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A PROPOSED PROGRAM OF ACCOUNTING FOR THE EXTRACURRICULAR
ACTIVITY FUNDS IN THE PUBLIC SECONDARY

SCHOOLS OF OKLAHOMA
CHAPTER I
INTRODUCTION

History does not reveal to us ths beginning of the
extracurricular movement in our country; As the early set-
tlers were busy clearing the land, establishing homes, and
earning a living, they had little time for the establishment
of schools. When the colonists did establish their schools,
they followed the only plan they knew--the one they brought
with them from Europe; The extracurricular activities in
their schools came about because of tradition.

It was not long until attempts were made to include
activities primarily because of their functional value to the
schosl and to the community? For instance, teachers took a
keen interest in their pupils as individuals and exercised
many of the functions of guidance which are an integral part
of good home room programsj they took field trips, organized
and led literary societies for youth and adults in the com-
munity, gave instructiﬁns in singing after school and in the

1
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evening, and at recess time and during the noon hour encour-
aged games in which the teachers often participated;

During the twentieth century the extracurricular
program has had a rapid growth; With large numbers of stu-
dents participating in extracurricular activities, it can be
assumed that the interest was great. The students demon-
strated their enthusiasm for the extracurricular program by
their participation and efforts in raising funds for its

support.

Background of the Problem

Some authors suggest the year 1920 as being the ap-
proximate beginning of a rapidly changing attitude toward
and development of the extracurricular field; Anderson,
Grimmn, and Gruhn point out the changing philosophy toward
the extracurricular field:

In the last twenty-five years a considerable change
has taken place in our point of view concerning "extra-
curricular" activities. More and more we have come to
see that these activities have a significant contribution
to make in the educational growth of the child. For in-
stance, the child may make far more growth in effective
speech skills through participation in debate than in an
English classj; the school band may contribute more to
growth in music appreciation than the more formal music
classj the school paper may give much more opportunity
to develop writing skills than the English classj and
growth in certain citizenship qualities may result from
school clubs as well as from social studies class.

The realization that these activities have signifi-
cant educational values has encouraged educators to at-
tach greater importance to them. It is now believed

that these activities should not be considered as "“extra,"

but that they should form a well-integrated part of the
school curriculum. This principle is in harmony with the
present thinking that the curriculum includes all the
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educational activities provided under the supervision of
the school. In harmony with this point of view we shall
call these activities "extraclass" rather than "extra-
curricular,” to distinguish them from those activities
which form a part of the usual classroom program.1

With the unusual growth of the extracurricular ac-
tivities program in the secondary schools during the recent
years, there has appeared a great increase in the number of
different accounts and student funds that have no regular
place in the accounting system of the public secondary
schools, The aggregate of these funds is so great that
school administrators must find adequate means of supervis-
ing and accounting for them.

These activity programs were first initiated by the
students with very little, if any, supervision by the school
authorities; each of the student activities had its own
method of accounting for funds. In such cases, the account-
ing records, if any existed, were difficult to obtain when
wanted: To audit these accounts was generally impossible.
Through an indifferent attitude or lack of integrity, thou-
sands of dollars of these extracurricular activity funds are
lost each year. The students in these schools fail to re-
ceive the proper training in the accounting of public funds.

Some of the activities receive more money than they need,

while others are bankrupt. The great evil in this method

ly, E. Anderson, P; R; Grimm, and W; T. Gruhn,
Principles and Practices of Secondary Education (New York:
The Ronald Press Company, 1951), p. 212,
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of handling the extracurricular activity funds is that the
students are subjected, and sometimes yield, to the tempta-
tion to misappropriate funds. From these and other situa-
tions there arise many problems in the financing and account-
ing for the extracurricular activity funds.

Since the extracurricular program has become such an
integral part of school systems today, it is important that
it be given sound administrative guidance and that every ef-
fort be made to have the best extracurricular program possi-
ble. Adequate financing of this program is necessary and
often funds are limited. The administration must.consider
how funds can be secured for financing this aspesct of the
educational program; The sources of the extracurricular
funds are many and varied, and every effort should be exerted
to account reliably for all the moneys received; The admin-
istration should also set up policies concerning the methods

used in raising and spending funds.

Statement of the Problem

The problem of this study is to propose a sound sys-
tem of accounting for the extracurricular activity funds in
the public secondary schools of Oklahoma;

In order to accomplish the purpose of this study a
number of sub-problems needed to be investigated; It was
deemed necessary to identify the laws and regulations per-
taining to accounting for the extracurricular activity funds

established by the various states; It also seemed that it
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was essential to investigate current practices in Oklahoma,
identified in relation to principles recommended in authori-
tative literature, so that a sound and applicable system of
accounting for these funds could be developed for the schools
of the state.

In addition it secemed that it would be significant
to determine the degree of acceptance of financial responsi-
bility for these funds by the Boards of Education and the

amount of money devoted to the activity funds.

Need for the Study

Since large amounts of money are raised each year in
secondary schools for extracurricular purposes, some kind of
sound financial accounting becomes necessary; School admin-
istrators should not permit students to raise money through
unsupervised procedures. The expenditure of these funds by
students in any way they choose, without some policies, is
not educationally sound. -

Miller, Moyer, and Patrick point out the definite
need for sound financial accounting of the extracurricular
funds.

Sound financial administration is essential to the
development of an educationally acceptable curricular
program. One of the chief objectives should be the se-
curing of the best curricular program possible within
the limits of the financial resources available. Since
in most high schools the sources from which the funds
secured are many and varied, every possible effort
should be made to reliably account for all the money

received. Being, in most instances, voluntary contribu-
tions and limited in quantity, it is significantly
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important that adeguate controls be established over
methods used in raising and spending funds.

By nature the program is intended to bring the maxi-
mum number of experiences to students. This means that,
as far as possible, the controls and methods employed in
administering the financial aspect of the program should
be made the responsibilities of students. This sharing
of responsibility results in many students exercising
some control over activity funds. They also are required,
by the nature- of the task assigned, to employ some pro-
cedure in accounting. Unless some well defined and work-
able organization is established within the school, the
financial affairs of the curricular program could and
too often do become the principal's "nightmare."™ Indeed
it can become the entire student body's "nightmare."

The type of organization needed to administer the
financial affairs of the cocurricular program will best
be determined by the local program of activities in the
school, by the preparation of the student body to assume
responsibilities, and by the extent to which the school
administrator feels secure in instituting democratic
procedures within the school.l

The accounting of extracurricular activity funds is
no little responsibility, and the administration of a school
system, whether it be large or small, must accept this respon-
sibility; The public and its representatives, the board of
education, look to the administration for accurate accounting
and reporting of the financial conditions of these funds.
The school administrator must merit the confidence placed
in him by the public through the board of education by honest
and accurate accounting of all funds for the extracurricular
activity program; These reports can be made only when com-

plete and accurate records are kept;

1Franklin A. Miller, James H. Moyer, and Robert B.
Patrick, Planning Student Activities (Englewood Cliffs,
N. J.: Prentice-Hall, Inc., 1956), pp. 121-122.
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Sound financial accounting of the extracurricular
activity funds, which is a prudential function, is absolute-
ly necessary for good management of the business affairs of
the school; The financial accounting of these funds depends
upon sound policies set up by the board of education. To
carry out good budgetary procedure, an adszquate and accurate
financial accounting system must be installed. To a certain
degree, all phases of the extracurricular activity program
dépend upon the accurate accounting of the funds raised by
the students;

Closely associated with the principle of prudence
are the principles of adaptability and flexibility. The
system used for accounting for the activity funds should
be flexible enough to meet the needs 9f the school and
should be so constructed that it would be able to adapt to
the changes of the school and the community. The school
administrator should always keep before him the fact that
accounting for these funds involves making a complete and
accurate record of all accounting transactions of the funds
placed in his trust.

When authority is delegated to students for the
raising of extracurricular funds, this authority carries
certain responsibilities. These responsibilities should be
defined by the school administrator.

The students who are given authority and responsi-

bility should be held accountable for the exercise of that
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authority and responsibility. When public funds belonging
to student groups are not properly accounted for, this tends
to demonstrate educational dishonesty.

The people who support the extracurricular program
with their money have a right to know how the money is ex-
pended. They have a right to demand sound financial account-
ing of all funds. They have a right to help determine the
policies and regulations for the management of the activity
funds. The school administrator who carelessly handles or
fails to safeguard these funds is guilty of gross neglect
and is unworthy of the position he holds.

This étudy was needa2d because of the increasing con-
cern of state and local school officials and the general pub-
lic for safe and economical handling of the extracurricular
activity funds which amount to millions of dollars annually.
This study was also needed to call to the attention of the
State Department of Education the necessity for providing
forms for the accurate accounting, auditing, and reporting
of the extracurricular activity funds of each school in the

state of Oklahoma.

Definitions of Terms
In the administration of the secondary schools, the
principal encounters many problems of accounting for the
extracurricular activity funds. These problems are associ-
ated with student organizations, exchanges, cafseterias,

athletic funds, and all the other activities that raise



money.
For purposes of this study terms are defined as
follows:

Extracurricular Activity. The learning experiences

that the students select where no academic credit acceptable
to regional accrediting association is given for student
participation,

Extracurricular Budget. A plan of financial opera-
tion embodying an estimate of proposed expenditures for a
given period or purpose and the propossd means of financing
themn.

Accounting. The theory and system of setting up,
maintaining, and auditing the books of the extracurricular
funds.

School Administrator. The high school principal
will be referred to as the school administrator.

Finances. All the funds received from any source
for the support of the extracurricular program.,

Co-Curricular. Ths term co-curricular when used

will have the same meaning as extracurricular.

Dzlimitation of the Study

This study is limited by:

1. Investigation of only state laws and state de-
partment of education regulations in the various states;

2. Investigation of current practices only in the

public secondary schools of Oklahomaj; and
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3; Consideration of source, disbursements; and ac-

counting for extracurricular activity funds.

Sources of Data

The data for this study were received from the fol-
lowing:

1. A study of the research and literature in the
field of school finance was made to discover the practices
and forms used in accounting for extracurricular activity
funds and to develop a set of best practices on which a plan
was devised.

2. The State Departments of Education in all fifty
states were contacted to secure the available information as
to laws, board of education policies, attorney general opin-
ions, and work that had been done in financial accounting of
the extracurricular activity funds in each state.

3. A questionnaire was sent to all the public second-
ary schools in the state of Oklahoma to identify the practices

in accounting for the extracurricular activity funds.

Procedure
In order to identify desirable practices, a survey
of literature was undertaken. Those principles, practices,
and procedures on which authorities were in consistent agree-
ment were accepted as the bases from which a questionnaire
was developed. During October, 1959, this questionnaire

was distributed to the 602 public secondary schools of
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Oklahoma in order to determine the current practices as com-
pared with authoritative recommendations. Returns were re-
ceived from 350, or 58 per cent, of the public secondary
schools.

Information as to the regulations of extracurricular
activity funds was obtained from a perusal of state laws and
State Department of Education regulations as provided by the
State Superintendent's office in all of the states except
Nevada. A summation of the required practices in all states,
when such practices were not prohibited by Oklahoma law, was
used to furnish additional background for a proposed system
for Oklahoma. It was thought that many worthwhile sugges-
tions could be developed from the practices of other states,
from which a consistent system of accounting might be pro-
posed.

Forms used in various Oklahoma school districts and
forms provided by other State Departments of Education were
examined in order to secure suggestions for forms that might
be applicable in Oklahoma.

The philosophy of school administrators, and the
status of financing and accounting in Oklahoma were examined.
From this information concerning the existing situation it
was then possible to determine the accounting forms to be
maintained and what d=ficiencies should be remedied.

From-the information gleaned from the preceding in-

vestigations, and in keeping with Oklahoma law and State
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Department of Education regulations, forms were then devised
for an accounting system of the extracurricular activity

funds for the public secondary schools.

Organization of the Study
The literature in the field of accounting for the

extracurricular activity funds was examined and reviewed.

The status of accounting for the extracurricular
activity funds of the various states was analyzed. The
states were divided into three groups-~those with definite
laws defining the methods to be used for the accounting of
the extracurricular funds; those with policies by the State
Board of Education as to the methods of accounting for the
extracurricular funds; and those states without laws or
policies.

A ﬁuestionnaire was used to determine how the public
secondary schools of Oklahoma account for their extracur-
ricular funds.

A program of accounting for the extracurricular
activity funds has been proposed for the public secondary
schools of Oklahoma. The program of accounting proposed
for the public secondary schools of Oklahoma was developed
from the practices described in the literature by the author-
ities on accounting for extracurricular activity funds.

A summary of the study, conclusions, and recommenda-

tions have been presented;
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A selected bibliography listing some of the pertinent
reference materials used in the study was prepared. Appen-
dices which include copies of forms used in accounting and a

copy of the questionnaire used in this study are attached.

Review of Selected Related Literature

From the literature, information was found dealing
with all phases of the extracurricular program., Almost all
of the authorities in the field discussed the accounting of
extracurricular funds. As books and articles dealing with
this subject were entirely too numerous to review in detail,
only a selected few are discussed here.

Fretwell in his book, Extra-Curricular Activities in

Secondary Schools, had the following to say about the finan-
ces of the extracurricular activities:

Instead of being annoyed by the difficulties of the
extra-curricular finances in high schools, principals
and teachers should welcome the opportunities these dif-
ficulties present for education of both teachers and
pupils. It is the business of the school to organize
these extra-curricular finances so that they may furnish
favorable opportunities for the members of the school to
practice with satisfaction now the earning, safe-keeping,
and wise spending of money--Here they are: budgets to
make, accounts to keep, banks to establish and operate,
money to earn always and sometimes a surplus to invest,
audits to make and financial statements, tickets to print
and sell, change to make and gate receip®s that must
check up, secretarial service that can be supplied. Here
is waiting a real laboratory of business experience.

Some pupils wisely guided can learn real business by
assuming definite responsibilities and putting their
training to the test. The members of the whole school,
by their personal interests in the financial problems of
one or more activities, can get some actual training,
and in all cases they have an opportunity to appreciate
ideals of business procedure in operation. Fortunately,
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an increasing number of schools are welcoming eagerly
these opportunities for the school citizen to live
intelligently financially here and now.

The earning, safe-keeping, and wise spending of
money is for many people a source of irritation. This
Private grief is carried over into public affairs, with
the result that many discussions of extracurricular
finances in times not wholly gone by have been a chorus
of lamentations.l

Fretwell made the following claims for budgetary
control:

1. It requires all extracurricular activities to
organize or reorganize on a business basis and to fol-
low definite well-understood business methods.

2. It requires activities to live within their
income.

3. It tends to develop a better balanced extra-
curricular program.

b, It tends to encourage worthy but nonrevenue-
producting activities by providing for them.

5. It conserves the time and energy of teachers and
pupils by eliminating many drives; "entertainments™ put
on to raise money, and "pep" meetings.

6. It prevents the raiding of the financial sources
of the school by those popular activities that come early
in the year.2

A plan for handling extracurricular funds was pro-
posed by Cox and Langfitt:

A plan is not difficult to work out, whereby activi-
ties with considerable expense and little income, such
as the orchestra, share in the profits of every enter-
tainment to which they contributej in the same way the
band fregusntly shares in the athletic income. Expendi-
tures are then made only with the approval of designated
faculty sponsors and all surpluses are turned over to the
student council for general school purposes.

A furthsr elaboration of this plan calls for a mini-
mum and maximum budget, planned and approved in advance.
The student council, if there is certain income assured,

lEibert K; Fretwell, Extra-Curricular Activities in

Secondary Schools (Boston: Houghton-Mifflin, 19315, P. E39.

2Tbid., pp. Lil-Lu5,
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then guarantees the group the amount of its minimum bud-
get; the organization may spend the maximum if it can
obtain the necessary funds, but funds in excess of the
maximum budget must be turned over to the council. The
expenditure of funds is then in the hands of the organi-
zation treasurers, who may be allowed a petty cash fund
of ten dollars, or so, which is replenished on the pres-
entation of vouchers approved by the faculty sponsor.

. The school funds are, however, retained by a 'student-
faculty committee, which pays by check all approved
larger bills within the appropriation. A monthly state-
ment is made, by the fund committee or "bank," to each
organization showing the appropriation, the amount ex-
pended up to the first day of the preceding month; the
amount expended during the month; and the balance on the
first day of the new month. With increasing_frequency,
however, schools are merging all treasuries.

This procedure can prove valuable to pupils as a
learning experience. In many secondary schools budgetary
procedures are required. The pupils prepare the budget for
their organization and make decisions concerning the raising
and spending of funds. These budgets and decisions are sub-
mitted to the student council which acts upon it or refers
it to its finance committee for examination and recommenda-
tion for approval to the council. The council then prepares
a composite budget of all the student organizations in the
school and supervises, through its central treasurer or its
finance committee, the expenditures of the funds by the or-
ganizations included in the over-all budget; Such responsi-
bility is an excellent preparation for democratic living.

For efficient business operation, a budget is essen-

tial. Chris A. De Young stated:

1p, W. L. Cox and R. E. Langfitt, High School Admin-

istration and Supervision (New York: American Book Company,
193 L] ppc 500"5010
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Too often, extracurricular organizations "go into .
the red" because of poor initial planning of finances.
Each group ought to prepare a budget consisting of its
proposed program of activities, estimated expenditures,
and proposed receipts. Furthermore, a central committee
should draw up one consolidated budget for all the
school activities. Aside from its function as a con-
trol, the budget has a definite education value if the
students participate in planning and executing it.l

The following is an account of some of the procedures
used as a uniform system in all the secondary schools of the
Long Beach Unified School District in California as described
by E. L. Hendrix, the Chief Accounting Officer for that dis-
‘tfict:

A complete manual of accounting procedures should be
prepared by the accounting division of the business de-
partment, showing complete chart of accounts, and de-
scribing the use and the method of handling the account
for each activity. All forms approved for use should be
shown and described in the manual accompanied by a full
description of the application and use of each form.

The manual should cover methods of handling and account-
ing every activity of the student body and auxiliary
organization. It should be a complete guide and hand-
book for all who handle the finances or business in any
degree, and all should be required to comply with its
provisions. . . . There should be inaugurated a system
of numbered purchase orders, and a plan of acknowledged
receipt of goods and services, all clearing through the
student body office. When activities are numerous, or
involve considerable value, a budget control system
should be properly maintained.

