be in 
accordance with laws, board policies and guidelines.

• All purchase of equipment should be approved by the 
district.
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Remember !!!!!

• Money should never be kept at a treasurer’s home.

• Two people should always count the money, and both 
should sign the  receipt verifying the amount.

• Have a member who does not have check signing authority 
review the bank statement monthly before giving it to the 
treasurer.  This person is looking for red flags including: 
checks showing up in non-sequential order, checks made out 
to cash, cash withdrawals, checks written out to non-
approved vendors, checks written for non-approved 
expenses, and checks written out to individuals.

• All invoices approved before payment.

85



Remember !!!!!

• Never sign a blank check or a check made out to “cash.”

• The treasurer should arrange to deposit the money in 
the bank as soon after the conclusion of the project as 
possible. 

• Money should be deposited into the organization’s 
bank account daily, even if a project is ongoing.

• All bills must be paid by check, never cash.

• Conduct an annual audit of the books.

• Make sure that you have a Bond Policy and make sure 
to follow the requirements to guarantee coverage.
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Additional 
Recommendations/Requirements

• Assurance that:

• No employee of the school, who is associated with the 
activity supported by the booster organization, 
serves/holds a leadership position in the organization.

• No employee of the school leads the organization’s 
fund-raising.

• No employee of the school maintains the accounting 
records for the organization.
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Remember !!!!!

• Organizations that maintain their own financial records 
must provide:

• Financial records to the school’s auditors and authorized 
school employees upon request

• Proof of a fidelity bond for the treasurer

• Any financial reports required under its bylaws

• Annual Audit

• The booster club may want to consider  its own 
minimum amount of liability insurance as determined by 
the school entity
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Noncompliance Issues

• Fundraising Activities

• Games of chance

• Utilizing school facilities

• Ethics Law 

• Supplemental payments to coaches and sponsors

• Use of position for personal gain
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Noncompliance Issues – Fund Raisers

Games of Chance

• Organization should be exercise extreme caution related to 
raffles and other games of chance as fundraisers.

• Any fundraising activities involving games of chance 
(raffles) should be referred to the Board’s attorney for 
review

• Attorney General’s Opinion 89-00168 

• School board was  prohibited from selling tickets for a game 
of chance.

• Always seek approval/opinion before starting any  fundraising 
activity such as this. 90



Noncompliance Issues – Fund Raisers

• Fund‐raising at any school site is directly under the 
control of school authorities, such as the site 
administrator, and must be approved by at least the site 
administrator prior to any activity.

• Any profits from fund‐raising activities that are not 
spent for a booster club’s nonprofit exempt purpose 
cannot be returned directly to members or their 
families
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The department of examiners of 
public accounts

• Audit position concerning various issues related to boosters and parent support 
organizations utilizing school facilities to raise revenues for the organization is in 
agreement with the State of Alabama Department of Educations’ positions stated in 
the Financial Procedures for Local Schools Manual as follows:

• Parking for athletic events – these funds are considered public funds if the parking is 
on property owned by the Board of Education (Section 1 page 1 of the Manual).  

• Concession proceeds – these funds are considered public funds if held during a school 
sponsored activity (Section 1 page 1 of the Manual).

• Sponsor signs around ball fields (advertising commissions – Section 1 page 1 of the 
Manual) – these funds are considered public funds if on public property.

• If a school wishes to contract with a booster and/or parent support organization to 
provide labor to collect parking, handle concessions, etc., the organization may 
receive a reasonable percentage (to be determined by the appropriate school official) 
of the collections for providing the labor services.  However, all funds collected should 
be deposited into the school’s bank account and a check should be written to the 
organization for the agreed-upon amount.  
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Questions?

Linda McGhee

linda@aasbo.com


