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Elements of Local School Accounting II

Board Policies and Procedures

Accounting Procedures

Payroll Procedures/Issues
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Lines of Authority 

 Education is a State function executed through local 

boards.

 Superintendent, Board,  CSFO and Principals all 

have statutory roles in handling funds.

 Bookkeepers and department heads do not. 

3



Lines of Authority 

 For local administrators, authority (and responsibility) 

related to finance is by statue or  delegation from 

Superintendent and Board.

 How?

 Board policies

 Local school finance manual

 Directives

 Day-to-day interaction
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Board Policies/Procedures

 State laws relating to school finance

 Title 16 Alabama Code- Education 

 Chapter 13- Finance

 Title 39 Public Works Law

 Title 36- Alabama Ethics Law

 SDE Administrative Code

 AG Opinions
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Board Policies/Procedures
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 Local board policies

Rules and regulations

 Local board procedures

LS Finance Manual

Purchasing Manual 



Lines of Authority 

 Board of Education. The 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. The superintendent should be directly responsible to the 
board of education for administering all board policies. 

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

 Principal. The principal at each school site is normally  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. 
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Lines of Authority 

Principal. The principal at each school site is normally  designated the activity fund 
supervisor for that school building

Local School Accountant/Bookkeeper- should have overall responsibility for 
accounting  and reporting for student activity funds at the school level. 

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 is 
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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Local School Financial Policies

 The principalship carries with it the full responsibility for all 

financial matters relating to the school.

 The principal must be familiar with all policies of the BOE so 

he/she will not permit practices which are contrary to policy.

 Local School Accountant/Bookkeeper-
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Local School Financial Procedures

“ When it comes to what the important issues are for school principals, school 

finance is not at the top of the list”

“But they should know something about the topic.”

Former principal and current superintendent
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General Policies for the Establishment 

and Operation of Activity Funds

 General policies relating to student and district activity funds 

should be in writing and be distributed to all activity fund 

supervisors, sponsors, and accounting personnel.
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Fiduciary Responsibility of the Principal

 Ultimately it is the Principal’s responsibility to ensure that funds 

are collected and disbursed in accordance with local board 

policies.

 Task delegated to LS Bookkeeper

 The Principal should be familiar with the Financial Procedures 

for the School District to have a basic understanding of the 

accounting regulations for schools.
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Budgeting and Finance

If principals rely on secretaries/bookkeepers to stamp their signature on 

documents or log in and approve request on their behalf, the principal 

should know that they are still responsible.

“You can delegate the task but not the responsibility “
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Local School Financial Policies

 Are your local board financial policies in writing?

 Do you have a copy?

 Does your district have a local school accounting manual?
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Elements of Local School 

Accounting II

 Board Policies/Procedures

 Fundraisers

 Camps/Athletic Events

 Purchasing/Inventory

 Extended Day Programs

 Loans

 School Related Organizations

28



Fundraiser/Sales/Commissions

 Fundraisers
 Prior approval

 One person designated to be in charge

 Procedures for collection, receipting and depositing of money

 Accountability for total number of items purchased−details for 
amounts not collected, spoiled or stolen items must be 
maintained

 A “Report of Fundraising Activity” should be completed at the 
conclusion of each activity and filed for audit purposes
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Extracurricular Camps and Clinics
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 How do you handle camps and clinics in your district

 Band Camp 

 Athletic Camp

 Cheerleading Camp

 Is it a fundraiser for the activity? (charge fee) 

 Is it held on the school campus

 Do you pay personnel to run the camp
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Extracurricular Camps and Clinics-

Defined

 Local Camp-

 Involves only district students  

 no fees are charged 

 employees of the district do not receive compensation

 Camp Fundraiser-

 May not be limited to district students

 Fees are charged 

 Employees of the district do not receive compensation
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Camps-Defined

 Open Event Camp—

 not limited to district students

 fees for participation are charged

 employees of the district receive compensation for coordinating 

or working the camp

 may be sponsored or run by third party
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Accounting for Camps
 Procedures/Board Policy

 Prior approval according to policy

 Superintendent/Board/Designee

 Individual designated as event coordinator

 Proper accounting records should be maintained

 Receipt log listing all participants (master roster including any 

fees that are waived)

 All receipts from the camp run through the school bookkeeper

 All expenditures are paid through the schools books (check)

 Normal procedures followed
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Extracurricular Camps and Clinics on 

School Campus

 General Guidelines 
▪ Any payment to school employees must be processed 

through district’s payroll department
 Compensation reasonable and set prior to event

 Reconciliation of event should be completed at 
conclusion of camp/clinic

 If various athletic camps are conducted on school 
property, all proceeds should be deposited in the 
athletic program (i.e., public funds).
 These camps use school property, utilities, school 

liability insurance and often, school personnel
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Extracurricular Camps and Clinics on 

School Campus

General Guidelines

 Charges for facility use and other administrative fees should be 

consistent based on board policy.