Admission tickets for all pay events should be
properly designed and printed in conformity with legal
requirements (if any). They should be prenumbered and
be accounted for by numbers and amounts. All unsold
tickets, together with printer's statement of printings,
should be kept.

lechris A. DeYoung, An_Introduction to American
Public Education  (New York: McGraw-Hill Book Company,
1950), p. 487.
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All cash income should be receipted for at source,
in full and the total banked--no disbursements of any
kind should be permitted from unbanked income. Prenum-
bered receipt forms may be consigned to individuals act-
ing as collectors for organizations or activities. Spe-
cial ticket report forms should be used where tickets
sales are involved. Complete control, as well as by
consignments, should be maintained on the number and
value of such numbered forms. The supervising account-
ant recognizes that proper handling of cash from source
to bank is most important, and he is constantly on the
alert to see that prescribed procedures are properly
maintained. . . . Audits should be in reasonably suf-
ficient detail to disclose the true facts. In all cases,
cash should be tied together from one period to another;
bank records reconciled with the books; tickets, receipt
forms, and all othsr numbered documents accounted forj}
cash register readings checked and reconciled. Reason-
able check should be made of minutes of meetings of the
various organizations, and follow-up made on important
matters. In auditing disbursements, care should be
taken to see that authorizations for expsnditures are in
order; that settlements are made from invoices and pur-
chase order documents and not from vendor's statements.
Auditors must always be alert to see that expenditures
have been made for the benefit of the students and not
for the benefit of the district or the school employees,
and that the actual business of the organization has
been performed by students. Fidelity bonds and insur-
ance policies should be checked, and inventories scruti- .
nized. Surprise cash audits should be made occasionally.

It is incumbent upon the suparvising accountant to
see that all these methods and processes are complied
withjy to audit all records of all organizationsj and to
report to highesr authority such irregularities as may be
out of the scope of his authority to handle.l

Robert R. Halley, financial adviser to the student
council of Avenal, California, High School, enumesrated the
following criteria for a good budget:

1: A good student-body budget should have a balance
to carry forward approximately equal to the balance

g, R; Hendrix, "Supervision of Student Body Account-
ing," California Journal of Secondary Education, XXVI, No. 2
(February, 1951)’ pp- 110"112-
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brought forward. :
2. The budget should be made from September to
- September rather than September to June.

3. Each budget should contain an emergency fund
to permit unanticipated expenditures,

4., A student-body budget outlines many of the
student-body activities for the year. The work in de-
veloping a budget should come after the student council
has established its goals for the year.

5. If the income on the budget is dependent in part
on the sales of tickets to athletic events, the question
of the price of tickets arises.

6. The student-body budget should, of course, be
created by the students, with advice and help from their
financial adviser.

Many schools have a central treasury into which all
funds from all student organizations are paid and from which
all disbursements are made for these organizations. C. W.
Ehnes made the following observations,as to why the school
should have a central treasury and as to what duties a good
central treasury should perform:

Every high school that has a considerable number of
activities should have a central treasury because:

1. The principal of the school and many times the
suparintendent of schools and members of the school com-
mittee should know at any moment just what is happening
concerning certain funds controlled by high-school or-
ganizations.

2. While most boys and girls in charge of separate
activity treasuries would not think of misappropriating
funds, there are a few large high schools in which it
has happened. Laws regarding embezzlement of funds are
much more severe than for theft.

3. The service charges on small bank accounts make
it too expensive to run a separate account for each
activity.

Ly, standardization of procedures in financial mat-
ters is viewed favorably in the public's eye.

IRobert R: Haley, "Criteria of a Good Student-Body
Budget," The Clearing House, XXVI (September, 1951),
PP. 28-29.
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5. While teachers are invaluable as social guides
for student groups, frequently as financial advisers,
they are absolute failures.

A good central treasury should comply with the fol-
lowing:

1. The treasurer should handle no money except
possibly to secure from a bank the small amount that
is necessary from time to time for petty cash fund.

2. No large amounts of money should ever be ac-
cumulated and held at the school.

3. There must be a good system of internal check,
making it impossible for the treasurer to misappropri-
ate funds without detection within a short time.

Lk, Withdrawals from savings accounts should require
the signatures of the treasurer and one other authorized
person.l

Ehnes further outlined the essential features of the
central treasury system of the Brookline, Massachusetts,
High School of which he was principal:

1. The head of the business department is the
specially qualified and bonded adult member of the:
school staff to act as general treasurer. .

2. A single activity bank account (checking) for
all organizations of the school.

3. Monthly statement of affairs issued and distri-
buted to the assistant treasurers of all organizations,
the superintendent of schools, the school board, and the
headmaster, which shows receipts, disbursements, cash
balance of all organizations, saving account balances,
and money invested in government bonds.

4. An annual report to the superintendent of schools
and the school board from the athletic association show-
ing a detailed analysis of expenditures and receipts.

5. A semiannual audit (February and June) of all
the student treasurer's books by the senior bookkeeping
teacher of the business department.

6. A yearly "on-the-spot" audit by a certified
public accountant authorized by the school board.

7. A suitable system of organization, accounting,
and routine of administration to which all student ac-
tivity treasurers are specially trained, and this in
turn conforming with the construction and supervision

10; W. Ehnes, "Central Treasury for All Activities,"
The Clearing House, XXVI (September, 1951), pp. 30-34.
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of the central treasury organization;1

Mort and Reusser recommended that the accounting be
Placed under the supervision of the principal, with oppor-
tunity for student participation because of the valuable
training the} will receive;

The rapid growth of school clubs and other extra-
curricular activities--school lunchrooms, cafeteria
service, and bookstores--have created the problem of
the managemant of funds used within the school system.
In some instances boards of education have included re-
ceipts and expenditures of such funds in the regular
accounting system by providing for a revolving-fund
account, whereas in others there is a complete separa-
tion of these funds from the school funds handled by
the board and its officers. In schools that account
for these funds separately, the internal accounts are
usually placed under the supervision of the principal
or a high school teacher, who makes reports to the
superintendent and the board of education. Another way
is to have all internal funds kept by a school book-
keeper under the direction of the principal, with month-
ly reports to and an annual audit by the superintendent
of schools or the board of education.

In addition to the purposes served by the usual
internal accounting procedures, they offer an excellent
opportunity for training students in business responsi-
bilities and giving them practice in handling financial
affairs. When all receipts from high school activities,
such as clubs, studsnt publications, plays, and operas,
are deposited in the school account to the credit of the
various organizations and expenditures are made by
voucher drawn by the student treasurer and countersigned
by the sponsor of the activity, a complete accounting is
made of all receipts and expenditures and students have
received valuable training in the business methods in-
volved. One bank account is usually sufficient when
receipts and expenditures are separated for the various
organizations. The internal accounting budget should
show the estimated receipts from and appropriations to
each activity as well as the estimated expenditures. It
is seldom that activities are self-supporting; some have
greater receipts than others, but in the over-all budget,

lipig.
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a fair estimate should be made of the needs cf each
activity and funds to be collected or appropriated.l

Reeder, in his statement of principles dealing with
extracurricular activities, recognized the principle of
supervision by the school of all extracurricular activity

funds and accounts.

Most extracurricular organizations and activities
receive and spend revenue., The amount of money which
they annually take in and pay out varies from a few
dollars in the small schools to several thousand dol-
lars in the large schocls. In most schools, athletic
events are by far the chief source of revenue. This
condition may be largely responsible for the overem-
phasis on winning teams.

Wnether the amount of money be large or small, the
schools must exercise supervision of it. No school
organization can justly claim that, since it has earned
its own money, it should be permitted to expend it in
any manner that it chooses.

School supervision of the finances of all extracur-
ricular activities is recommended for two reasons. In
the first place, supervision begets a more economical
expenditure of the funds. Under complete student con-
trol, there is the ever-lurking danger that the funds
will be unintentionally, or sometimes criminally, wasted.
To permit the waste of funds is not fair to the large
group which furnishes the funds, nor does waste inculcate
good habits in the students responsible for it. In the
second place, supervision guarantees the financial in-
tegrity and protects the reputation of those persons who
handle the funds. Without a proper system of audits and
of public reports of funds, defalcation on the part of
persons wno keep the funds is risked, and what is more
to be deplored, the reputation of honest persons are
likely to be besmirched by scandalmongers. Even teachers
and school officials, who often find it necessary to as-
sume control of these funds, must take heed lest "whis-
pering campaigns" be launched against their financial
integrity. All accounts should be so kept that no one,
at any time or at any place, could legitimately question

1Paul R. Mort and Walter C; Reusser, Public School

Finance (New York: McGraw-Hill Book Company, Inc., 1951),
Ppc 2E8—2)‘"9I
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the fidelity to their trust of the persons who keep the
accounts.

Douglass, in dealing with the accounting of extra-
curricular activity funds, placed on the principal the re-
sponsibility of safeguarding activity funds.

Even more important is it for the principal to see

that every fund of any sort entrusted to any student
officer or faculty adviser of any student activity be

the subject of an adequate accounting system. Experi-
ence has definitely shown that the fallure to do this

constitutes an invitation to dishonesty or carelessness,

which not only is distinctly harmful training for young
people but reflects discredit on the administration of
the school.

A plan suggested by specialists in extracurricular
activities and employed in a large number of secondary
schools involves the depositing of all funds with a
school or student-body treasurer and the keeping of
separate accounts of receipts and expenditures by the

treasurer of each organization., This person, preferably

a member of the high-school teaching staff, should be

bonded. In this plan, as it is fregquently administered,
the organization treasurer deposits all receipts immedi-

ately with the school or student-body treasurer, taking

a receipt therefor. All receipts are recorded as separ-
ate items in the account kept by the organization treas-

urer, and numbered and signed receipts showing amount,
date, and person for each payment are given by him to

all persons making payments, often in the form of entries
in books similar to bank books and kept by the treasurer

of each organization.

Pupils or officers are authorized to incur indebted-

ness only by means of requisitions signed by the presi-
dent or the secretary (whichever has been designated by
the charter or constitution) and the adviser for that

organization. The requisition form should on its face
advise the person or firms to whom it is issued to file
it as the basis for statement rendered to the organiza-

tion or student body. It should be issued in triplicate,
one copy for the central treasurer and one being kept by

the organization treasurer. Payments for goods or ser-
vices are provided by means of requisitions upon the

lyard G; Reeder, The Fundamentals of Public School
Administration (New York: The Macmillan Company, 1951),
pp- 20“ 21.
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central treasurer for warrants or checks. These are

to be issued only for items for which, as shown by his
records, authorization or requisitions have been issusd
by the officials authorized by the organization and the
faculty adviser. At stated intervals (probably monthly)
the central treasurer should send to each organization
treasurer a statement of the account of his organization
showing receipts, expenditures, and balance.l

In order to implement the judicious allotment of
funds for the different activities of the secondary school,
a good system of accounting should be in effect. Gruber and
Beatty recognized this.

A single system of accounting will facilitate the
handling of school funds and reduce the amount of error.
Such a system will include at least five procedures;
namely, the sale of tickets, the making of deposits with
the school treasury, the disbursement of funds, the keep-
ing of individual accounts by each organization, and the
compiling of a general monthly statement of the status
of the activity fund.

Tickets should be numbered consecutively and clearly
marked with the purchase price. Accurate records should
be made of ticket distribution, and tickets should be
accounted for.

The financial policy of the school will determine
whether money received should be deposited into a gener-
al treasury from which all funds are drawn, or whether
they should be credited to the organization making the
deposit. In any event the individual making the deposit
should receive a receipt, made out in duplicate. The
original is kept by the depositor, the carbon copy is
retained by the school treasurer. If a receipt book
with permanent bound carbon copies is used, the school
treasurer has a permanent and complete record of all de-
posits made with him.

When an organization wishes to draw funds from its
budget the treasurer fills out a "pay order" which, when
signed by the faculty sponsor, is presented to the school
treasurer for payment. If the request is granted, the
school treasurer makes out a check which is signed by
the proper authorities. The pay order and the school

1Harl R: Douglass, Modern Administration of Second-
ary Schools (Boston: Ginn and Company, 1954), pp. B09-B10,
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treasurer's canceled check become the permanent records
of the transaction.

In order to keep a systematic record of deposits and
disbursements for each activity, a ledger sheet or card
should be kept for every organization. The card should
contain the signature of the organization's treasurer
and faculty sponsor, the budget allowance, and informa-
tion with regard to special rulings (if any) which apply
to it. Receipts, disbursements, and budget balance
should be recorded with the date of each entry.

Each month the school treasurer should make a de-
tailed report in triplicate of the financial standing
of each activity and of the activities fund. This report
should be filed as a part of the treasurer's permanent
record, One carbon should be deposited in the office of
the principal or of the school board, and the other should
be made available for examination by school organizations.
Sometimes individual monthly statements are sent to the
treasurer of each organization.

The main purposes of these procedures are (1) to keep
an accurate record of school activity finance, (2) to
make it possible for newly elected or appointed student
officers to know the exact status of the activity fund
when they assume office, and (3) to help the student
activity program to operate within its budget.l

Miller, Moyer, and Patrick had this to say about a
plan for financing the extracurricular program:

Any plan for financing the cocurricular activity
program of the schooi will be limited by the resources
available whenever schools are required to rely entirely
upon the funds that can be raised through the activities
of cocurricular groups. The program, no matter how de-
sirable an extension might be, must be restricted within
the fund raising possibilities of the school. Moreover,
a planned program of educationally sound cocurricular
experiences for students must either be limited at any
time to the funds on hand or be preceded by a drive to
raise the necessary money. When separate group accounts
are maintained and the program for the activity group
must be financed from this account only, it becomes at
times very difficult to control. the many requests to
engage in money raising efforts. By precedent, years of

1Frederick C. Gruber and Thomas Bayard Beatty, Secondary
School Activities (New.York: McGraw-Hill Book Company,

Inc., 195E)y pp. 56-58,
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organized scheduling, and proper demand within the com-
munity certain activities have gained priorities that
place them in a favorable position for raising funds.
Thus, the principal and his cocurricular committee often
find that unless they are willing to run the risks in-
cidental to curtailment of these activities in order to
provide opportunities for other groups to raise funds,
new and worthwhile projects cannot be considered.

To remedy this situation a number of high schools
have established one central treasury account for the
cocurricular program of the school. All funds raised
by cocurricular group activities are deposited in this
account., In the accounting system used, the individual
groups are credited with the deposit, but expenditures
from the fund are controlled by the cocurricular commit-
tee. The total funds are held to be school funds, and
as such are used to support the total cocurricular program.
This system of financing the cocurricular activities from
a common school fund has the advantage of making it pos-
sible to finance particular worthwhile activities with-
out restricting the program of other groups. In addition,
it has another educationally sound feature--the training
that students receive in cooperative living. In a demo-
cratic society where the common welfare of the group is
h=21d to be above that of the individual or small groups
of individuals, this type of training makes a valuable
contribution in the life of the maturing citizen.l

IMiller, Moyer, and Patrick, op. cit., pp. 132-133.



CHAPTER II

A SURVEY OF EXTRACURRICULAR ACTIVITY

ACCOUNTING IN THE VARIOUS STATES

In June, 1959, a letter requesting information rela-
tive to methods and procedures used in accounting for extra-
curricular activity funds was sent to the superintendents in
Departments of Education or Instruction in each of the fifty
states. The following questions were asked--(1) Does your
state have legislation or authorize a uniform departmental
policy, or both, that regulates accounting for extracurricu-
lar activity funds of public schools within the state?, and
(2) Have there been any opinions by the attorney general per-
taining to the accounting of extracurricular activity funds
within the state? If so; please send copies of the attorney
general opinions. It was also requested that the department
send any published laws, statements of departmental policy,
or other published materials that would assist in studying
the accounting of the extracurricular activity funds in the
state. Replies were received from forty-nine states;

It was apparent from the information received from

the various states that there were three patterns of practice

26
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in the states at the present time: (1) individual schools
or school boards may account for these funds in whatever
manner they chose without interference or control:from
either state law or regulatory policy of the department of
education of the state concerned (A variant of this pattern
gave the school or school board freedom, but provided for
recommendation of desirable practices by the state department
of education)j (2) schools or schocl boards were required to
conform to provisions of a state law that establishes pro-
cedures for accountingj and (3) schools or school boards
were required to adhere to provisions of regulatory policies
determined by state departments of education. In this pat-
tern there was no specific state law pertinent to extracur-
ricular activity funds accounting, but the laws establishing
the state department of education and describing its author-
ity, of course, have an indirect effect on control of ac-
counting practices.

In addition to these three patterns, it was discov-
ered that a few states had both specific laws and state de-
partment of education policies. However, additional infor-
mation, received in letters from officials of departments of
education in those states where specific laws were in force,
indicated that in most of these states development of uniform
state department regulatory policies was usually considered
to be desirable but was also usually postponed in favor of

more pressing problems.
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The general practice of "laissez faire" was most com-
mon in the states where the individual school boards account
for these funds in whatever manner they choose, without in-
terference or control from either state law or regulatory
policy of the state department of education. However, the
recent dates of establishmant for both laws and regulatory
policies indicate that this condition may not last much long-
er. This speculation based on the fact that numerous offi-
cials in states where the "laissez faire" pattern is in force
indicated that development of uniform practices for account-
ing was desirable or that the department involved was "study-
ing the problem of developing either legislation or depart-
mental policies.™ It was also indicated that there may be a
rather close relationship between the policies of accrediting
associations and practices of schools, at least where larger
schools are involved. This was noticed in the states where
schools belong to the Northwest Association of Secondary
Schools and Colleges.

It seemed desirable to point out that uniform ac-
counting procedures developed in states having laws for
regulation of accounting closely parallel the uniform pro-
cedure developed in states where regulation is placed under
control of the state department of education. This suggests
that both groups of states were actually adhering to the same
principles with respect to accounting; It points out that

belief in the desirability of and necessity for uniform
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accounting procedures was strong and that it was rapidly be-
coming stronger than belief in the desirability of a "laissez

faire" pattern.

States with No Plan of Accounting

Twenty-two of the states reported that they did not
have any state plan of accounting for the extracurricular
activity funds. These states were: Alabama, Arkansas, Iowa,
Louisiana, Michigan, Nebraska, Nevada, New Jersey, New Mexico,
North Dakota, Ohio, Oklahoma, Oregon, Rhode Island, South
Carolina, Vermont, Washington, West Virginia, Wisconsin,
Wyoming, Alaska, and Hawaii. The following letter from an
administrative consultant in the office of the Superintendent
of Public Instruction of the State of Washington was typical
of letters received from states which had no state plan of
accounting for extracurricular activity funds:

This in reply to your letter of the 16th requesting
a copy of the laws or State Board of Education policies
pertaining to the accounting of the extracurricular ac-
tivity funds in the public schools of our states.

Student body funds, as they are termed in this state,
are strictly student body funds and are not school dis-
trict funds. As such, they are not subject to expendi-
ture or control by either the board of directors or the
school officials. They are subject to control and ex-
penditure by the student body and thesir representatives.

Since student activities and the management and
handling of student body funds are what we commonly refer
to as extracurricular activities, they are subject to
advice and counsel of school authorities, such as the
board of directors and the administrators or teachers.

