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STUDENT ACTIVITY FUND 

The Board of Education directs that all payments to be issued through the extra activity 
fund shall be processed as follows: 
 
1. The activity treasurer and the faculty advisor should be certain that the bill 

accurately reflects the services rendered. 
 
2. When it is determined that the bill is correct, the following steps are taken: 

 
A. A payment order is prepared in duplicate and signed by: 

1. The student treasurer, 
2. The faculty advisor, and 
3. Business Manager or Superintendent. 

 
B. The final audited bill is attached to the original pay order form and both plus 

the copy of the pay order are given to the central treasurer. 
 

C. The central treasurer records the consecutive pay order number on the forms 
and prepares the check.  Withdrawals are to be made by a voucher check 
order requiring only one signature, that of the central treasurer. 

 
D. The central treasurer makes the entries in his/her books and files both the 

original pay order and the bill as evidence for entries. 
 

E. The check and a copy of the pay order are given to the student treasurer. 
 

F. The student treasurer makes the necessary entry in his books indicating to 
whom the check is made out and the reason.  He then sends the check to 
the vendor.  The pay order is filed to give supporting evidence for the entry. 

 
G. The graduating class will dispose of any funds in their account prior to the 

last day of classes of the school year.  Any funds not cleared after that date 
will be transferred to the Student Council Account. 

 
H. All records and procedures utilized by the Student Activity Fund are subject 

to audit by the District’s Independent Auditor. 
 
Legal Reference: Commissioner=s Regulations, Section 172.2 
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