 Guidelines regarding expenses paid on behalf of a camp should be  

consistent with previous procedures.

 Use of non-school personnel
 Payment for services

 W2/1099
 According to IRS regulations

 Background check on any non-employees working in camp ?
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Extracurricular Camps and Clinics on 

School Campus
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 Camps run by third parties-
 Prior board approval
 Board Attorney Review Contract 
 Liability insurance/issues
 Facility use fee
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FILE:   

MOUNTAIN BROOK CITY SCHOOLS

RENTAL OF SCHOOL FACILITIES PROCEDURES

Purpose: To outline the procedures for the rental of school facilities owned by the Board of Education.

Policy Reference: K-12

Procedures:

General Provisions:

The functions of school buildings shall be to accommodate regular day school programs for boys and girls and to assist in 

meeting the educational, cultural, civic, social, and recreational needs of the communities. The meeting of community needs 

shall be considered a secondary function; therefore, the use of school facilities by non-commercial community groups will be 

permitted if the use does not interfere with day school programs for boys and girls.

Procedures for rental and use of facilities

The renting agency/group must complete an “Application and Contract for rental of Mountain Brook City Schools Facilities” 

form and submit to the school principal 30 days prior to requested date of use. Upon approval by the principal, the application 

will be forwarded to the office of the Superintendent for final approval. Copies will be distributed to the school and other 

administrators based on facility requests. The rental agency/group will receive the original copy of the approved request 

which will serve as the official invoice.

Fees collected from the use of any Mountain Brook City School facility will be deposited in the school account in which the 

facility is being used.  

*School Related Organizations are exempt from fees except for Child Nutrition fees associated with the use of kitchen 

equipment.
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Information regarding the rental and use of facilities:

1. Rental/use of the facility includes only the use of the building and/or facility that is/are requested. 

2. Rental Fee per schedule (required 10 days prior to requested use of facility).

a. Rental fee is based on use for four hours. Each additional hour of requested use will be charged per the fee schedule.

b. Agency/group must pay for the services of one custodian during the event at the rate of pay on the fee schedule.

c. Rental fee must be paid by cashiers check or money order only.

d. Schedule is based on rental by non-profit and for-profit groups. School-related organizations will not be charged for use of a 

facility but must complete this form. A charity group requesting to rent as a non-profit agency must show proof of their 

exemption.

e. Rental/use of the facility does not include child nutrition equipment or staff, staff facilitator, or maintenance services by

employees of Mountain Brook City Schools. Should the renting agency wish to utilize any of these services, they can request 

services and include in payment based on fee schedule. CNP staff are required if use of kitchen equipment is requested.

f. If the rental agency/group requests to hire a security guard, this must be noted on the contract form. If the service is available, 

the renter must include payment in the amount of $25.00 per hour, per guard.

1. Proof of liability insurance in the amount of $1,000,000 that names Mountain Brook City Schools as “additional insured”.

2. Damages to the facility that result from the negligence of the rental agency will be repaired by Mountain Brook City Schools and 

charges invoiced to the renting agency or group.

With the rental fee, the school will provide the following equipment/supplies:

• Tables and chairs for dinner/entertainment seating (if more than 300 seats are needed, a special request will need to be made to the 

school)

• Trash cans and liners

• Mop buckets, mops, brooms

• Cleaning supplies for floors, tables, and chairs

• Auditorium lighting/audio/visual equipment (by special request)- use of JH and HS will require a staff facilitator.

Renting agency/group will be responsible for:

• Insuring behavior of participants is consistent with the expectations for students and staff in Mountain Brook City Schools 

• Labor for set up, take down, and storage of all equipment used

• Table cloths 

• Serving utensils

• Any other equipment necessary for event



42

After use of the facility, the rental agency/group is responsible for:

• Clean-up of facility and storage/disposal of all materials prior to the next school day

• Sweeping, vacuuming, and/or mopping of assembly area after use

• Cleaning of tables and chairs

• Storage of tables and chairs after use

• Emptying trash cans into school dumpsters

• Replacement of garbage can liners with new liners

• Return playing fields to same condition as when facilities were assumed

• Clean-up of concession stand areas

• Returning keys (if issued) to school principal the next business day

• Compensation for damages to facility that result from use by rental agency/group

Additional Information:

• Alterations to the facility must be approved by the school principal.