It is well for the school officials to advise and guide
the students in their activities and the handling of
their funds, but the fact remains that these funds are
subject to control and expenditure by the student body
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and their representativesQ1
Enclosed with the letter was an opinion from the
Attorney General dated February 27, 1953, which follows:

1. Student body funds derived from athletic con-
tests, programs, and entertainments are not school
district funds.

2. TFootball and basketball equipment, other than
equipment required for school courses, may not be pur-
chased with school district funds. The same rule has
been applied to band uniforms and bus drivers' uniforms.

3. Student body funds should be kept in a separate
bank account outside the county treasurer's office. Said
funds are not in any way subject to the provisions of law
relating to school district funds.

We are not unmindful that this office had held it to
be the duty of the duly authorized officials of the state
to audit and inspect the books of the Associated Students
of the University of Washington, but it does not necessar-
ily follow that the same rule applies to the student body
funds in our public high schools. While it is true that
the high school student associations bear approximately
the same relation to their respzctive school districts
as the ASUW bears to the University of Washington, there
are significant differences which should be recognized.
An undergraduate student at the University of Washington
is required, by action of the Board of Regents, to pay a
special fee which augments the ASUW fund. This is author-
ized by RCW 28.77.040, subsection (3). RCW 28.77.050 and
requires that these funds shall be held by the Board of
Regents as a revolving fund and expended for the purpose
for which collected and be accounted for in accordance
with existing law. There is no corresponding statute
which applies to student body funds. Membership in a
high school student association is on a voluntary rather
than a compulsory basis.

RCW 43.09.230 provides that the expense of the exami-
nations of books by the state authorities shall be paid
by the respective taxing districts. Since the student
body funds are employed to foster activities for which
school district funds are not available, it would be in-
consistent to require that the respective school dis-
tricts should be compelled to pay for the audit of those
funds.

1Letter from Llewellyn 0; Griffith, Administrative
Consultant, Washington State Department of Education,
June 24, 1959,
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It is our conclusion that in the absence of legisla-
tion defining student body funds as a public account,
that it is not incumbent upon the state auditor's office
to examine these accounts, and that it may accept the
audit of such funds made by a qualified individual or
firm appointed by the school authorities. Any opinion
of this office in conflict herewith is hereby overruled.

Responses from officials in the states of Alabama and
Oregon revealed that some progress had been made in the di-
rection of policy formation for their schools, but not enough

to place them in the "policy" pattern.

Pattern in States Where Extracurricular

Accouﬁfing Is Regulated by
Specific Legislation

Fifteen of the states reported that extracurricular
accounting was regulated by specific legislation. State de-
partment of education officials in all fifteen of them
(Arizona, California, Colorado, Connecticut, Georgia, Idaho,
Tllinois, Indiana, Massachusetts, Mississippi, Missouri,
Montana, North Carolina, Pennsylvania, and Tennessee) re-
sponded to the letter of inquiry and enclosed copies of the
state laws concerning accounting of the extracurricular ac-
tivity funds; It should be noted that recent laws were re-
ceived from departments in the states of Colorado (1959),
Connecticut (1959), Illinois (1951), Massachusetts (1954),
Montana (1957), Mississippi (1953), Missouri (1955); Idaho

(1959), Georgia (1955), and Tennessee (1959); This pointed

1Opinion from Dan Eastvald, Attorney General, State
of Washington, February 27, 1953.
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out the fact that recent attention has been given to the
problem of legislation. The laws of Colorado, Connecticut,
Massachusetts, Idaho, Georgia, and Tennessee were very brief,
but they did make specific provisions for the expenditure of
and the accounting for public funds used in the extracurricu-
lar activity program. In order that a more complete record
could be presented, the statutory provisions governing extra-
curricular activity accounting in Arizona, California,
Indiana, North Carolina, and Pennsylvania, were incorporated
in this study; The specific points of interest in the statu-
tory provisions of the states of Illinois, Massachusetts,
Missouri, and Montana were as follows.

Statutory Provisions in the State of Arizona

Pertaining to the Accounting
of Student Activity Money

A letter from the Finance Adviser in the Arizona
State Department of Education listed the following laws on
student activity funds:

Section 15-1271 Student activities money defined;
school monies defined, use of school morey.

A. All money raised with the approval of the board
of trustees or board of education of a common or high
school or junior college district by the efforts of stu-
dents in pursuance of or in connection with all activi-
ties of student organizations, school book stores, clubs,
athletic activities, school plays and other student
entertainment shall be deemed student activities money.

B. Money received from rental of district property,
tuition fees and other district receipts are school monies
and shall be deposited with the county treasurer to the
credit of the district, and shall be expended as provided
by law for other school funds.

Section 15-1272 Student activities treasurerj; admin-
istration of student activities money; audit.
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A, The governing board of any district having stu-
dent activities money shall appoint a student activities
treasurer to whom all such money shall be paid. He shall
deposit the money in a bank in an account designated the
student activities fund. Disbursements from the fund
shall be by check, signed by the student activities
treasurer and one other person appointed by the board
of trustees. If bank facilities are not available, an
administrator in the school shall be designated by the
board as student activities treasurer. The student ac-
tivities treasurer shall give a bond in an amount deter-
mined by the board, and the cost of bond premiums shall
be a charge against the district.

B. Accounts showing the balances due the respective
student organizations set forth in subsection A. of 15-
1271 shall be kept by the student activities treasurer,
and shall be open to inspection by officers of the stu-
dent bodies concerned., Every student activities fund
shall be audited at least once each year by the state
examiner or by a qualified accountant employed by the
board of trustees, and the reports of such audit shall
be a public record.

Section 15-1273 Record of deposits and expenditures;
audit of deposits.

A. The student activities treasurer shall maintain
an accurate detailed record of all deposits in and ex-
penditures from the student activities fund. The record
shall be made in such form as the board of education or
board of trustees of the school district prescribes.
Copies of the record shall be presented to the board of
education of the board of trustees of the school district
not less than once during each calendar month.

B. All activity monies deposited as provided by the
board of education or board of trustees, and the cost of
the audit shall be charged against the district. A copy
of the audit shall be filed with the board of education
or board of trustees of the school district.

Section 15-1274 Revolving fund.

The board of education or board of trustees of a
school district may, by resolution entered upon its min-
utes, establish a revolving fund for the purpose of meet-
ing necessary current expenses connected with studeant
activities as defined by this article. The amount of
the revolving fund shall be determined by the board which
establishes the fund and provision for its establishment
shall be included in the budget. The amount of money
provided in the revolving fund shall, at the end of each
fiscal year, be returned to the credit of the school dis-
trict and the fund re-established as provided in this
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The following opinion of the Attorney General was

received from the

Arizona State Department of Education

defining student activity.

OPINION -

QUESTIONS -

CONCLUSIONS -

The Attorney Generalj January 24, 1958
Opinion No. 58-13.
1. -‘What is a "student activity™ as men-
tioned in A.R.S. 8§ 15-12717
2., What is the dividing line between a
"student activity" and a "school activity"?
3. For what purposes can "student activi-
ties moneys"™ be legally expended? '
L, Does the board of trustees of the school
district have the sole and exclusive author-
ity to determine how "student activities
moneys" shall be expended?
1. A student activity for the purpose of
defining student activities money includes
those activities specified under A.R.S.
§ 15-1271 and from which money is raised by
student efforts with the approval of the
school board. These activities include
those of student organizations, school book
stores, clubs, athletic activities, school
plays and other entertainment.
2. Student activities as distinguished
from school activities for the purpose of
A.R.S. 8 15-1271 include only those activi-
ties as outlined above; all other activities
must be considered to be school activities,
3. Student activities moneys may be legally
expended for those purposes reasonably
necessary for the student organizations
which have raised the funds subject to con-
ﬁrol and suparvision by the school board.

« No.

The determlnation of what is a student activity with-
in the law governing student activities money must be
made by reference to the statutes involved. But in any

discussion it

must be remembered that traditionally all

activities within the scope and authority of a school
are school activities. In 1951, however, legislation
was passed dealing with student activities money, which

lletter from G. W; Harrell, Finance Adviser, Arizona
State Department of Public Instruction, June 20, 1959,
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constituted specific authority to set aside to another
area what had previously been entirely school activities.
Prior to the passage of this law, any question as to the
character of any funds derived through school and student
activities would be resolved in favor of the presumption
that they were school district funds, and to be handled
in accordance with all applicable budgetary provisions.
After the enactment of the law in question, it was pos-
sible that certain activities in the school would b2
productive not of school or district money but funds to
be known as student activities money, and to be handled
in a manner different from ordinary school funds.-

A.R.S. 8 15-1271 specifies that all money raised
(1) with the approval of the board, (2) by the efforts
of students, and (3) in connection with all activities
of student organizations, school book stores, clubs,
athletic activities, school plays and other student en-
tertainment shall be deem2d4 student activities money.
When these three elements occur, the activity, which
would formerly have been a school activity and productive
of school funds, becomes thereafter a student activity
whose funds are to be handled and expasnded in accordance
with A.R.S. 8 15-1272.

The law concerning student activities money has not
indicated the purposes for which student activities money
may be expended. In a prior opinion of this office,

No. 51-209, it was indicated that "there are no direct
provisions as to who shall determine the amount to be
paid out, to whom paid, or for what purpose." That
statement was made shortly after passage of the law.
The law has not since been changed and the statement
holds as true today as it did then.

Reading the several sections of the law on student
activities money, it seems apparent that a certain
autonomy was intended to be granted student body organi-
zations. It seems apparent, too, that the districts
through their governing board were expacted to maintain
a certain guiding control by msans of certain approvals
and general regulations, and by the supervisory person-
nel to be appointed by the boards as provided in A.R.S.

§ 15-1272. Nevertheless it would appear that the student
organizations are otherwise free to function and conduct

activities on behalf of the students and their organiza-

tions.  Any expenditure within this framework, therefore,
would seem to be within the purposes contemplated by the

statutes on this subject.

From our analysis of the nature of student activities
money, it must be concluded that school boards or trustees

do not have any direct authority to determine how student
activities money shall be expended. That authority is
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instead regulatory or supervisory in nature.l

The statutes of the State of Arizona provided for
the administration of student activities money and other re-
ceipts of the common schoolsy; high schoolsy, and junior col-
leges. These statutes defined student activities money as
money which was raised with the approval of the board of
trustees or board of education by the efforts of students in
pursuance of or in connection with the activities of student
organizations, school book stores, clubs, athletic activities,
school plays, and other student entertainment. A board of
education or board of trustees of a school district was per-
mitted by the statutes to establish a revolving fund for the
purpose of meeting the necessary current expsnses connected
with student activities. The amount of money provided in
the revolving fund would, at the end of each fiscal year, be
returnsd to the credit of the school district, and ths fund
re-established at the beginning of each fiscal year;

Statutory Provisions in the State of California

Pertaining to the Accounting of
Funds Raised by Students

A letter from the Chief of the Bureau of Administra-
tive Services of the State of California gave the following
provisions of the Education Code of California:

'16141. The governing board of any school district
may authorize any organization composed entirely of

1Opinion from Robert Morrison, Attorney General,
State of Arizona, January 24, 1958,
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pupils attending the schools of the district to maintain
such activities as may be approved by the governing board.

16142, Any group of students may organize a student
body association within the public schools with the ap-
proval and subject to the control and regulations of the
governing board of the school district. Any such organi-
zation shall have as its purpose the conduct of activities
on behalf of the students approved by the school authori-
ties and not in conflict with the authority and responsi-
bility of the public school officials. Any student body
organizations may be granted the use of school premises
and properties without charge subject to such regulations
as may be established by the governing board of the school
district.

16143. The governing board of any school district
shall provide for the supervision of all funds raised by
any student body or student organization using the name
of the school.

The cost of supervision may constitute a proper
charge against the funds of the district.

The governing board of a school district may also
provide for a continuing audit of student body funds with
school district personnel.,

16144, The funds of any student body organization
shall be deposited in a bank approved by the governing
board of the school district and shall be expended sub-
ject to such procedure as may be established by the stu-
dent body organization subject to the approval of an
employee or official of the school district designated
by the governing board.l

With the above School Code as a guide the California
State Department of Education set up the following regulations
for the management of ths extracurricular activity finances.

The governing board of the school district must adopt
rules and procedures that will be employed in the control
of cash collections and disbursements, designate the
school official or other school district employees respon-
sible for supervising and auditing all funds of the stu-
dent body organization, and name the auditing firm that
will be employed to make the annual audit of the organi-
zation's funds.

lletter from M. B, Sloss, Chief Bureau of Adminis-
trative Services, California State Department of Education,
June 24, 1959.
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Cash Collections. To establish control of cash col-
lections the governing board of the school district
should make the following provisions:

1. Two or more persons will share responsibility for
handling cash on hand, depositing cash in the bank, and
recording transactions involving cash.

2. Prenumbered receipt forms will be used and a com-
pleted receipt given for each amount of cash received.

3. Prenumbered student body membership cards and
tickets will be used and a strict accounting will be
made of the numbers and the cash received.

4. The student store will be equipped with cash
registers or other means to secure the necessary control
of cash receipts.

5. A complete report of cash receipts for the stu-
dents store will be given the cashier and bookkeeper each
time any money is turned in for deposit.

6. Bank deposits of cash receipts from any source
will be made as soon as possible after the money is re-
ceived and in no instance will disbursements be made
from the receipts.

7. DBookkeeping records of deposits and disbursements
will be reconciled to the bank statement each month.

Expenditures. To establish control of expenditures
the governing board should make the following provisions:

1. The student body organization will prepare an
annual budget and operate within the budget unless it is
authorized by the governing board of the school district
to excead the provisions for expenditures set forth in the
budget.

2, All expenditures of the student body organiza-
tion's funds will be made through the use of purchase
orders or other expenditure documents that are approved
and signed by the psrson or persons who are authorized
to assume such responsibility.

3. Disbursements of the student body organization's
funds will be made through the use of prenumbered checks
except for a specified few that are made through an
authorized petty cash fund.

4. A1l expenditures will be supported by invoices
or other appropriate statements.

5. Supervision of expenditures of the student body
organization's funds will be such as to secure the great-
est possible benefits from the student body organization.
Undesirable expenditures will thus be prevented.

Inventories., To establish control of property owned
by the student body organization the governing board of
the school district should make the following provisionst

1. All merchandise, equipment, and other property
owned by the student body organization will be inventor-
ied regularly and at set intervals.,

2, Inventory control and records will be maintained.
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Taxes. To be certain that appropriate tax collections
are made on sales of merchandise and tickets of admission
to events conducted by the student body organization and
tax payments are made as required by the governing board
of the school district should establish the following
procedures:

1. The collection of State and Federal taxes will
be made at the time any sale involving the payment of
local, State or Federal taxes is consummated.

2. Monies collected for the payment of taxes will
be properly recorded.

3. Taxes will be paid on prescribed dates and the
payments properly recorded.

Financial Statements. To make certain that the gov-
erning board of the school district and the school's
officials are correctly and fully informed at all times
regarding the finances of the student body organization
the governing board of the district should establish the
following requirements:

1. The student body organization will prepare finan-
cial statements on prescribed dates, such statements to
cover each phase of the organization's operations and
its total operation.

2. The student body organization will submit one
copy of each financial statement to the school princi-
pal, one to the central administrative office, and place
one in its files.,

3. An annual financial statement of the student
body organization will be submitted to the governing
board of the school district and one copy placed in its
files., :

4, The governing board will make the annual finan-
cial statement of the student body organization available
to the public.!

The Statutory Provisions in the State of Indiana
Pertaining to the Accounting System to be
Used for Student Activity Funds

General

The accounting system and procedure detailed herein
are based upon Chapter 312, Acts of 1945, which on
December 12, 1945, became the law governing the account-
ing by funds of the school extracurricular activity ac-
count, :

Activity or activities as used herein have referenc
to conducting any athletic, social, class, or other

1Bulletin of The California State Department of
Education, XXVI, No. 5 (Julyy 1957), pp. L-6.
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school function and the collections, custody, and dis-
bursement of any funds in connection therewith which are
not paid from public funds. The collection, custody,
and disbursements of any activity are represented by an
account or fundi and the total of all activity accounts
is designated as "School Extra-Curricular Account."

The law provides that forms and records used shall
be prescribed or approved by the State Board of Accounts
and that the State Board of Accounts is authorized to
examine the records and affairs of the extra-curricular
activities.

Custody and Control

The 1945 law provides that a treasurer shall be ap-
pointed for each public school in the state of Indiana,
that such treasurer shall be the superintendent or prin-
cipal or some clerk of the school corporation or mamber
of the faculty appointed by the superintendent or prin-
cipal. The designation of the treasurer must be made
immediately upon the opening of a school term or upon
the occurrence of vacancy in the office.

The treasurer is required to give a surety bond in
an amount fixed by the superintendent and principal,
approximating the total amount of anticipated funds
which will come into the hands of the treasurer at any
one time during the school year. Not later than ten
days after the issuance or approval thereof, all surety
bonds shall be filed and recorded in the office of county
recorder. A new bond should be given at the beginning
of each school year. Premium and recording fee on the
official bond are payable from the Spacial School Fund
of the corporation. The school treasurer pays for the
recording fee and then files a claim with the school
corporation for reimbursement. The requirement for
giving bond and the requirement to deposit receipts in
a separate bank account do not apply where the receipts,
as estimated by the principal, will not exceed $300
during the school year.

Cost of prescribed or approved forms and records
shall be paid from the Special School Fund of the school
corporation. The law does not support payment for records
other than those prescribed or approved by the State Board
of Accounts.

Funds, Records, Accounts, Reports

The treasurer will have charge of the collections,
custody, and disbursements of all extra-curricular activ-
ities funds. Without unreasonable delay the treasurer
shall deposit all receipts in one bank account to be
known as "School Extra-Curricular Account." It follows
that when funds are lawfully deposited, all disbursements
must necessarily be made by check.
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Payments may be made only upon approval by the prin-
cipal or teacher in charge of the school. As a means of
intermal control, it is suggested that in addition to
checks being signed by the treasurer, provision be made
for thz countersigning of all chzscks by the principal,
superintendent, or another member of the faculty.

The treasurer is required to keep an accurate account
of all money received and expended showing the source of
all receipts, the purpose of all disbursements, and the
balance on hand. This is the Control Fund of all the ac-
tivity accounts or funds. A separate account must be
kept of the fund transactions of each class, organization, .
or activity so that the balance in each account may be
known at all times. There is no authority whereby an
overdraft may be created in any account. The forms pre-
scribed for use by school treasurers include a control
"Activities Fuad" showing all receipts, all disbursements,
and the balance of all activities accounts combined.
Posting to the control should be made each day from re-
ceipt and check register, individual or accumulated.
There shall also be kept a record of each activity account
showing each disbursement, and the balance of each par-
ticular account. Posting to each individual activity
account should be made from the receipt and check regis-
ters.

Within two weeks after the close of the schoosl year,
a financial report mist b2 made of all activity funds.
Forms for making the report have been prescribed. The
report made in detail on prescribed forms showing the
source of all receipts and the purpose of all disburse-
ments in each activity account shall be filed with the
board of school trustees or board of school commissioners
and superintendent of schools within two wesks aftexr the
close of each and every semester. The records and files
should then be delivered to the proper officials at the
time of filing the last financial report for the school
year. The records and reports shall be kept at least
five years and in no case shall be destroyed before being
audited by the State Board of Accounts,l

The Statutory Provisions in the State of North
Carolina Pertaining to the Accounting
of Student Activity Funds

Section 115~91 Treasurer of School Funds; (3) Special
Funds of Individual Schools. The county board of

1Tndiana State Board of Accounts, "Uniform Accounting
for School Cities, School Towns and Consolidated School Units,"
A Handbook of Instruction (Indianapolis, 1951), pp. 54-55,
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education of all county administrative units and the
board of education of all city administrative units
shall, by proper resolution duly recorded, appoint a
treasurer of all special school funds for each school

in the respective administrative unit. In all individual
schools, a complete record shall be kept by the treasurer
so appointed and reports made of all money received and
from what source and of all money disbursed and for what
purpose} provided, however, that nothing in this subsec-
tion (3) shall prevent the handling of these special
school funds under subsection (1) or subsection (2) of
this section. (Comment: Subsections 1 and 2 provided
for a treasurer of the General School Funds who may also
be required to handle the special activity funds.) The
treasurer of all special funds and the principal of each
school shall make a monthly report and such other reports
as may be required to the supsrintendent of the adminis-
trative unit wherein such individual school is located,
showing the status of each special school fund, upon
forms to be supplied for that purpose.

Section 115-85., Fidelity Bonds. Boards of education
in each county and city administrative unit shall cause
all persons authorized to draw or approve school checks
or vouchers drawn on school funds, whether county, dis-
trict, or special, and all pzrsons who, as employees of
such administrative units, are authorized or permitted
to receive any school funds from whatever source, and
all persons responsible for, or authorized to handle
school property to be bonded for the faithful discharge
of their duties as to such school funds in such a manner
as in the discretion of said county and city boards of
education shall be deemed sufficient for the protection
of said school funds or property with surety by some
surety company authorized to do business in the State of
North Carolina. The amount deemed necessary to cover
the cost of such surety bond shall be included as an item
in the current expense funds of the school budget of each
school administrative unit and shall be paid for from the
funds provided thereinj but nothing in this section shall
prevent the governing authorities of the respective admin-
istrative unit from prorating the cost of such bond be-
tween the funds protected.

Section 115-90. How School Funds Are Paid Out.

(4) Special Funds of Individual Schools. County and city
boards of education shall, unless otherwise provided for
by law, designate the bank, depository, or trust company
authorized to do business in North Carolina, in which all
special funds of each individual school shall be paid out
only on checks signed by the principal of the school and
the treasurer who has been selected by the respective
boards of educationj; provided, that the schools handling
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less than three hundred dollars ($300.00) in any school
year may not be required, in the discretion of the boards
of the respective units, to follow this procedure for '
depositing and disbursing funds.

In all schools a complete record shall be kept by
the treasurer and reports made of all money received and
disbursed by him in handling funds of the schoolj pro-
vided that nothing in this section shall prevent the
depositing of all these special funds with the treasurer
of the county or city administrative units and the dis-
bursing of said funds, upon the signatures of the chair-
man and secretary of the respective boards of education.

Section 115-97. Audit of School Funds. (3) Special
Funds of Individual Schools. County and city boards of
education shall cause to be made, at the same time the
audit of the county or city funds is made, an audit of
the special school funds of each school in the respective
administrative units., Such annual audits shall be com-
pleted as near the close of the year as practicable and
copies of each audit shall be filed with the chairman of
the board of education and the superintendent of schools
of the administrative unit in which the school is located
and the State Board of Education not later than October
the first after the close of the fiscal year on June the
thirtieth,

(4) Payments of Audit Costs. County and city boards
of education shall include in the school budgets of the
respective administrative units funds for the payment of
the cost of the audits of county, city, district, and
special funds of individual schools as required under
subsections (2) and (3) of this sectionj provided, that
nothing in this section shall prevent the respective
boards from prorating the cost of auditing of special
funds to the special funds of each school, !

From the preceding statutory provisions of the State
of North Carolina it was evident that much thought had been
given to the adequate safeguards for extracurricular activity
funds and internal school funds in the state., These statutes
accurately set forth provisions for prudential management of

these funds. Yet no mention was made of the benefits that

lupublic School Laws of North Carolina," Bulletin,
Department of Education (Raleigh, 1958 Revised), pp. 84-85,
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pupils receive from the handling of these funds. Conse-
quently, the principles of adaptability and flexibility were
completely ignored. If the pupils who participated in the
raising of these funds benefited from fund raising activi-
ties, it was by the use of the materials and services pur-
chased by the money. No provision was made for the handling
of the funds by the pupils and any experience they gained

would be purely coincidental.

Statutory Provisions in the State of Pennsylvania
Pertaining to the Accounting
of Student Activity Money

Section 511. School Athletics, Publications, and
Organizations. (a) The board of school directors in
every school district shall prescribe, adopt, and enforce
such reasonable rules and regulations as it may deem
proper, regarding (1) .the management, supervision, con-
trol, or prohibition of exercises, athletics, or games
of any kind, school publications, debating, forensic,
dramatic, musical, and other activities related to the
school program, including raising and disbursing funds
for any or all of such purposes and for scholarships,
and (2) the organization, management, supervision, con-
trol, financing, or prohibition of organizations, clubs,

societies and groups of the members of any class or school,

and may provide for the suspension, dismissal, or other
reasonable penalty in the case of any appointee, profes-
sional or other employee, or pupil who violates any of
such rules or regulations.

(b) Any school or class activity or organization
thereofy with the approval of the board may affiliate
with any local, district, regional, state, or national
organization whose purposes and activities are appropri-
ate to and related to the school program.

(c) The board of school directors may (1) permit the
use of school property, real or personal, for the purpose
of conducting any activity related to the school program,
or by any school or class organizations, club, society,
or groups, (2) authorize any school employee or employees
to manage, supervise, and control the development and
conduct of any of such activities, (3) employ or assign
any school employee to serve in any capacity in connection
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with any of such activities.

(d) Notwithstanding the use of school property or
personnel, it shall be lawful for any school or any class
or any organization, club, society, or group thereof, to
raise, expend, or hold funds, including balances carried
over from year to year, in its own management, under the
supervision of the principal or other professional em-
ployee of the school district designated by the board.
Such funds shall not be the funds of the school district
but shall remain the property of the respective school,
class, organization, club, society, or group. The treas-
urer or custodian of such funds shall furnish to the
school district a proper bond, in such amount and with
surety or sureties as the board shall approve, condi-
tioned upon the faithful performance of his duties as
treasurer or custodian. The premium of such bond, if
any, shall be paid from the funds or fund secured thereby
or from the funds of the school district, at the direc-
tion of the board. The treasurer or custodian shall be '
required to maintain an accounting system approved by
the board, shall deposit the funds in a depository ap-
proved by the board, shall submit a financial statement
to the board quarterly or oftener, at the direction of
the board, and shall submit the accounts to be audited
in like manner as the accounts of the school district.

(e) A1l purchases of materials or supplies made by
any organization, club, society, or group, or by any
school or class, in excess of three hundred dollars,
shall be made upon solicitation of quotations or bids
from three or more responsible manufacturers of or deal-
ers in such materials or supplies, all such purchases
shall be made from the lowest responsible bidder on the
basis of price, quality, and service.l

Statutory Provisions in Other States
A letter from the Legal Adviser in the Office of the
Superintendent of Public Instruction, State of Illinois, gave
the following provisions for the accounting of extracurricular
activity funds in Illinois.

The board of education shall establish rules and regu-
lations governing conditions under which school classes,

luschool Laws of Pennsylvania,”" Bulletin 2, Sec-
tion 511 (Harrisburg: 1949), pp. 64-65.
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¢clubs, and associations may collect or acquire funds in
the name of any schoolj and under such regulations as the
State Superintendent of Public Instruction may prescribe,
provide for the safeguarding of such funds for the educa-
tional, recreational, or cultural purposes they are de-
signed to serve,l

The Legislature of Montana in 1957 passed a law which
required a system of bookkeeping and annual auditing.2 The
bookkeeping system was to be recommended by the state bank
examiner. The audit could be made by the state bank exami-
ner if so requested. The audit when made must be published
by the superintendent of schools in a newspaper in the dis-
trict or in the county.

The Massachusetts policy pertained to funds used in
connection with the transportation of pupils and provided
that such funds should be deposited with the treasurer of
the town: South Dakota's departmental policy statement was
almost entirely confined to a definition of the extracurricu-
lar activity fund; The accounting of the extracurricular
activity fund was a responsibility of the local school board
in South Dakota, and they can scarcely be credited with hav-
ing policy comparable to other states. The New Hampshiré

departmental policy emphasized the financial procedure and

ignored the responsibility of the officials doing the

lletter from Kenneth H. Lemmer, Legal Adviser,
Office of the Superintendent of Public Instruction, State
of Illinois, June 19, 1959.

2letter from Harriet Miller, Superintendent of Public
Instruction, State of Montana, June 24, 1959.
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accounting of the extracur;igplgr activity funds.
The statutory provisions of the State of Missouri
were similar to those which were discussed in commants par-
taining to extracurricular accounting in Arizona and Cali-

fornia.

Features in states with statutory provisions

Within the states with statutory provisions the term
most commonly applied to the funds was "extracurricular
funds." The funds were also referred to as "student funds"
or "spécial activity funds."

The central treasurer was provided for in all states
with definite laws pertaining to the accounting of student
funds. The laws all provided that a central treasurer should
handle these funds after they were collected by the individual
organizations or groups. Several methods of selecting this
central treasurer were used, the most typical being appoint-
ment by the scho6l board, the superintendent, or the princi-
pal. It was indicated that the central treasurer could be
the principal, some member of the faculty appointed by the
principal, an office clerk, or other employee of the school.
The implications of the laws seemed to indicate that the
person selected should be an adult. Little, if any, consid-
eration seemed to have been given to possible values and
appreclations of democratic principles that might come to

pupils if they were allowed to help in the handling of these
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funds and their records.

The treasurer in all states with laws must be bonded.
All the states in this pattern specifically required bonding
of the individual or individuals handling the funds, with
the exception of Montana. Although Montana schools were not
specifically bound by statutes on this point, any school
that was a member of the Northwestern Association of Second-
ary Schools and Colleges was required by that Association to
have the responsible person bonded. North Carolina required
bonding of all persons authorized to sign checks drawn on
these funds. |

Although no specific amount was pre-determined by
law for this bond, typically the amount of bond was fixed
by the individual school boards as required by their partic-
ular situations. Indiana deviated from this practice some-
what by restricting the amount to be fixed at a sum approxi-
mating the total amount which it was anticipated would be
handled by the treasurer at any one time and allowed any
school system wherein the total receipts were estimated to
be less than $300 during the schopl year to be exempted from
the bonding reqﬁirements. Further, only Indiana spescifically
required, by law, the recording of the surety bond with the
county recorder.

All stétes with laws provided for a legally approved
depository. Typically, the legally approved depository for

extracurricular funds was a bank, although North Carolina



k9
also allowed the use of any trust company or other depository
authorized to do business in that state. Arizona, a state
of widely scattered villages and towns, provided an exception
in the event banking facilities were not readily available by
allowing the administrator of the school to be appointed as
treasurer and allowed to handle the funds in the most expedi-
ent and practical manner so long as they were adequately
safeguarded.

The states with laws had an approved method of ex-
pending funds. In this pattern, the approved method of
withdrawal was by chebks. Many state laws required the pre-
numbering of checks. Further safeguarding of the funds was
indicated by the typical requirement of more than one sig-
nature on the check. Usually it was required that the check
be countersigned by the principal or other person appointed
by the school board. North Carolina did not require checks
to be countersigned in schools handling less than $300 an-
nually or in schools where it had been previously determined
by the school board that this was not necessary.

The states varied in the type of request required to
authorize the drawing of a check, but tended towards a writ-
ten request originating with the organization or group con-
cerned. The laws usually required or recommended that such
requests be signed by a student officer (treasurer) and ap-
proved by the faculty sponsor or other responsible person;

Illinois and Indiana laws prohibited overdrafts of funds by
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any group; Arizona laws permitted the establishment of a
revolving fund to meet current expenses of student activi-
ties, with the amount used from the revolving fund to be
credited to the school from the activities funds at the close
of the fiscal year, so that public funds budgeted into re-
volving funds were not actually used for the support of
extracurricular activities, only loaned for this purpose
so long as the loan was repaid within the fiscal year.

Accurate and detailed records of accounts were kept
in all states with laws. Most of the laws did not go into
long or detailed descriptions of records to be kept of ac-
counts, but all indicated that accurate and detailed accounts
of all receipts and disbursements should be kept. Most of
the states had taken advantage of this fact to prescribe
various types of business forms to be used in keeping records.
The fact that the forms prescribed were not specifically pro-
vided in the laws allowed for some variation in schools that
make possible adaptation to their individual problems; Com-
parison of the forms described for use indicated that any
good, standard system of bookkeeping forms could be adapted.

The laws in all the states pertaining to the extra-
curricular activity money made provisions for reports and
reconciliation. Monthly reconciliations of bank statements
were recommended by the laws. In the interest of sound book-
keeping practices, the laws demanded that records be kept in

such manner that the individual transactions and balances of
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all organizations and groups were readily available at any
given time. This was specifically required in Arizona and
Indiana.

Most of the laws required a report of the status of
extracurricular activity funds in a monthly financial report
to be presented to the school board. The Illinois law re-
quired that the report include’a statement of financial posi-
tion. This was also required in Indiana, although not on a
monthly basis. Instead the reports were required at the
close of each semester and following the close of the school
year. Pennsylvania law required that the financial statement
be presented to the board on a quarterly basis instead of
monthly;

The laws in all the states required an annual audit
of the extracurricular activity money. All of the laws re-
quired annual audits of extracurricular activity funds or
provided for their audit with the regular school audit. The
laws varied considerably with respéct to designation of the
auditing agéncy. In some states auditing must be done by a
certified public accountant, in others by bank examiners or
state auditors, and in still others by any qualified account-
ant. All of the laws indicated that a qualified person must
be employed to perform the audit. Copies of the audit were
required to be filed with the school boards. In Montana it
was required that the audit be published in a local newspaper.

The North Carolina law required a copy of the audit of the
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extracurricular activity funds be filed in the Office of the
State Board of Education by October 1, following the close
of the June 30 fiscal year;

Some variations were shown in the laws of states
with legislation pertaining to the accounting of activity
funds. Indiana law provided that if any portion of any
function was paid from public funds (the school lunch pro-
gram is cited as an example), that portion must be handled
as provided by laé regarding the handling of public funds;
and, if any function was handled by an outside agency, that
agency was responsible for the accounting for the funds and
they were not to be construed as school extracurricular ac-
tivity funds. The Parent-Teacher Association was cited as
an example of this sort of agency. Arizona statutes in-
cluded common schools and junior colleges as well as second-
ary schools in the group of schools where the accounting for
extracurricular activity funds is regulated. The laws of
North Carolina provided for the establishment of a petty
cash fund to cover small expenses arising from time to time,
and recommended that accurate and detailed accounting pro-
cedures be applied to this fund as well as the main extra-
curricular activity fund, with all receipts and disbursements
being accounted for. The Pennsylvania law provided that any
organization of the school that raised funds could hold these
funds over to the following school year in its own néme and

under its own management subject to the supervision of the
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principal or other employees of the school as designated by
the school board. The Illinois law provided that all or-
ganizations and groups must be approved by the school board
and that the board must further approve their purposes and
permit collection of funds.
Pattern in States Where Accounting

Is Regulated by Policies of the
Department of Education

Twelve of the states belonged in this pattern.
State department of ediucation officials in all twelve of
them (Delaware, Florida, Kansas, Kentucky, Maine, Maryland,
Minnesota, New Hampshire, New York, South Dakota, Texas, and
Virginia), responded to the letter of inquiry and enclosed
copies of the state policies concerning the accounting of
the extracurricular activity fund. The policies governing
the accounting of the extracurricular activity funds in New

York and Virginia will be given.

Policies in New York

A bulletin from the state of New York presented two
plans for the management and accounting of extracurricular
activity funds. The regulations were formulated to safeguard
the extracurricular activity funds, and to protect those re-
sponsible for the handling of the funds. Only plan two will
be presented;

This plan describes an accounting system and account-

ing procedures in which only one set of records is kept
by an adult designated by the board of education.
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Essential safeguards obtained because pupils also keep
records of receipts and expenditures and both the central
records and pupils' records are under the direct super- .
vision of an auditor designated by the board of education.

Appointment of Officers

It is suggested that the board of education appoint,
on the recommendation of its chief executive officer,
members of the regular faculty and clerical staff to
fill the following positions:

1. Chief faculty counselor.

2. Central treasurer.

3. Faculty or financial auditor.

The executive officer shall appoint

bk, Faculty advisers for each extraclassroom activity.

Each classroom activity shall elect

5. Activity treasurer.

Function and Duties of Officers

1. Chief faculty counselor (appointed by the board
of education). It shall be the duty of this officer to
co-ordinate the financial planning of all projects of
the various pupil organizations; to consult with the ad-
visersj to attend and represent the principal at all
pupil organization meetings; to approve all pay orders
drawn on the central treasurerj and finally, to counter-
sign all checks drawn by the central treasurer. The
faculty counselor shall determine that adequate financial
support can be made available before projects are under-~
taken and shall function as a controller to insure that
the various organizations live within their available
budget allotments or sources of income.

2. Central treasurers (appointed by the board of
education). It shall be the duty of the central treas-
urer to have custody of all of the funds. All disburse-~
ment of funds shall be by means of prenumbered check
forms signed by the central treasurer and countersigned
by the chief faculty counselor. The central treasurer
shall issue a receipt in duplicate for all funds placed
in his custody and shall disburse funds only on the pres-
entation of properly signed pay orders in duplicate.

He shall deposit promptly all money he receives in a
bank designated by the board of education.

The central treasurer shall keep an account listing
the receipts and expenditures of each individual activity
and post a register of all the receipts and disbursements
of the complete pupil organization on ledger forms pre-
scribed by the board of education,

Once each month, the central treasurer shall secure
and verify his bank statements and prepare reports for
presentation to the faculty auditor.