• Decorative materials shall not be attached to walls or any part of the facility that would result in damage to the facility. Decorative 

materials and supplies must be non-combustible.

• Use of facility cannot result in a violation of building or fire codes. Information on codes can be obtained by request from the

Executive Director of School Operations.

• Fine Arts Center to be scheduled under a separate contract through Gary Weatherly.

• Mountain Brook Athletics are excluded from rental of facilities.

• During business hours the Charles Mason Building will be open and available for community use.

The Mountain Brook City Schools Board of Education reserves the right to deny the use of a facility by an agency/group if the 

purpose of the use is not consistent with the mission of Mountain Brook City Schools. The Board of Education further reserves 

the right to re-schedule events within at least 10 days notice of date of requested use. The Board of Education further reserves

the right to terminate this contract if the rental agency/group violates any of the terms or conditions defined herein or has

abused the privilege granted in using the facility.
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Facility Non-profit fee Additional per hour For-profit fee Additional per hour

Multipurpose  Room $        150.00 $                     50.00 $             187.50 $                   93.75

Elem Gym $        200.00 $                     50.00 $             200.00 $                   62.50

Elem Cafeteria $        200.00 $                     50.00 $             200.00 $                   62.50

Elem Athletic Field $        100.00 $                     50.00 $             125.00 $                   62.50

Elem Auditorium $        200.00 $                     50.00 $             250.00 $                   62.50

Ropes Course $         200.00 $                      50.00

JH Gym $        200.00 $                     50.00 $             250.00 $                   62.50

JH  Cafeteria $        150.00 $                     50.00 $             187.50 $                   62.50

JH Athletic Field $        100.00 $                     50.00 $             125.00 $                   62.50

JH Auditorium $        200.00 $                     50.00 $             250.00 $                 125.00

HS Auditorium $        500.00 $                   125.00 $             625.00 $                 156.25

HS Cafeteria $        400.00 $                   100.00 $             500.00 $                 125.00

HS PE Gym $        400.00 $                   100.00 $             500.00 $                 125.00

HS Field House $        300.00 $                   125.00 $             625.00 $                 156.25

HS Track Field $        300.00 $                     50.00 $             250.00 $                   62.50

HS Baseball Field $        300.00 $                     75.00 $             375.00 $                   93.75

HS Soccer Field $        200.00 $                     50.00 $             250.00 $                   62.50

HS Stadium $        500.00 $                   125.00 $             625.00 $                 156.25

Black Box Theatre

PLC $        300.00 $                     75.00 $             375.00 $                   93.75

Classroom $          80.00 $                     20.00 $             100.00 $                   25.00

Computer lab/Media room $        100.00 $                     25.00 $             125.00 $                   31.25

Fine Arts Center $        400.00 Rehearsal $             800.00 Performance

Rental Fee Schedule

*Athletic Tournament fees can be negotiated based on requested time of use with a minimum fee of $500 per day

in addition to a staff facilitator (a day equals 8 hours)
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Multipurpose  Room JH Gym

BWF Gym JH  Cafeteria

BWF Cafeteria MBJH Athletic Field

BWF Athletic Field MBJH Auditorium

BWF Auditorium

HS Black Box Theatre

CBE Gym HS Auditorium

CBE Cafeteria HS Cafeteria

CBE Athletic Field HS PE Gym

CBE Auditorium
HS Field House

CBE Ropes Course HS Track Field

CRE Gym HS Baseball Field

CRE Cafeteria HS Soccer Field

CRE Athletic Field MBHS Stadium

CRE Auditorium
HS Fine Arts Center

PLC

MBE Gym

MBE Cafeteria Classroom (indicate school and Room)

MBE Athletic Field

MBE Auditorium Computer lab/Media room

Name of organization: ___________________________________________________________________________

Telephone number(s) or responsible party: __________________________________________________________

Name of sponsor/responsible party and billing address: ________________________________________________

Purpose of activity: Estimated number of participants: __________________________________________________

Requested date of use: __________________________________________________________________________

Requested time of use (in hours): __________________________________________________________________

Indicate if your organization is school-related, non-profit, or for-profit:_______________________________________

Facility requested for rental (check all that apply):
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Employee Rate of Pay #  requested Hours Total

Custodian (1 required) $35.00/hour

Child Nutrition $35.00/hour

Maintenance $40.00/hour

Staff facilitator $50.00/hour

Request for employee services (Check all that apply)

These are estimates for these particular employees.  When determining actual rate of pay we will take the average rate for that employee and mark the 

amount up for the benefits that are required for that employee.