3. Faculty or financial auditor (appointed by the
board of education). The functions of the auditor shall
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be distinct and separate from the duties of the other
officers. The person appointed as auditor shall have no
part in the approval of payments or the planning of in-
coms, or in the keeping of records or forms. ,This policy
prohibits the appointment of the principal or the super-
intendent as auditor inasmuch as he would have general
supervision of the entire system and be responsible for
the decisions of the faculty counselor and advisers.

In order to establish the responsibility of the audi-
tor and to make available to this officer adequate evi-
dence of all financial transactions, the auditor shall
receive once each month from the central treasurer on a
regular date designated by the chief faculty counselor,

a complete statement of the accounts, showing the balance
for each activity, the total balance for all accounts,
the bank statement of account and evidence of the recon-
ciliation of the accounts of the central treasurer with
the accounts of the designated bank. In addition, on
this date, the auditor shall call in the ledgers kept

by the activity treasurers, and shall compare the balance
as shown by the central treasurer's report with the bal-
ance recorded in the ledger of the activity treasurer and
shall certify on these pages the accuracy of the entries
posted and available balance listed.

It shall be the duty of the auditor to verify the
accuracy of the reports prepared by the central treasurer
and so certify to the chief executive officer for trans-
mittal to the board of education.

In the event that the ledgers of the activity treas-
urers do not agree with the ledger kept by the central
treasurer, the auditor shall base his investigation on
the supporting evidence kept by the activity treasurers
and the central treasurer in the form of audited receipt
statements, signed deposit slips, original audited bills,
signed pay orders, canceled checks and bank statements.
In no case shall it be necessary to take the unsupported
word of the central treasurer or the evidence of this of-
ficer's account books to discredit the posting in an ac-
tivity treasurer's ledger. The entries in the central
treasurer's books and activity treasurer's ledgers are
in the final analysis based on forms bearing not only
the signature of the activity treasurer, but the counter
signatures of the faculty adviser and the chief faculty
counselor,

At the end of the school year it shall be the duty
of the auditor to assemble the monthly reports and pre-
pare a composite report listing the financial condition
of each activity for the full school year, for the guid-
ance of the executive officer and the board of education.

4, Faculty adviser (appointed by executive officer).
It shall be the duty of these officers to guide and ad-
vise with the pupil officers in planning extraclass group
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activities, It shall be the responsibility of the fac-
ulty advisers to assist in the planning of financial
budgets. The advisers shall assist the activity offi-
cers in the preparation of statements of income, shall
audit these statements and sign them as acknowledgment
of verification of the income statemsnt to be attached
to the deposit slips. The adviser shall guide the ac-
tivity officers in posting their account ledgers and
from time to time shall check the balancing of the ac-
tivity treasurers! accounts and the completeness of
their supporting evidence. The advisers supervise ex-
penditures by approving all propssed purchases and sign-
ing all pay orders drawn on the central treasurer for
the disbursement of these funds.

The advisers shall be responsible for determining
and certifying the amount of the available balance to
the chief faculty counselor. The faculty advisers shall
function not as managers but as advisers for the purpose
of insuring the largest educational return from the ac-
tivities participated in by the pupils.

5. Activity treasurer (elected by the pupils of
each group activity). The activity treasurer shall re-
ceive all moneys raised by his activity and shall im-
mediately deposit such funds with the central treasurer.
Signed deposit slips shall be made in duplicate, one to
be retained by the central treasurer and one to be re-
turned to the activity treasurer.

The activity treasurer shall pay all bills by issuing
pay orders signed by himself, the faculty adviser and the
chief faculty counselor. This form is made in duplicate,
and is an order on the central treasurer to pay the in-
voice which shall be attached to the pay order.

The activity treasurer shall keep a ledger, showing
all receipts and expenditures, and indicating a daily
running balance, which shall be on a form prescribed by
the board of education.l

Policies in Virginia

Much progress has been made in public school fiscal
accounting during recent years, not only from the stand-
point of accuracy but also from the standpoint of uni-
formity in reports. - All public funds in Virginia are,
by operation of law, handled by the county, city, or town

1"The Safeguarding Accounting and Auditing of Extra-
classroom Activity Funds,” Finance Pamphlet 2 (The University
of the State of New York, The State Education Department:
Revised, 1944).
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treasurer. These funds are audited annually by the
State Auditor of Public Accounts or by an outside firm
performing such service under rules and regulations pre-
scribed by the State Auditor.

However, the authority of the local fiscal officer
or State Auditor does not extend to Activity or Cafeteria
Funds (except in those instances in which the county,
city, or town has by appropriate action declared such
funds to be public monies). The rapid growth of extra-
curricular activities in the public schools or Virginia,
particularly on the secondary level, has presented new
problems. The approach to these problems, therefore,
has been on the basis of performing a service with a
dual purpose--protection of funds entrusted to those in
authority and protection of the integrity of the indiv-
iduals so entrusted.

It appears advisable, therefore, to adopt rules and
regulations governing such activity funds., The follow-
ing regulations were adopted by the State Board of Edu-
cation at its meeting on June 17, 1954.

Regulations Governing School Activity Funds
(Internal Accounts) In Public Free Schools In Vlrglnla.

All funds derived from extra-curricular school ac-
tivities, such as entertainments, athletic contest,
cafeterias, club dues, etc., and from any and all activ-
ities of the school, involving school personnel, stu-
dents, or property, are hereby classified as school ac-
tivity funds (internal accounts). The local school
boards shall be responsible for the administration of
these regulations in the schools under their control,
and may determine which specific funds in any school may
be excluded from those subject to theses regulations.
(Funds defined by law as public funds are not subject to
theie regulations and are to be handled as provided by
law).

Each school shall keep an accurate record of all re-
ceipts and disbursements so that a clear and concise
statement of the condition of each fund may be determined
at all times. It shall be the duty of each principal to
see that such records are maintained in accordance with
these regulations, and rules promulgated by the local
school board. The principal or person designated by him
shall perform the duties of the school finance officers
or central treasurer. The school finance officers shall
be bonded, and the local school board shall prescribe
rules governing such bonds for employees who are respon-
sible for these funds.

The use of specific forms prescribed by the State
Board of Education is not mandatory, but the basic infor-
mation required by the uniform system must be incorpor-
ated in such a system as may be substituted for the
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system designed by the State Board of Education.

School activity funds (internal accounts) must be
audited at least once a year by a person or persons ap-
proved by the local school board and a copy of the audit
report filed in the office of the principal and division
superintendent. .

Nothing in these regulations or suggested forms
shall be construed as superseding or modifying the
Federal-State plan for operation of cafeterias under
the National School Lunch Act.

These regulations shall become effective September 1,
1954, and supersede regulations governing this subject
heretofore included in Bulletin, Volume XXXIII, Standards
for Accrediting of Secondary Schools.

Local school boards are urged to adopt rules and
regulations to supplement those adopted by the State
Board. Local regulations would include such items as:

1. General rules for the conduct of organized stu-
dent groups within the school.

2. Policy governing fund-raising activities, pur-
poses, etc.

3. Budget planning for each Activity Fund under
faculty supervision.

Lk, Forms of insurance coverage, fidelity, liabil-
ity, theft. If motor vehicles are owned by any student
body, insurance coverage including public liability
should be required.1

Features in states with policies

In the first ten or 85 per cent of the states with
policies, the following common features were observed in the
policies:

1. Each of the statements defined the funds; There
was greater variety of usage in these definitions thén in
the "law" pattern. Phrases used included: extracurricular
funds, internal organization funds, internal accounts, ac-
tivity funds, pupil-activity funds, special auxiliary funds,

1The Manual on System of Accounting for School
Activity Fund, XXXVII, No. 3 zState Board of Education,

Richmond, Virginia: August, 1954).
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and special fund activities.

2. A central treasurer was provided for in the de-
partmental policies, who was held responsible for the extra-
curricular activity funds. The New York statement provided
for student activity treasurer, and a policy statement from
Maryland implied that a pupil might serve as treasurer;

3. All the policy statements provided that the
treasurer should be bonded. The amount of the bond varied
and the payment for the bond was to be made out of the ac-
tivity fund or by the board of education.

4, All the policies provided for a central bank
account; The depository to be approved by the governing
board.

5. All the policies provided for a uniform system
for withdrawing and spending the extracurricular activity
funds. This system was essentially the same as those de-
scribed in the "law" pattern of accounting~for the extra-
curricular activity funds.,

6. A uniform system of records was recommended in
each of the policy patterns; The policy statements provided
for more detailed provisions for records and record forms
than did the laws.

7; All of the policy patterns required periodic
reports of accounts and statements of financial conditions.,

8; All of the policy patterns required systematic

audits;
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Summary

The survey of the extracurricular adtivity account-
ing in the various states presented three patterns of ac-
counting for extracurricular activity funds, (1) states
with no plan of accounting, (2) states with statutory pro-
visions, and (3) states where accounting is regulated by
policies of the State Department of Education. From the
literature in the field of school finance; the states with
laws and State Board of Education policies wefe adequately
accounting for their extracurricular activity funds.

The patterns of accounting in the states with laws
and policies for their extracurricular activity funds and
the recency of some of these laws and policies should point
the way for the state with no provisions for accounting for
its extracurricular activity funds.

The states with policies closely paralleled the
pattern of states with laws. Some of the common features
in the two patterns were: (1) definition of the funds,

(2) provisions made for a central treasurer, (3) the treas-
urer is bonded, (4) the use of an approved depository for
the fund, (5) the uniform procedure for withdrawing and
spending the funds, (6) the requiring of periodic reports
of accounts and financial condition, and (7) the requiring
of systematic audits.

In the states with policies regulating the account-

ing of extracurricular activity funds, the policy statements

o ——
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provided considerably more detailed provisions for records
and record forms than did the states with laws.,

From the information presented by the various states
the accounting system used provided for the safeguard of the
funds collected; The system provided for an accurate account-
ing of all funds. The system provided for the disbursement
of the funds in a safe, efficient, and businesslike manner.

The patterns of accounting used in the states with
laws and State Board of.Educétion policies provided for the
necessary forms to be used in accounting for the extracur-
ricular activity funds. The forms that were recommended by
the majority of these states were: (1) the budget, (2) the
deposit envelope, (3) the receipts, (4) the check, (5) the
purchase requisition and order, (6) the expanditure voucher,
(7) the expense memorandum, (8) the cash payment voucher,
(9) the fund ledger, (10) the cash receipts and disburse-
ments record, (11) the transfer voucher, (12) the report of
ticket sales, (13) the consolidated box office report,

(14) the daily report of cash collections, (15) the cafeteria
payroll, and (16) the payroll record and the monthly finan-

cial reports;



CHAPTER III

THE STATUS OF EXTRACURRICULAR ACTIVITY ACCOUNTING

IN THE PUBLIC SECONDARY SCHOOLS OF OKLAHOMA

A questionnaire was designed to secure certain in-
formation from the 586 public secondary schools in Oklahoma.
Of the 586 school districts, 533 were classified as indepen-
dent districts and 53 as dependent districts. The 586 dis-
tricts maintained 602 public secondary schools.

The tabulations were made when returns had been re-
ceived from 350 or 58 per cent of the schools.

The questionnaire &as designed to determine five
thingsj namely:

1. The responsibility aécepted by the public second-
ary schools for control and supervision of the extracurricu-
lar activity funds,

2. The system of accounting used by the public
secondary schools in Oklahoma for the extracurricular activ-
ity funds.

3. The philosophy of the school administrators rela-
tive to the control, purpose, and financing of the extracur-
ricular activities in the public secondary schools of

Oklahoma.
62
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L., The responsibility accepted by the boards of
education in the public secondary schools to help finance
the extracurricular activity program from regular school
funds.

5. The total amount of money expended by the extra-
curricular activities in the public secondary schools of
Oklahoma during the school year of 1958-59.

Accounting Practices in Schools with an
Average Daily Attendance of 18 to 7

Table 1 indicated the practices in accounting for
extracurricular activity funds in the pubiic secondary
schools of Oklahoma with an average daily attendance of 18
to 74. There were 260 schools in the State of Oklahoma in
this group in 1958-59. One hundred fifteen of the schools
in this group responded to the questionnaire. This was a
return from 44 per cent of the schools in the group. Eighty
per cent of the replies showed that the respective boards of
education had policies governing extracurricular activities.
There were 20 per cent of the replies that indicated that
the local boards of. education had no policies governing their
extracurricular activities.

Thirty-nine per cent answered by saying that the
policies of the board of education specified the system of
accounting to bé used. Sixty-one per cent of the schools

were permitted to use any system of accounting they chose.
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TABLE 1

PRACTICES IN ACCOUNTING FOR EXTRACURRICULAR ACTIVITY FUNDS

IN SECONDARY SCHOOLS OF OKLAHOMA WITH AN
AVERAGE DAILY ATTENDANCE OF 18 TO 74

Practice

Response

Yes

No

Number

Per Cent Number

Per Cent

Board of Education has
established policies
governing extracurricu-
lar activities.

The policies state the
system of accounting to
be used..

The policies state how
new extracurricular
activities become a
part of the program.

The policies state the
definite value to members
of the activity group in
handling the funds.

The funds are obligated
in excess of money on
hand by an activity.

The people who sell and
take tickets are paid
for their services from
the extracurricular
activity fund.

Funds are allocated to
the activities regardless
of the amount of revenue
they bring in.

The sale of tickets is
handled by the students.

The activity funds are
handled through a
central bank account.

93

L2

28

16

2L

2L

Lo

113

80

39

26

15

22

22

34

98

22

65

76

90

83

113

81

75

20

61

74

85

78

99

76

66
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TABLE 1--Continued

Practice

Response

Yes

No

Number

Per Cent

Number

Per Cent

Each activity has a stu-
dent treasurer who is
responsible for deposit-
ing receipts with the
central treasurer.

The disbursements are
made by the central
treasurer on the author-
ity from the sponsor and
the activity treasurer.

The central treasurer is
bonded.

The extracurricular funds
are audited.

Each activity is required
to keep a record of re-
ceipts and disbursements.

The central treasurer is
required to make regular
financial reports.

Each activity is required
to have an approved
budget.

The charges made by the
Board of Education are
kept separate from the
activity fund.

Awards are given for
participation in extra-
curricular activities.

The activity fund is sup-
plemented from the regu-
lar school budget.

51

74
Lo

83

74

9l

81

78

b2

62

89
L8

9L

86

82

72

71

37

" 35

43

12

15

106

31

31

70

38

11

52

14

18

94

28

29

63
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Twenty-six per cent of the schools indicated that

. the policies. of the board of education state how new extra-

curricular activities may become a part of the school pro-
gram. There were no requirements by boards of education in
74 per cent of the schools.

In 15 per cent of the schools the policies of the
board of education contained a definite statement of the
ultimate value the members of the activity group should re-
ceive from handling extracurricular activity funds. The re-
plies from 85 per cent of the schools show that the boards of
education were concerned primarily with prudent management of
funds and the policies of these boards contained no statement
of the values which should accrue to the pupils handling them,

Only 1 per cent of the schools paid for the services
of the people who sold and took tickets while 99 per cent of
the schools did not pay for these services. 1In this group of
schools only 22 per cent allocated funds to the various ac-
tivities regardless of the amount they brought in. Eighty-
one schools or 76 per cent indicated the funds remained in
the activity collecting the funds.

The sale of tickets was handled by students in 34 per
cent of the schools. Seventy-five schools or 66 per cent re-
ported that the students did not handle the sale of tickets.

In 98 per cent of the schools the funds were handled
through a central bank account. There were only 2 per cent

of the schools that handled their money in separate accounts
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for each activity.

In 62 per cent of the schools each activity had a
student treasurer who was responsible for depositing the re-
ceipts with the central treasurer; Only 38 per cent of the
schools reported that they did not have a student treasurer
for each activity.

The disbursements were made in 89 per cent of the
schools by the central treasurer on authority from the spon-
sor and the activity treasurer. In 11 per cent of the schools
the central treasurer made the disbursementgvyithout authority
from the activity group.

The central treasurer was bonded in 48 per cent of
the schools. Forty-three or 52 per cent of the schools re-
ported that the central treasurer was not bonded.

Eighty~-three or 94 per cent of the schools answered
by saying that the extracurricular activity funds were audited.
Only 6 per cent of the schools reported that they did not have
their extracurricular activity funds audited.

In 82 per cent of the schools each activity was re-
quired to keep records of receipts and disbursements. Only
14 per cent of the schools in this group reported that the
activity failed to keep any kind of record of receipts and
disbursements.

The central treasurer was required to make regular
financial reports in 82 per cent of the schoéls; Ohly fifteen

or 18 per cent of the schools did not require the central
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treasurer to make regular financial reports.

The extracurricular activity group was not required
to have an approved budget in 94 per cent of the schools
reporting. Only 6 per cent of the schools were required
by the boards of education to prepare and have an approved
budget of receipts and expenditures.

Out of the one hundred fifteen schools reporting
only 72 per cent reported that charges made by the board
of education were kept separated from the activity funds.

Awards were given for participation in extracurricu-
lar activities in 71 per cent of the schools. Almost all of
these awards were given for participation in athletics.
Thirty-one per cent of the schools reported that they did not
give awards for participation in extracurricular activities.

The extracurricular activity fund was supplemented
from the regular school budget in 37 per cent of the schools.
The per cent ranged from 2 per cent to 50 per cent. Seventy
schools or 63 per cent reported that the board of education

did not supplement their extracurricular activity fund.

Budgeting, Auditing, Financing, and Reporting
in Schools with an Average Dail
Attendance of 18 to;?E
! i

Table 2 indicated the practices in the public second-

ary schools with an average daily attendance of 18 to 74 in
budgeting, auditing, financing, and reporting of the extra-

curricular activity funds. The extracurricular activity
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TABLE 2
BUDGETING, AUDITING, FINANCING, AND REPORTING OF THE EXTRA-

CURRICULAR ACTIVITY FUNDS IN THE SECONDARY SCHOOLS OF
OKLAHOMA WITH AN AVERAGE DAILY ATTENDANCE OF 18 TO 74

Response
Practice
Number Per Cent
The extracurricular activity B
budget is approved by--
Extracurricular finance
committee 0 0
Principal 7 6
Other 0 0
The extracurricular activity
budget is made by--
Sponsor 2 2
Students 0 0
Sponsor-Students 5 L
Other ' 0 0
The extracurricular activity
fund is audited by--
Superintendent Lly Ls
Principal 9 8
Teacher 8 7
Certified Public Accountant 46 Lo
Other 13 11
The extracurricular activity
fund is financed by--
Activity tickets 13 11
Admissions 115 100
Dues 0 0
Donations : 115 100
Other 0 0
The time for making financial
report by the central treasurer--
Weekly i 0
Monthly 50 L3
Quarterly 15 13

Annually 30 26
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budget was approved in 6 per cent of the schools by.the
principal. In this group of schools 92 per cent reported
that they had no approved budget;

The extracurricular activity budget was made by the
sponsor in 2 per cent of the schools. In 4 per cent of the
schools the budget was made by the students and sponsor work-
ing as a team. There were only 6 per cent of the schools
reporting on this question. The students were not permitted
to make the budget in a single school reporting.

In 48 per cent of the schools the extracurricular
activity fund was audited by the superintendent. The princi-
pal audited the extracurricular activity funds in 8 per cent
of the schools. The extracurricular activity funds were
audited by a teacher in 7 per cent of the schools. In this
group of schools 40 per cent reported that their extracur-
ricular activity funds were audited by a certified public
accountant. There were no schools reporting that their funds
were not audited.

The extracurricular activity fund was financed by
activity tickets and admissions.. Only 11 per cent of the
schools reported that they helped finance their extrawvurricu-
lar activity program with activity tickets. All the schools
reporting indicated that they would accept donations.

" The schools in this group reported that the central
treasurer reported weekly in only one school, monthly in 43

per cent, quarterly in 13 per cent, and annually in 26 per
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cent,

Expenditures in Schools with an Average
Daily Attendance of 18 to 74

The total amount of money reported expended by
the schools in Table 3 for the school year of 1958-59 was
$407,154.79. Only 16 per cent of the schools failed to re-
port the amount that they expended in their extracurricular

activity fund.

TABLE 3

EXPENDITURES FOR EXTRACURRICULAR ACTIVITIES IN THE
SECONDARY SCHOOLS OF OKLAHOMA WITH AN AVERAGE
DAILY ATTENDANCE OF 18 TO 74

e ——————as o—

et tts——— _————— ————

Practice Response

The total amount expended by the extra-
curricular activities during the school

year of 1958-59 $407,154.79

Average cost per student of schools
reporting the amount expended during
the school year of 1958-59 $78.89

Average daily attendance of schools
reporting amount expended during the
school year of 1958-59 5,133

Average daily attendance of schools that
failed to report the amount expended 1,066

Number of schools that reported
the amount expended 96

Number of schools that failed to
report the amount expended 19

Total average daily attendance of schools
in this group in Oklahoma during the
school year of 1958-59 . 13,321
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The total average daily attendance of the 96 schools
reporting the amount expended during the school year of
1958-59 was 5,133. This was an average expenditure of $78.89
per pupil, The total average daily attendance for all the
schools in the state of Oklahoma in this group for the school
year of 1958-59 was 13,321. Using the average expenditure
per pupil of $78.79, it could be estimated that this group
of schools had an expenditure of $1,050,893.69 in their
eﬁtracurricular activities for the school year of 1958-59.

Accounting Practices in Schools with an
Average Daily Attendance of 75 to 100

Table 4 indicated the practices in the public second-
ary schools in Oklahoma with an average daily attendance of
75 to 100, There were one hundred nine schools in the State
of Oklahoma in this group in 1958-59. Fifty-seven of the
schools in this group responded to the questionnaire. This
was a return from 53 per cent of the schools in this group.

In comparing this group of schools with the schools
in Table 1, it was noted that 89 per cent of these schools
had board of education policies governing extracurricular
activities compared to 80 per cent for those schools in
Table 1.

In this group of schools 49 per cent reported that
the policies state the system of accounting to be used as

compared to 39 per cent of those schools in Table 1.
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TABLE 4

PRACTICES IN ACCOUNTING FOR EXTRACURRICULAR ACTIVITY FUNDS

IN SECONDARY SCHOOLS OF OKLAHOMA WITH AN

AVERAGE DAILY ATTENDANCE OF 75 TO 100

Practice

Response

Yes

No

Number

Per Cent Number

Per Cent

Board of Education has
established policies
governing extracurricu-
lar activities.

The policies state the
system of accounting
to be used.

The policies state how
new extracurricular
activities become a
part of the program.

The policies state the
definite value to members
of the activity group in
handling the funds.

The funds are obligated
in excess of money on
hand by an activity.

The people who sell and
take tickets are paid for
their services from the
extracurricular activities
fund.

Funds are allocated to the
activities regardless of
the amount of revenue

they bring in.

The sale of tickets is
handled by the students.

The activity funds are
handled through a
central bank account.

51

28

19

26

56

89

b9

33

10

14

14

bs

100

29

37

L9

53

L8

31

11

51

67

10

86

95

86

55
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TABLE 4--Continued

Practice

Response

Yes

No

[}

Number

Per Cent Number

Per Cent

Each activity has a stu-
dent treasurer who is
responsible for deposit-
ing receipts with the
central treasurer.

The disbursements are
made by the central
treasurer on the author-
ity from the sponsor and
the activity treasurer.

The central treasurer is
bonded.

The extracurricular
funds are audited.

Each activity is required
to keep a record of re-
ceipts and disbursements.

The central treasurer is
required to make regular
financial reports.

Each activity is required
to have an approved
budget.

The charges made by the
Board of Education are
kept separate from the
activity funds.

Awards are given for
participation in extra-
curricular activities.

The activity fund is sup-
plemented from the regu-
lar school budget.

33

39

25

bi

Lo

L8

38

Ll

23

82

97
58

97

92

87

67

80

b1

16

L8

18

11

32

12

L2

13

91

35

20

59
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In answer to the question pertaining to the obliga-
tion in excess of money on hand by an activity, it was noted
that in this group of schools 14 per cent of them reported
that they did not obligate in excess of money on hand as
compared to 22 per cent of the schools reporting in Table 1.

It was noted in Table 4 that in 45 per cent of the
schools the sale of tickets was handled by the students as
compared to 34 per cent of the sale of tickets handled by
the students in Table 1,

In Table 4, 82 per cent of the schools reported that
each activity had a student treasurer who was responsible
for depositing receipts with the central treasurer. In
Table 1 only 62 per cent of the schools reported this duty
performed by the students.

In Table 4 the question pertaining to the bonding
of the central treasurer 58 per cent of the schools reported
that they bonded the central treasurer as compared to 48 per
cent reporting on the same question in Table 1.

In Table 4 in answer to the question pertaining to
the giving of awards for participation in extracurricular
activities, 80 per cent reported that they gave awards as
compared to 71 per cent of the schools in Table 1 who gave
awards for students who participated in their extracurricular

activities.
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Budgeting, Auditing, Financing, and Reporting
in Schools with an Average Dail

Attendance of 75 to 100

In Table 5 the question pertaining to the approval
of the extracurricular budget was answered by only 9 per
cent. These reported that the budget was approved by some-
one other than the principal or the extracurricular finance
committee,

In the question of who audits the extracurricular
activity fund, Table 5 showed that the fund was audited by
the superintendent in 21 per cent of the schools reporting
as compared to 48 per cent of the schools reporting on the
same question in Table 2, Pertaining to the same question,
43 per cent of the schools in Table 5 reported that their
funds were audited by a certified public accountant as com-
pared to 40 per cent reporting on the same question in
Table 2.

All fifty-seven of the schools reporting in Table 5
on the financing of the extracurricular activity fund indi-
cated that they were financed by admissionsj; only 12 per
cent reported that they collected dues from their students.
All schools in this group indicated that they accepted dona-
tions.

Table 5 indicated that 46 per cent of the schools
required the central treasurer to make monthly reports as
compared to 58 per cent of the schools in Table 2 that re-

quired monthly reports by their central treasurer.
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TABLE 5

BUDGETING, AUDITING, FINANCING, AND REPORTING OF THE
EXTRA-CURRICULAR ACTIVITY FUNDS IN THE SECONDARY
SCHOOLS OF OKLAHOMA WITH AN AVERAGE
DAILY ATTENDANCE OF 75 TO 100

_— ————————————————— —— —— —————— —— ——— 4

Response
Practice
Number Per Cent
The extracurricular activity
budget is approved by--
Extracurricular finance
committee 0 0
Principal 0 0]
Other 9
The extracurricular activity
budget is made by--
Sponsor 3 5
Students 0 0
Sponsor-Students 2 b
Other 0 0
The extracurricular activity
fund is audited by--
Superintendent 12 21
Principal 5 9
Teacher 2 L
Certified Public Accountant 25 L3
Other 7 12
The extracurricular activity
fund is financed by--
Activity tickets 0 0
Admissions 57 100
Dues 3 12
Donations 57 100
Other 57 100
The time for making financial
report by the central treasurer--
Weekly : 0 0
Monthly 23 L6
Quarterly 12 21

Annually 14 24
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Expenditures in Schools with an Average
Daily Attendance of 75 to 100

In Table 6, the forty-nine schools reporting on the
total amount expended by the extracurricular activities
during the school year had a total average daily attendance
of 4,297. They reported an expenditure in their extracur-
ricular activity fund of $439,905.46. This was an average
expenditure per pupil of $102.37 as compared to $78.89 per
pupil in Table 2. Only eight schools failed to report the
amount that they expended in their extracurricular activity
fund. The total average daily attendance for all the schools
in the state of Oklahoma in this group for the school year
of 1958-59 was 9,648, Using the average expenditure of
$102.37 per student, it could be estimated that this group
of schools had an expenditure of $987,655.76 in their extra-
curricular activity for the school year of 1958-59.

Accounting Practices in Schools with an Average
Daily Attendance of 101 to 200

Table 7 indicated the practices in the public second-
ary schools of Oklahoma with an average daily attendance of
101 to 200. There were one hundred twenty-one schools in
the state of Oklahoma in this group in 1958-59. Eighty-six
of the schools in this group responded to the questionnaire.
This was a return from 71 per cent of the schools in this
group. In this group of schools, 58 per cent of the schools

indicated that the policies of the board of education stated
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TABLE 6
EXPENDITURES FOR EXTRACURRICULAR ACTIVITIES IN THE

SECONDARY SCHOOLS OF OKLAHOMA WITH AN AVERAGE
DAILY ATTENDANCE OF 75 TO 100

Practice Response

The total amount expended by the extra-
curricular activities during the school

year of 1958-59 $439,905.46

Average cost per student of schools
reporting the amount expended during
the school year of 1958-59 $102.37

Average daily attendance of schools
reporting amount expended during
the school year of 1958-59 b,297

Average daily attendance of schools
that failed to report the amount
expended 685

Number of schools that reported
the amount expended L9

Number of schools that failed to
report the amount expended 8

Total average daily attendance of schools
in this group in Oklahoma during the
school year of 1958-59 9,648

the system of accounting to be used. This was 9 per cent

higher than schools reporting in Table 1 on the same question.
Table 7 indicated that in 40 per cent of the schools

the policies stated how new extracurricular activities become

a part of the program as compared to 33 per cent of the schools

in Table 6 and 26 per cent of the schools in Table 1.
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TABLE 7

PRACTICES IN ACCOUNTING FOR EXTRACURRICULAR ACTIVITY FUNDS
IN SECONDARY SCHOOLS OF OKLAHOMA WITH AN AVERAGE

DAILY ATTENDANCE OF 101 TO 200

Practice

Response

Yes

No

Number

Per Cent Number

Per Cent

Board of Education has
established policies
governing extracurricu-
lar activities.

The policies state the
system of accounting
to be used.

The policies state how
new extracurricular
activities become a
part of the program,

The policies state the
definite value to members
of the activity group in
handling the funds.

The funds are obligated
in excess of money on
hand by an activity.

The people who sell and
take tickets are paid
for their services from
the extracurricular
activity fund.

Funds are allocated to
the activities regardless
of the amount of revenue
they bring in.

The sale of tickets is
handled by the students.

The activity funds are
handled through a
central bank account,

76

50

34

1l

19

20

50

79

88

58

bo

16

22

23

60

9k

10

35

51

70

67

85

66

23

12

b2

60

84

78

99

77

Lo
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TABLE 7--Continued

Practice

Response

Yes

No

Number

Per Cent Number

Per Cent

Each activity has a stu-
dent treasurer who is
responsible for deposit-
ing receipts with the
central treasurer.

The disbursements are
made by the central
treasurer on the author-
ity from the sponsor
and the activity
treasurer.

The central treasurer is
bonded.,

The extracurricular
funds are audited.

Each activity is required
to keep a record of re-
ceipts and disbursements.

The central treasurer is
required to make regular
financial reports.

Each activity is required
to have an approved
budget.

The charges made by the
Board of Education are
kept separate from the
activity fund.

Awards are given for
participation in extra-
curricular activities.

The activity fund is sup-
plemented from the regu-
lar school budget.

51

61

56

70

63

73

10

57

69

36

76

92

83

98

87

8L

12

70

84

L

16

11

13

71

24

13

L6

24

17

13

16

88

30

16

56
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In Table 7, 23 per cent of the schools reporting in-
dicated that they allocated funds to the activities regard-
less of the amount of revenue they brought in. This compared
to 14 per cent of the schools in Table 4 and 22 per cent of
the schools in Table 1 on the same question.

On the question of students handling the sale of
tickéts, 60 per cent of the schools reporting in Table 7 in-
dicated that the students handled the sale of ticketsj this
was 15 per cent greater than that reported by schools in
Table I on the same question.

In Table 7 only 94 per cent of the schools reporting
handled their funds through a central bank account as compared
to 100 per cent of the schools in Table 4 and 98 per cent of
the schools in Table 1.
| Table 7 indicated that 83 per cent of the schools in
this group, that reported, had their central treasurer bonded,
as compared to 58 per cent of the schools in Table 4 and 48
per cent of the schools in Table 1 that reported on the same
question.,

Budgeting, Auditing, Financing, and Reporting
in Schools with an Average Daily

Attendance of 101 to 200

In Table 8, with seventy-seven of the eighty-six
schools reporting on the question of who audits the extra-
curricular activity funds, 77 per cent reported that they
were audited by a certified public accountant. This was

34 per cent greater than that reported by schools on the
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TABLE 8

BUDGETING, AUDITING, FINANCING, AND REPORTING OF THE
EXTRACURRICULAR ACTIVITY FUNDS IN THE SECONDARY
SCHOOLS OF OKLAHOMA WITH AN AVERAGE
DAILY ATTENDANCE OF 101 TO 200

Response
Practice
Number Per Cent
The extracurricular activity
budget 1is approved by--
Extracurricular finance
committee 0 0
Principal 0 0
Other 10 11
The extracurricular activity
budget is made by--
Sponsor 0 0
Students 0 0
Sponsor-Students 8 9
Other 2 2
The extracurricular activity
fund is audited by-- »
Superintendent 5 6
Principal 0 0
Teacher 1 0
Certified Public Acccuntant 55 77
Other 8 9
The extracurricular activity
fund is financed by--
Activity tickets 5 6
Admissions 86 100
Dues 3 3
Donations 86 100
Other 86 100
The time for making financial
report by the central treasurer--
Weekly 0 0
Monthly L3 50
Quarterly 17 2L

Annually 10 14
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same question in Table 5, and 37 per cent greater than that
reported by the schools in Table 2.

On the question of how the extracurricular activity
funds are financed Table 8 indicated that they were financed
by admissions, and other ways, with only 6 per cent of the
schools reporting that they also have an activity ticket.
All the schools indicated that they would accept donations.

Table 8 indicated that 61 per cent of the schools
reporting required the central treasurer to make monthly re-
ports as compared to 46 per cent of the schools in Table 5
that require monthly reports. The schools in this group
required 14 per cent less than the schools in Table 2 that
reported on the same question.

Expenditures in Schools with an Average
Daily Attendance of 101 to 200

In Table 9 the seventy-five schools reporting on the
amount expended by the extracurricular activities during the
school year of 1958-59 had a total average daily attendance
of 10,346 for the school year and an expenditure of
$1,094,829.67. This would be an average of $105.82 per
student. This was $3.45 higher than the average for the
schools reporting in Table 5, and $26.93 higher than the
average per pupil for the schools reporting in Table 2.

Only eleven schools failed to report the amount that they

expended in their extracurricular activity fund.
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TABLE 9
EXPENDITURES FOR EXTRACURRICULAR ACTIVITIES IN THE

SECONDARY SCHOOLS OF OKLAHOMA WITH AN AVERAGE
DAILY ATTENDANCE OF 101 TO 200

Practice Response

The total amount expended by the extra-
curricular activities during the school
year of 1958-59 $1,094,829.67

Average cost per student of schools
reporting the amount expended during
the school year of 1958-59 $105,82

Average daily attendance of schools
reporting amount expended during
the school year of 1958-59 10,346

Average daily attendance of schools
that failed to report the amount
expended 1,618

Number of schools that reported
the amount expended 75

Number of schools that failed to
report the amount expended 11

Total average daily attendance of
schools in this group in Oklahoma
during the school year of 1958-59 16,334

The total average daily attendance for all the schools
in the state of Oklahoma in this group for the school year of
1958-59 was‘16,33h. Using the average expenditure of $105.82
per student, it could be estimated that this group of schools
had an expenditure of $1,728,463.88 for the school year of
1958-59.
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Accounting Practices in Schools with an Average
Daily Attendance of 201 to 300 ,

Table 10 indicated the practices of the public second-
ary schools of Oklahoma with an average daily attendance of
201 to 300 in accounting for their extracurricular activity
funds. There were forty-two schools in the State of Oklahoma
in this group in 1958-59. Thirty-seven of the schools in
this group responded to the questionnaire. This was a return
from 88 per cent of the schools in this group. In this group
of schools 97 per cent reported that the board of education
had policies governing the extracurricular activities. This
was the highest per cent of all groups reporting on this
question.

Table 10 indicated that in 25 per cent of the schools
the policies stated the definite value to members of the ac-
tivity group in handling the funds. This was 9 per cent
higher than in Table 7, 15 per cent higher than in Table U4,
and 10 per cent higher than in Table 1. This was the lowest
per cent of all the groups on this question.

Table 10 indicated 11 per cent of schools paid for
the services of the people who sell and take tickets. This
was an increase of about 10 per cent over the schools report-
ing on the same question in Tables 7, 4, and 1.

Table 10 shows that 96 per cent of the schools an-
swering the question on bonding of the central treasurer have
their treasurers bonded. This was an increase of 13 per cent

over the schools in Table 7, an increase of 38 per cent over
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TABLE

10

PRACTICES IN ACCOUNTING FOR EXTRACURRICULAR ACTIVITY FUNDS
IN SECONDARY SCHOOLS OF OKLAHOMA WITH AN AVERAGE
DAILY ATTENDANCE OF 201 TO 300

Practice

Response

Yes

No

Number

Per Cent

Number

Per Cent

Board of Education has
established policies
governing extracurricu-
lar activities.

The policies state the
system of accounting to
be used.

The policies state how
new extracurricular
activities become a
part of the program.

The policies state the
definite value to members
of the activity group in
handling the funds.

The funds are obligated
in excess of money on
hand by an activity.

The people who sell and
take tickets are paid
for their services from
the extracurricular
activity fund.