Special Requests:

Applicant must submit the following with this application:

1. Rental Fee per schedule below (required before use of facility) submitted in the form of cashiers check or money order

2. Proof of liability insurance in the amount of $1,000,000 that names Mountain Brook City Schools as “additional insured”

3. Proof of property damage or fire damage coverage in the amount of $100,000 that names Mountain Brook City Schools as “additional insured”

Hold Harmless Statement: Your signature below indicates your acceptance to the following statement: 

___________________________________ (name of agency/group) agrees to hold the Mountain Brook City Schools Board of Education, its 

employees, and staff members harmless form any and all liability arising from the use of the facilities. As further consideration for allowing the renter 

to rent the facility requested, the renting agency/group agrees to Defend and indemnify the Mountain Brook City Schools Board of Education, its 

employees, and staff members from any claim, damages, or lawsuits of any kind and nature arising from or out of the use/rent of the facility.”

Signature of Applicant: ____________________________________________________

Date: ___________________________________________________________________

School Office use only:

Request approved or denied: ________________________________________________

Signature of Principal: _____________________________________________________
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Amount

Rental Fee

Employee Services Fee

Total Amount Due

Date: ___________________________________________________________________

*Forward original copy to Chief School Finance Officer

------------------------------------------------------------------------------------------------------------

Signature of Chief School Finance Officer: ___________________________

Approved copies forwarded to:

Assistant to the Superintendent _____

Chief School Financial Officer:  _____ Athletic Director: _____

School Principal: _____ Director of Facilities   _____

Director of Technology: _____ Director of CNP    _____

Director of Instruction _____ Director of Special Ed  _____

Director of Student Services _____ Director of Personnel _____ 

SUBMITTED:   March 13, 2009



Extended Day Programs

 Public Funds

 All transactions accounted for in the school books

 Must follow procedures for receipting and expenditures of 
funds

 Self supporting

 All employees should be approved by board and paid through 
payroll.

 Should be board approved salary schedule

 Be cautious of wage and hour issues
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Purchasing/Inventory

 Local schools should follow board policy for the purchase of good 

and services.

 Requisition completed identifying items to be purchased

 Verification of available funds

 Purchase order issued prior to purchase signed by principal
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Competitive Bid Law

 Local schools do not have to comply with the bid law ($40,000) 

when they are using funds other than those derived from taxation 

or appropriation from the Board (i.e., donations or non-public 

fund raisers).

 For this exception to apply, no public funds may be used to 

supplement the purchase of goods or services.

 May have board policy more restrictive

49



Inventory/Fixed Assets

 When a school purchases an item which meets the Board’s policy 
for a fixed asset, the school must report the item to the central 
office so that it can be added to the Board’s fixed asset listing.

 The school should conduct a physical inventory at the end of every 
school year and submit any changes to the central office.

 The school must follow board policies in the disposal of 
property/equipment

 Item no longer usable

 Asset is stolen

 Sale or public auction
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Capital Asset

 Cost $5,000 or more per unit and meets all the following criteria:
 1) Retains its original shape and appearance with use, and
 2) under normal conditions is expected to serve its intended 

purpose for longer than one year, and
 3) is non-expendable; that is, if the item is damaged or some of 

its parts are worn out, it is more feasible to repair the item than 
to replace it with a new unit.
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Legislative Monies

 Must be used for an educational purpose

 Competitive Bid Law does apply

 Are considered PUBLIC funds

 Records of expenditures should be maintained at local 

schools (should be handled at system level)
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Contracts 

 By law, the Board has the authority to contract

 Principals – no inherent right to execute a contract

 Can be delegated right by Board or Superintendent (if that authority has 
been delegated to them)

 Board attorney or designee should review all contracts 

 “Going rogue” and executing a contract anyway has risks

 Personal liability for expenditure

 Charge back

 Loss of immunity 

 Typical contracts – Prom, transportation, athletic equipment, maintenance, 
grass cutting, beauty pageant judging, cheerleader tryouts, etc.

 Remember, you may need contracts to establish that person contracted with is 
not an employee.
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Loans

 Only the Board of Education can borrow money for a 
school.

 The loans must be approved by the members of the 
Board.

 Schools can not loan money to clubs, PTA’s, etc.