Funds are allocated to
the activities regardless
of the amount of revenue
they bring in.

The sale of tickets is
handled by the students.

The activity funds are
handled through a
central bank account.

36

23

13

13

12

37

97

63

36

25

36

11

22

35

100

13

23

27

23

32

29

25

37

64

75

6l

89

78

65
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TABLE 10~-Continued

|
F

il

Practice

Response

Yes

No

Number

Per Cent

Number

Per Cent

Each activity has a stu-
dent treasurer who is
responsible for deposit-
ing receipts with the
central treasurer.

The disbursements are
made by the central
treasurer on the author-
ity from the sponsor and
the activity treasurer.

The central treasurer
is bonded.

The extracurricular
funds are audited,

Each activity is required
to keep a record of re-
ceipts and disbursements,

The central treasurer is
required to make regular
financial reports.

Each activity is required
to have an approved
budget.

The charges made by the
Board of Education are
kept separate from the
activity fund,

Awards are given for
participation in extra-
curricular activities.

The activity fund is sup-
plemented from the regu-
lar school budget.

20

27

29

31

26

34

20

27

20

6l

93
96

100

86

94

22

54

75

5k

11

28

17

17

34

14

78

L6

25

L6
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the schools in Table 4, and an increase of 50 per cent over
the schools in Table 1.

Table 10 shows that all the schools reporting have
their funds audited. This was the first groﬁp to report 100
per cent on the auditing of the extracurricular activity
funds.

Table 10 indicated that 94 per cent of the schools
required the central treasurer to make regular financial re-
ports., This was the greatest per cent reported by any group
of schools on this question in this study.

Table 10 indicated that 54 per cent of the schools
had their activity funds supplemented from the regular budget.
This was higher than the other groups on this question in

the study.

Budgeting, Auditing, Financing, and Reporting

in Schools with an Average Daily
Attendance of 201 to 300

Table 11 indicated that the extracurricular activity
budget was approved by others in 21 per cent of the schools
in this group. It also.indicated that the extracurricular
activity budget was made by the sponsor and students in 16
per cent of the schools. In this group of schools the extra-
curricular activity funds were audited in 70 per cent of the
schools by a certified public accountantj this was 7 per cent
lower than that reported in Table 8.

The extracurricular activity fund was financed by ad-

mission in all the schools in this group. They also collected
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TABLE 11

BUDGETING, AUDITING, FINANCING, AND REPORTING OF THE
EXTRACURRICULAR ACTIVITY FUNDS IN THE SECONDARY
SCHOOLS OF OKLAHOMA WITH AN AVERAGE
DAILY ATTENDANCE OF 201 TO 300

Practice

Response

Number

Per Cent

The extracurricular activity
budget is approved by--

Extracurricular finance
committee

Principal

Other

The extracurricular activity
budget is made by--

Sponsor

Students
Sponsor-Students
Other

The extracurricular activity
fund is audited by--

Superintendent

Principal

Teacher

Certified Public Accountant
Other

The extracurricular activity
fund is financed by--

Activity tickets
Admissions

Dues

Donations

Other

The time for making financial

report by the central treasurer--

Weekly
Monthly
Quarterly
Annually

(e N Ne]

OO N

- O O

= O OO

100
100
100
100
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dues in all the schools. Donations were accepted by all the
schools. They also reported other methods of financing the
activity fund.

Table 11 indicated that 73 per cent of the schools
required monthly reporting by the central treasurer. This
was 12 per cent higher than that reported by the group in
Table 8. Table 11 also indicated that 26 per cent of the
schools reported quarterly and about 1 per cent reported an-
nually.

Expenditures in Schools with an Average
Daily Attendance of 201 to 300

Table 12 with thirty-four schools reporting amounts
expended indicated $830,107.12 expended by the extracurricu-
lar activities during the school year of 1958-59. Only three
schools failed to report the amount expended by their extra-
curricular activity fund. The thirty-four schools reporting
the amount expended had an average daily attendance of 8,368
for the school year of 1958-59. This would be an average
expenditure per pupil of $99.20.

The average daily attendance for all schools in this
group for the school year of 1958-59 was 10,234, Using the
average expenditure of $99.20 per student, it could be esti-
mated that the schools in this group had an expenditure of

$1,015,212.80 for the school year of 1958-59.
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TABLE 12
EXPENDITURES FOR EXTRACURRICULAR ACTIVITIES IN THE

SECONDARY SCHOOLS OF OKLAHOMA WITH AN AVERAGE
DAILY ATTENDANCE OF 201 TO 300

Practice Response

The total amount expended by the extra-
curricular activities during the school
year of 1958-59 $830,107.12

Average cost per student of schools
reporting the amount expended during
the school year of 1958-59 $99.20

Average daily attendance of schools
reporting amount expended during
the school year of 1958-59 ' 8,368

Average daily attendance of schools
that failed to report the amount
expended 689

Number of schools that reported
the amount expended 3L

Number of schools that failed to
report the amount expended 3

Total average daily attendance of schools
in this group in Oklahoma during the
school year of 1958-59 10,234

Accounting Practices in Schools with an Average
Daily Attendance of 301 to 500

Table 13 indicated the practices of the public second-
ary schools of Oklahoma with an average daily attendance of
301 to 500 in accounting for their extracurricular activity
funds. There were twenty-five schools in the state of Okla-

home in this group in 1958-59. Twenty-one of the schools
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TABLE

13

PRACTICES IN ACCOUNTING FOR EXTRACURRICULAR ACTIVITY FUNDS
IN SECONDARY SCHOOLS OF OKLAHOMA WITH AN AVERAGE
DAILY ATTENDANCE OF 301 TO 500

Practice

~ Response

Yes

No

Number

Per Cent

Number

Per Cent

Board of Education has
established policies
governing extracurricu-
lar activities.

The policies state the
system of accounting to
be used.

The policies state how
new extracurricular
activities become a
part of the program.

The policies state the
definite value to members
of the activity group in
handling the funds.

The funds are obligated
in excess of money on
hand by an activity.

The people who sell and
take tickets are paid
for their services from
the extracurricular
activity fund.

Funds are allocated to
the activities regardless
of the amount of revenue
they bring in.

The sale of tickets is
handled by the students.

The activity funds are
handled through a
central bank account.

21

80

71

b7

20

29

53

99

99

99

81

53
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TABLE 13--Continued

Practice

m—— ——

Response

Yes

No

Number

Per Cent Number

Per Cent

Each activity has a stu-
dent treasurer who is
responsible for deposit-
ing receipts with the
central treasurer.

The disbursements are
made by the central
treasurer on the author-
ity from the sponsor and
the activity treasurer.

The central treasurer is
bonded.

The extracurricular funds
are audited.

Each activity is required
to keep a record of re-
ceipts and disbursements,

The central treasurer is
required to make regular
financial reports.

Each activity is required
to have an approved
budget.

The charges made by the
Becard of Education are
kept separate from the
activity fund.

Awards are given for
participation in extra-
curricular activities.

The activity fund is sup-
plemented from the regu-
lar school budget.

14

15

16

16

19

16

18

61

100

100

100

93

90

10

8l

90

b7

17

10

39

10

90

16

10

53
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responded to the questionnaire. This was an 85 per cent re-
turn from this group of schools.,

Table 13 indicated that the board of education had
policies governing the extracurricular activity funds in
80 per cent of the schools reporting. This was 17 per cent
lower than the schools in Table 10, 8 per cent lower than the
schools in Table 7, 9 per cent lower than the schools in
Table 4, and the same per cent as the schools in Table 1.

Table 13 indicated that in 71 per cent of the schools
the board of education policies stated the system of account-
ing to be used. This was an increase of 8 per cent over the
schools in Table 10. There was an increase in policies stat-
ing the system of accounting to be used as the size of the
schools increased for all the groups in this study.

In this group of schools, all schools reporting on
the method of disbursement reported that the disbursements
were made by the central treasurer on the authority from the
sponsor and the activity treasurer. This was the only group
reporting 100 per cent on this method of disbursement.

Table 13 indicated that all the schools in this group
required the central treasurer to be bonded. This wasbthe
only group of schools in this study that reported that all
the central treasurers be bonded.

The schools reporting on the question of auditing the
extracurricular activity funds reported 100 per cent that

their funds were audited.
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Table 13 with 84 per cent of the schools reporting
indicated that the charges made by the board of education
were kept separate from the activity funds. This was an in-
crease of 30 per cent over the schools in Table 10, 14 per
cent over the schools in Table 7, 17 per cent over the
schools in Table U, and 13 per cent over the schools in
Table 1 reporting on the same question. It should be noted
in Table 13 that the schools reporting on this question re-
ported the same percentage as those schools in Table 16.

In this group of schools, the schools reporting on
the question of giving awards for participation in extracur-
ricular activities, reported that 90 per cent gave awards.
This was the greatest percentage giving awards in any group
of schools in this study.

Budgeting, Auditing, Financing, and Reporting

in Schools with an Average Daily
Attendance of 301 to 500

Table 14 indicated that only 14 per cent of the
schools in this group had an extracurricular activity budget
and that the budget was made by others in all the schools re-
porting. In this group of schools the audit was made by a
certified public accountant in 66 peqr cent of the schools
and by others in 9 per cent. Five of the schools reporting
did not choose to answer this question.

The extracurricular activity fund was financed by

admissions and dues. All the schools listed other means of
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TABLE 14

BUDGETING, AUDITING, FINANCING, AND REPORTING OF THE
EXTRACURRICULAR ACTIVITY FUNDS IN THE SECONDARY
SCHOOLS OF OKLAHOMA WITH AN AVERAGE
DATILY ATTENDANCE OF 301 TO 500

Response
Practice
Number Per Cent
The extracurricular activity
budget is approved by--
Extracurricular finance
committee 0 0
Principal 0 0
Other 3 14
The extracurricular activity
budget is made by--
Sponsor 0 0
Students 0 0
Sponsor-Students 3 14
Other 0 0
The extracurricular activity
fund is audited by--
Superintendent 0 0
Principal 0 0
Teacher 0 0
Certified Public Accountant 14 66
Other 2 9
The extracurricular activity
fund is financed by--
Activity tickets 0 0
Admissions 21 100
Dues 21 100
Donations : 21 100
Other : 21 100
The time for making financial
report by the central treasurer--
Weekly ' 0 0
Monthly 16 76
Quarterly 1 L

Annually 2 9




98

financing their activity fund. They all indicated that they
would accept donations, but they did not solicit donations.

Table 14 indicated that 76 per cent of the schools
reported that they required monthly reports by their central
treasurer. This was an increase of 3 per cent over the
schools in Table 11. In this group of schools 4 per cent
reported that they required quarterly reports by their cen-
tral treasurer,'and 9 per cent reported that they required
annual reports by their treasurer. Two of the schools in
this group did not choose to answer this question.

Exgenditures in Schools with an Average
Daily Attendance of 301 to 500

Table 15 with 19 schools reporting the amounts ex-
pended, indicated $682,414.90 expended by the extracurricular
activities during the school year of 1958-59. Only two
schools failed to report the amount expended by their extra-
curricular activity fund.

The nineteen schools reporting the amount expended
had a total average daily attendance of 7,267 for the school
year of 1958-59. This would be an average per pupil of
$93.90.

The average daily attendance for all schools in this
group for the school year of 1958-59 was 9,685;

Using the average expenditure of $93.90 per student
it could be estimated that the schools in this group had an

expenditure of $909,421.50 for the school year of 1958-59.
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TABLE 15
EXPENDITURES FOR EXTRACURRICULAR ACTIVITIES IN THE

SECONDARY SCHOOLS OF OKLAHOMA WITH AN AVERAGE
DATILY ATTENDANCE OF 301 TO 500

Practice Response

The total amount expended by the extra-
curricular activities during the school

year of 1958-59 $682,414.90

Average cost per student of schools
reporting the amount expended during
the school year of 1958-59 $93.90

Average daily attendance of schools
reporting amount expended during
the school year of 1958-59 74267

Average daily attendance of schools that
failed to report the amount expended 716

Number of schools that reported the
amount expended 19

Number of schools that failed to
report the amount expended 2

Total average daily attendance of schools
in this group in Oklahoma during the
school year of 1958-59 9,685

Accounting Practices in Schools with an
Average Daily Attendance above 500

Table 16 indicated the practices of the public second-
ary schools of Oklahoma with an average daily attendance above
501 in accounting for these extracurricular activity funds.,
There were forty-five schools in the state of Oklahoma in
this group in 1958-59. Thirty-four of the schools responded
to the questionnaire; This was 75 per cent return from this

group of schools.
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TABLE

16

PRACTICES IN ACCOUNTING FOR EXTRACURRICULAR ACTIVITY FUNDS

IN SECONDARY SCHOOLS OF OKLAHOMA WITH AN

AVERAGE DAILY ATTENDANCE ABOVE 501

Practice

Response

Yes

No

" Number

Per Cent

Number

Per Cent

Board of Education has
established policies
governing extracurricu-
lar activities.

The policies state the
system of accounting to
be used.

The policies state how
new extracurricular
activities become a
part of the program,

The policies state the
definite value to members
of the activity group in
handling the funds.

The funds are obligated
in excess of money on
hand by an activity.

The people who sell and
take tickets are paid
for their services from
the extracurricular
activity fund.

Funds are allocated to
the activities regardless
of the amount of revenue
they bring in.

The sale of tickets is
handled by the students.

The activity funds are
handled through a
central bank account

32

2k

21

23

31

96

72

35

63

69

100

20

28

26

28

65

99

82

37

87

31
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TABLE 16--Continued
—  — —— — —————

Response

Practice . Yes No

Number Per Cent Number Per Cent

Each activity has a stu-

dent treasurer who is

responsible for deposit-

ing receipts with the

central treasurer. 19 65 10 35

The disbursements are

made by the central

treasurer on the author-

ity from the sponsor and

the activity treasurer. 25 86 4 14

The central treasurer
is bonded. 28 96 1 L

The extracurricular
funds are audited. 30 100 0 0

Each activity is required
to keep a record of re-
ceipts and disbursements. 25 83 5 17

The central treasurer is
required to make regular
financial reports. 28 8l 5 16

Each activity is required
to have an approved
budget. L 12 17 88

The charges made by the
Board of Education are
kept separate from the
activity fund. 27 8L 5 16

Awards are given for
participation in extra- : :
curricular activities. 20 66 10 34

The activity fund is sup-
plemented from the regu-
lar school budget. 7 21 25 79
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In Table 16, thirty-three of the thirty-four schools
responded to the question regarding board of education poli-
cies governing extracurricular activities. Of those schools
reporting 16 per cent stated that they had board of education
policies. On the question of belief in board of education
policies determining what activities are to become a part of
the school program, only 84 per cent of the school adminis-
trations held this belief.

Table 16 indicated that 63 per cent of the schools
in this group paid for the services of the people who sold
and took tickets. This was 40 per cent higher than any other
group reporting.

The activity funds were handled through a central
bank account in all the schools reporting on this question;
Only two of the groups reported less than 100 per cent.

The schools in Table 7 reported 94 per cent and the schools
in Table 1 reported 98 per cent.

In Table 16 with twenty-nine of the thirty-four
schools responding to the question of how disbursements are
made by the central treasurer, twenty-five or 86 per cent
reported that the disbursements were made by the central
treasurer, on authority from the sponsor and the activity
treasurer.

This was the lowest per cent on any of the groups

answering "yes" to this question;
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In this group of schools with thirty of the thirty-
four responding to the question that concerns giving awards
for participation in extracurricular activities, 66 per cent
reported that they did not give awards. This was the lowest
of all the groups reporting. The highest was the group of
schools in Table 13 who reported that 90 per cent gave awards.

Table 16 indicated that only 21 per cent of the
schools reporting had their activity fund supplemented from
the regular school budget. The highest percentage being
that group of schools in Table 10 who reported 54 per éent
of the schools reporting had their activity fund supplemented
from the regular school budget.

Budgeting, Auditing, Financing, and Reporting
in Schools with an Average Daily

Attendance above_ 500

Table 17 indicated the practices in the public second-
ary schools of Oklahoma with an average daily attendance of
501 and above in budgeting, auditing, financing, and report-
ing of the extracurricular activity funds.

Only four schools, or 11 per cent, reported that they
had an extracurricular activity budget. The budget was made
by the sponsor and students in three schools, or 8 per cent,
of the schools reporting.

The extracurricular activity fund was audited by a
certified public accountant in 93 per cent of the schools re-~
porting. This was the greatest per cent of any of the groups

in this study. The lowest were those schools in Table 2 who
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TABLE 17

BUDGETING, AUDITING, FINANCING, AND REPORTING OF THE
EXTRACURRICULAR ACTIVITY FUNDS IN THE SECONDARY
SCHOOLS OF OKLAHOMA WITH AN AVERAGE
DATLY ATTENDANCE ABOVE 501

—

Response
Practice
Number Per Cent
The extracurricular activity
budget is approved by--
Extracurricular finance
committee 0 0
Principal 0 0
Other Ly 11
The extracurricular activity
budget is made by--
Sponsor 1 0
Students 0 0
Sponsor-Students 3 8
Other 0 0
The extracurricular activity
fund is audited by--
Superintendent 0 0
Principal 0 0
Teacher 0 0
Certified Public Accountant 28 93
Other 2 6
The extracurricular activity
fund is financed by--
Activity tickets 34 100
Admissions 34 100
Dues 0 0
Donations 0 0
Other 34 100
The time for making financial
_report by the central treasurer--
Weekly 0 0
Monthly 29 85
Quarterly 2 6

Annually 2 6
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reported 40 per cent of the audits were made by a certified
public accountant.

All the schools in this group reported that their
activity funds were financed by some type of activity ticket.
They all reported that they charged admissions to their ac-
tivities. The schools in this group did not indicate that
they would accept donations,

In this group of schools twenty-nine, or 85 per cent,
reported that the central treasurer was required to report
monthly. This was 9 per cent greater than any other group
of schools reporting on this question.