 Capital Leases – must also be approved by the Board.
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Loans

 Loans entered into without Board approval are assumed to be 

personal loans by the originator and, as such, public funds 

can not be used to repay the loan.

 Remember, only the Board is authorized to borrow money.
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School Related Organizations
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Working with Booster and 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 unselfishly give money and time to their local schools 

with the intent to make things better for their children.

 With any volunteer organization though there should be established guidelines 

and policies at the board level for the organization to follow.

 It is the Board’s responsibility to insure these guidelines are being  

communicated and followed.
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Activity Funds

 Parent Support Organizations Funds- (School Related 

Organizations) School districts and student groups are also increasingly 

benefited by affiliated organizations that support curricular, co curricular, and 

extracurricular activities.

 Affiliated organizations include groups such as Parent-Teacher Associations (PTAs), 

Parent-Teacher Organizations (PTOs), school foundations, and athletic booster clubs. 

Contributions by these groups often include supplies, materials, equipment, and even 

school facilities, such as weight training rooms.

 Financial records may be included in the school books and classified an non-public 

funds or may be maintained outside the school records depending on the board’s 

policy. Additional procedures should be in place for those records 

maintained outside the school books
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General Policies for the Establishment and 

Operation of Activity Funds

 General policies relating to student and district activity funds 

should be in writing and be distributed to all activity fund 

supervisors, sponsors, and accounting personnel.
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School-Related Organizations
 State Department of Education guidelines issued 2007 (see 

attached)

 Any organization under control of school employee must be 
accounted for in school books

 Athletics

 Student clubs and organizations

 Best case

 All organizations run through school books
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School-Related Organizations
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Lines of Authority 

 Board of Education. The 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. The superintendent should be directly responsible to the board of education for 
administering all board policies. 

 Chief Financial Officer. The chief financial officer should have overall responsibility for 
accounting for and reporting all funds, including district and student activity funds, to the board. 
The chief financial officer 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 is 
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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Organization Guidelines

69

 All officers should go through annual orientation with CSFO/ 

Superintendents designee

 School principal or designee should sit in on all meetings

 Minutes should be maintained for all meetings

 A budget should be submitted annually



Other Suggested Guidelines

 It is suggested that school district personnel not hold any official position 
within a booster club organization.

 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.

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

 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.

.
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Financial Guidelines

Best Practice- all support organizations finances are 

maintained in the local schools books.

Trained board employee maintaining all financial records

Produce monthly financial reports for officers and members

Financial information is reported in board monthly financials

Internal controls in place for compliance with local, state and 

federal laws, board policies and guidelines

Checks and balances over receipts and disbursements

Audit of records included in district annual audit
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Financial Guidelines
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 Financial records are maintained outside the school by 

individual parent support organizations

 Not recommended

 Opens door for fraud and embezzlement

 Subject to poor financial management practices, theft and 

misappropriation of funds

 Adds additional cost and liability to organization

 Adds additional filing requirements

http://www.clipartguide.com/_pages/0511-1002-2801-3259.html


Financial Guidelines
 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
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Loans to Parent  Support Organizations
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 A School Board cannot loan an organization money.

 An organization cannot borrow money in the school or 

Board’s name.

 Any loans obtained by support organization would  be 

personal loans by individuals signing notes.

 Many local banks might not understand.



Booster Work Projects

An organization cannot build a structure on Board property without 

Board approval

 Self-Performed

▪ District Employees

▪ Parent Support Organization

 Organization provides funding for project

▪ In whole or partial
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Booster Work Projects

 Procedures for capital projects

▪ Any building, building/land improvement on a school district 

campus should be approved by the board of education.

▪ Board employee should be in charge of project.

▪ Must follow federal, state and local laws, codes, procedures and 

guidelines.

▪ Should follow same process on all projects regardless of 

funding.
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Facility Access

 Must follow board policies on third party use of facilities

 Should be a contractual arrangement

 Normally approved by BOE

 City/YMCA etc.

 Liability Issues/ Certificates of Insurance

 Some districts have rental use policy. 
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School Fiscal Accountability Act

 Duties of CSFO

Personally notify, in writing , each local board member and the 

local superintendent of any financial transaction of the local board 

which the CSFO deems to be non-routine, unusual, without legal 

authorization or not in compliance with the fiscal management 

policies of the board. The president of the board must see that this 

notification is recorded in the minutes.
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Local School Financial Procedures 

Sources :

“What Principals Should Know About School Finance”

David Bein, ASBO International School Business Affairs June 2014

“Financial Accounting for State and Local School Systems,”

National Center for Educational Statistics 2009 Edition
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