Expenditures in Schools with an_ Average
Daily Attendance above 500

Table 18 with twenty-six schools reporting the amount
expended indicated $2,245,677.65 expended by the extracurri-
cular activities during tﬁe school year of 1958-59. The
average dally attendance for all the schools in this group
for the sqhool year 1958-59 was 41,037. Only eight schools
failed to report the amount expended by their extracurricular
activity fund. The twenty-six schools reporting the amount
expended had a total average daily attendance of 25,587 for
the school year of 1958-59. This would be an average per
pupil of $87.79. Using the average expenditure of $87.79
per student, it could be estimated that the schools in this
group had an expenditure of $3,601,638.23 for the school

year of 1958-59.
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TABLE 18

EXPENDITURES FOR EXTRACURRICULAR ACTIVITIES IN THE
SECONDARY SCHOOLS OF OKLAHOMA WITH AN AVERAGE
DATILY ATTENDANCE ABOVE 501

|

Practice Response

The total amount expended by the extra-
curricular activities during the
school year of 1958-59 $2,245,677.65

Average cost per student of schools
reporting the amount expended during ’
the school year of 1958-59 $87.79

Average daily attendance of schools
reporting amount expended during
the school year of 1958-59 25,587

Average daily attendance of schools
that failed to report the amount
expended 8,704

Number of schools that reported
the amount expended 26

Number of schools that failed to
report the amount expended 8

Total average daily attendance of schools
in this group in Oklahoma during the
school year of 1958-59 bi,037

Accounting Practices in Secondary
Schools of Oklahoma

Table 19 indicated the practices in accounting found
in the 350 public secondary schools of Oklahoma that responded
to the questionnaire used in this study. This was a return
from 58 per cent of the public secondary schools in Oklahoma.
Ninety per cent of the schools stated that their respective

boards of education had policies governing extracurricular
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TABLE

19

PRACTICES IN ACCOUNTING FOR EXTRACURRICULAR
ACTIVITY FUNDS IN SECONDARY SCHOOLS

Practice

Board of Education has
established policies
governing extracurricu-
lar activities.

The policies state the
system of accounting
to be used.

The policies state how
new extracurricular
activities become a
part of the program.

The policies state the

definite value to members

of the activity group in
handling the funds.

The funds are obligated
in excess of money on
hand by an activity.

The people who sell and
take tickets are paid
for their services from
the extracurricular
activity fund.

Funds are allocated to
the activities regard-
less of the amount of
revenue they bring in.

The sale of tickets is
handled by the students.

The activity funds are
handled through a
central bank account.

OF OKLAHOMA
Response
Yes No
Number Per Cent Number Per Cent
305 90 Ll 10
182 53 161 L7
115 bs 218 55
Lo 17 239 83
73 21 266 79
33 9 314 91
68 20 266 80
161 1 175 59
337 98 8 2
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TABLE 19--Continued

—
——

Practice

—t

Response

Yes

No

Number

Per Cent Number

Per Cent

Each activity has a stu-
dent treasurer who is
responsible for deposit-
ing receipts with the
central treasurer.

The disbursements are
made by the central
treasurer on the author-
ity from the sponsor and
the activity treasurer.

The central treasurer
is bonded.

The extracurricular
funds are audited.

Each activity is required
to keep a record of re-
ceipts and disbursements.

The central treasurer is
required to make regular
financial reports.

Each activity is required
to have an approved
budget.

The charges made by the
Board of Education are
kept separate from the
activity fund.

Awards are given for
participation in extra-
curricular activities.

The activity fund is sup-
plemented from the regu-
lar school budget.

182

240
193

271

2Ll

296

37

239

256

137

68

91
72

97

87

87

11

70

76

Lo

84

21

72

34

Ly

297

98

76

200

32

28

13

13

89

30

24

60
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activities.

Fifty-three per cent of the schools reported that
the board of education policies stated the system of ac-
counting to be used. The remaining 47 per cent were permit-
ted to use any system of accounting they chose.

Only 45 per cent of the schools reporting indicated
that the policies stated how new extracurricular activities
could become a part of the program. Boards of education in
55 per cent of the schools reporting had failed to establish
policies[

In only 17 per cent of the schools reporting the
policies stated the ultimate value the members of the activ-
ity should receive in handling extracurricular activity funds.

Out of the 347 schools reporting on the question of
pay for the services of the people who sell and take tickets,
91 per cent reported that they did not pay for that service.
Only 20 per cent of the total schools reporting allocated
funds to the various activities regardless of the amount they
brought in;

The sale of tickets was handled by students in 41 per
cent of the s;hools reporting. This indicated that 59 per
cent of the schools failed to use their students in the sale
of tickets.

The activity funds were handled through a central
bank account in 97 per cent of all the schools reporting;

There were only 3 per cent of the schools that handled their
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activity funds in separate accounts for each activity.

In 68 per cent of the schools each activity had a
student treasurer who was responsible for depositing the
receipts with the central treasurer. Only 32 per cent re-
ported that they did not have a student treasurer for each
activity.

The disbursements were made by the central treasurer
in 91 per cent of the schools reporting on authority from the
sponsor and the activity treasurer. In only 9 per cent of
the schools the central treasurer made the disbursements with-
out authority from the activity group.

The central treasurer was bonded in 72 per cent of
the schools reporting. This left 28 per cent of the schools
reporting whose central treasurer was not bonded;

The extracurricular activity funds were audited in
97 per cent of the schools that replied to this question.

In 87 per cent of the schools reporting each activ-
ity was required to keep records of receipts and disburse-
ments. Only 13 per cent of the schools reported that the
activity failed to keep any kind of record of receipts and
disbursements.

The central treasurer was required to make regular
financial reports in 87 per cent of the schools reporting.
In only 13 per cent of the schools the central treasurer was

not required to make regular financial reports;
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The extracurricular activity group was not required
to have an approved budget in 89 per cent of the schools re-
porting.

Charges made by the board of education were kept
separate in 70 per cent of the Sbhools reporting.

Awards were given for participation in extracurricu-
lar activities in 76 per cent of the schools reporting.

The activity fund was supplemented from the regular
school budget in 40 per cent of the schools. Sixty per cent
of the schools reported that their budgets were not supple-
mented from the regular school budget.

Budgeting, Auditing, Financing, and Reporting
in Secondary Schools of Oklahoma

Table 20 indicated the practices in the public second-
ary schools of Oklahoma in budgeting, auditing, financing,
and reporting of the extracurricular activity funds. Only
37 schools or 10 per cent replied to the question of who
approved the budget. Less than 1 per cent reported the
approval by the principal. The budget was approved by others
in 9 per cent of the schools.

The extracurricular activity budget was made by the
sponsor and students in only 1 per cent of the schools.

In 18 per cent of the schools reporting, the extra-
curricular activity fund was audited by the superintendent.
The principal audited the extracurricular funds in 4 per cent

of the schools., The extracurricular activity funds were
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TABLE 20

BUDGETING, AUDITING, FINANCING, AND REPORTING
OF THE EXTRACURRICULAR ACTIVITY FUNDS
IN SECONDARY SCHOOLS OF OKLAHOMA

Response
Practice
Number Per Cent
The extracurricular activity
budget is approved by--
Extracurricular finance
committee 0 0
Principal 7 Y
Other 30 9
The extracurricular activity
budget is made by--
Sponsor 8 0
Students 0 0
Sponsor-Students 27 1
Other 2 0
The extracurricular activity
fund is audited by--
Superintendent 63 18
Principal 14 L
Teacher 11 3
Certified Public Accountant 194 55
Other 34 10
The extracurricular activity
fund 1s financed by--
Activity tickets L7 13
Admissions 350 100
Dues 64 18
Donations 316 90
Other 350 100
The time for making financial
report by the central treasurer--
Weekly 1 0
Monthly 183 52
Quarterly 55 16
Annually 62 18
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audited by a teacher in 3 per cent of the schools. Only 55
Per cent reported that the extracurricular activity funds
were audited by a certified public accountant, and 10 per
cent by others.

The extracurricular activity fund was financed by
activity tickets, admissions, dues, donations, and other
ways. All the schools reported 100 per cent on admissions
and others. Only 18 per cent reported that they used dues
to finance their extracurricular activity fund, and 13 per
cent used the activity ticket.

There was only one school in which the central treas-
urer reported weekly. The central treasurer reported monthly
in 52 per cent of the schools, quarterly in 16 per cent, and
annually in 18 per cent.

Expenditures in Public Secondary
Schools of Oklahoma

The total amount of money reported expended by all
the schools in Table 21 for the school year of 1958-59 was
$5,700,089.57. Only 15 per cent of the schools failed to
report the amount they expended in their extracurricular
funds.

The total average daily attendance of the 299 schools
reporting the amount expended during the school year of
1958-59 was 13,478. This was 85 per cent of the average
daily attendance of the schools reporting; The average ex-

penditure per pupil of the schools reporting amount expended
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TABLE 21
EXPENDITURES FOR EXTRACURRICULAR ACTIVITIES

IN THE SECONDARY SCHOOLS OF OKLAHOMA
FOR THE SCHOOL YEAR 1958-59

— —ves
——— —

Practice Response

The total amount expended by the
extracurricular activities during
the school year of 1958-59 $5,700,089.57

Average cost per student of schools
reporting the amount expended during ,
the school year of 1958-59 $93.63

Average daily attendance of schools
reporting amount expended during
the school year of 1958-59 60,980

Average daily attendance of schools
that failed to report the amount
expended 13,478

Number of schools that reported
the amount expended 299

Number of schools that failed to
report the amount expended 51

Total average daily attendance of
schools in this group in Oklahoma
during the school year of 1958-59 100,559

was $93.63. The total average daily attendance for all the
public secondary schools in Oklahoma for the school year of
1958-59 was 100,559. Using the average expenditure per pupil
of $93.63, it could be estimated that all the schools had-an
expenditure of $9,415,338.17 in their extracurricular activity

funds,
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Philosophy of School Administrators
Relative to Accounting

The assumption was made, when this questionnaire was
prepared, that almost all of the questionnaires would be
answered by the high school principal or superintendent.
This proved to be correct. On this basis, two questions
were devised for the purpose of determining the thinking of
school officials with respect to controlling and financing
the extracurricular activities. These elicited greater re-
sponses than any other questions.

The first of these was: Do you believe the board of
education should adopt policies which determine what extra-
curricular activities are to be permitted to become a part
of the school program?

There were three hundred forty-seven replies to this
question. Two hundred seventyftwo or 78 per cent of those
answering believed that the board of education should adopt
rules and regulations which would determine what extracurri-
cular activities are to be permitted to become a part of the
school program. Twenty-two per cent of those answering the
questionnaire thought that the board of education should have
no rules and regulations which would determine what extra-
curricular activities were to be permitted to become a part
of the school program.

The second of these questions was: Do you believe
the extracurricular activities should be considered as a

definite function of the schools and be budgeted for as a
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part of the regular budget of the board of education?

More attention was given to this question than any
other in the questionnaire. Three hundred fifty or 100 per
cent of the schools replied. Sixty-five per cent of those
answering believed that extracurricular activities should be
considered a definite part of the school program and be
budgeted for as a part of the regular budget of the board
of education. From the literature the authorities on school

finance hold this belief.

Summary

From the responses to the questionnaire it was noted
that as the size of the school increased, there was also an
increase in policies stating the system of accounting to be
used.

With 90 per cent of the schools reporting that
boards of education had policies governing extracurricular
activities, it was noted that the policies did not state the
system of accounting to be used in 47 per cent of the schools.
In only 45 per cent of the schools did the policies state how
new extracurricular activities could become a part of the pro-
gram. There were 83 per cent of the schools in which the
policies failed to state the definite value to the members
of the activity group in handling the extracurricular activ-
ity funds.

There does not appear to be a uniform system of

accounting for the extracurricular funds in the public



117
secondary schools of Oklahoma. Only 11 per cent of the
schools required an approved budget for each activity. The
central treasurer was bonded in 72 per cent of the schools.
Twenty-eight per cent of the schools did not bond their cen-
tral treasurer. There were only 68 per cent of the schools
with a student treasurer for each activity who was responsible
for depositing the receipts with the central treasurer.

The accounting forms received from several secondary
schools in Oklahoma indicated that each school can use any
form or system of accounting they choose.

From the various methods of accounting for the extra-
curricular activity funds as reported by the schools respond-
ing to the questionnaire there appeared to be a definite need
for a uniform system of accounting, auditing, and reporting
in the public secondary schools of Oklahoma.

On the question pertaining to the belief in the
board of education adopting rules and regulations which
would determine what extracurricular activities are to be-
come a part of the school program, 78 per cent of those re-
porting held to this belief. This thinking was in accord
with the thinking of the authorities who havc given much
thought and study to this phase of the school program.

On the question pertaining to the belief that extra-
curricular activities be considered a definite function of
the schools and be budgeted for as a part of the regular

budget of the board of education, 68 per cent of the school
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administrators in Oklahoma held to this belief. This would
indicate that the trend is definitely toward the acceptance
of extracurricular activities as a part of the total school
program of financing the schools, The acceptance of this
idea would not necessarily mean that athletics would cease

to be revenue producing. It would simply mean that athletics
and all other activities would assume their proper place in
the school program and that the program would be stabilized

regardless of the number of games won or lost.



CHAPTER IV

A PROPOSED PROGRAM OF ACCOUNTING FOR EXTRACURRICULAR
ACTIVITY FUNDS IN THE PUBLIC SECONDARY

SCHOOLS OF OKLAHOMA

From the practices reported by the various states in
accounting for their extracurricular activity funds, and the
practices reported by the public secondary schools of Okla-
homa, a program of accounting for the extracurricular activ-
ity funds in the public secondary schools of Oklahoma will
be proposed.

In any program of accounting which is proposed the
high school principal is the responsible individual. By
virtue of his position he is charged with the entire curricu-
lar and extracurricular program. In these programs he en-
counters his greatest financial responsibilities. The petty
cash accounts that are found in the majority of all high
schools are usually not large. In the field of extracurricu-
lar finances the funds soar to large amounts. It is for
these funds that the high school principal must assume re-
sponsibility.

The school laws of Oklahoma, Section 70-4-33, state:

119
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The board of education of each school district shall
exercise complete control over all funds on hand or here-
after received or collected from all student activities
conducted in such school including all funds received or
collected from students and others as admission charges
to athletic contests, school plays and any and all other
school activities and from the sale of student activity
tickets.

The board of education of each school district is
hereby authorized and directed to adopt appropriate
rules and regulations governing the handling and expen-
ditures of such funds and shall require the custodian or
custodians thereof to make a full and true accounting
for all funds which may come into their possession or
under their control and shall require such custodians to
give a bond in such amount as the board may deem neces-
sary. Provided, however, the cost of the bond shall be
paid out of such activity funds.!

In Section 70-4-34 pertaining to student activity
funds it further states:

The board of education of each school district shall
likewise provide for an annual audit of all such student
activity funds, the cost to be paid out of such funds.
The original report of such audit shall be delivered to
the board of education and a copy thereof shall be fur-
nished to the treasurer of the school district.?

The funds that are raised for the operation of extra-
curricular activities in the schools of Oklahoma are fre-
quently handled as if they are not public fundsj; there can
be little doubt in the minds of the people that these funds
are, by their very nature, of public interest. The laws of
the State of Oklahoma have placed the responsibility for the

proper management of these funds with the board of education.

The laws in charging the boards of education with control of

lvpublic School Laws of Oklahoma," Bulletin, State
Department of Public Instruction (Oklahoma City: 1959),
p. 42.

21bid.
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the extracurricular activity funds imply that they are public
funds.

The laws of the State of Oklahoma place the responsi-
bility for control and management of these funds in the hands
of local boards of education; the only limitations being that
the local boards of education operate within the bounds of
the Statutes of Oklahoma.

The variety of school practices followed in account-
ing of non-public revenue is listed by Moehlman indicated a
need for a sound system of accounting for these funds. In
discussing the ways non-public funds are handled, Moehlman
stated:

Non-public revenues are managed in three ways: The

first is the "laissez faire" policy where lunch rooms

may be rented to the highest bidders or operated by an
organization such as the Parent-Teacher Association.

The second procedure is to put the building princi-
pal in control of non-public revenues., . . .

Under the third type, the board of education is re-
sponsible for all non-public revenue activities and
control them through a subsidiary accounting procedure
called internal or non-public revenue accounting. . . A

If special fees for the extracurricular activities

could be abolished, then the financing of the activity pro-
gram would become a part of the total financial and budgetary
problem of the district. Since the lag between the concep-

tion of an idea and its adoption by schools in general covers

several years, some plan of accounting must be devised for

!Arthur B. Moehlman, School Administration (New
York: Houghton Mifflin Company, 1951), pp. 248-2049.
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use during this period.

The thesis of the foregoing statement relative to
the definition of the extracurricular activity funds is con-
trary to the definition used in this study; a system of ac-
counting for the extracurriculaf activity funds will be pro-
posed in this study which is a combination of the second and
third type in the quotations from Moehlman. !

The principal difference of accounting for the extra-
curricular activity funds in this proposed plan and many
other plans is in the matter of emphasis. This plan of ac-
counting proposes to provide learning experiences for pupils
and retain all the requirements of other plans pertaining
to the accounting of the extracurricular activity funds.

From the literature by leading authorities in school
finance, and the system of accounting used in the various
states, this suggested plan of accounting is based on the

following fundamental principles:

Guiding Principles

1. The local board of education of each school dis-
trict is responsible for adopting rules and regulations which
determine what extracurricular activities are to be permitted
to become a part of the school programQ

2. The local board of education of each school dis-

trict should provide an adequate system of accounting for the
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extracurricular activity funds.

3. The system of accounting adopted by the local
board should be such that it will yield the largest possible
educational returns to students without sacrificing the safe-
ty of funds, or exposing students to undue responsibility or
unnecessary routine.

b, The system of accounting should provide for a
central treasurer with whom all extracurricular activity
funds are deposited.

5. The central treasurer should be bonded by a
surety company authorized to do business in Oklahoma.

6. Each extracurricular activity or council (stu-
dent council, athletic council, etc.) should have officers,
one of whom is the treasurer.

7. The records of the extracurricular activity fund
should be audited every year.

8. A complete report of the extracurricular activ-
ity fund should be publish;d each year.

9. The accounts of the control treasurer and the
extracurricular activity treasurer should be reconciled each
month.

10. There should be an extracurricular finance com-
mittee for the activity fund.

11. Each extracurricular activity should prepare a

budgetQ
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12. There should be a master budget for all the

extracurricular activity funds.

System of Accounting Recommended

The cash basis of financial accounting is the most
practical systém of accounting for extracurricular activity
funds. On the cash basis, only actual income and disburse-
ments are considered. If purchases are permitted only when
there is cash available to meet the obligation, no trouble
will ever be encountered with the operation of this system
of accounting. Perhaps the simplest way of determining the
cash available for purchases is by the use of a file which
contains duplicate copies of purchases for which payment has
not been made. This is in effect a simple encumbrance sys-

tem.

Procedure in Handling Funds
When providing opportunities for pupils to partici-

pate in the handling of money of student activities definite
procedures must be established. The State of New York in a
finance pamphlet has given detailed instructions:

Preaudit of receipts. Confusion and sometimes loss
of funds can be traced more often to a lax checkup and
recording of money taken in than to any other single
cause. For this reason every possible precaution should
be taken to protect the individual concerned and the
money collected. Consequently the most important func-
tions are the prompt checking, recording and depositing
of receipts. Not all of the possible protective measures
can be described here but a number of them are mentioned
to show the type of procedure that should be incorporated
in any accounting system.
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Extraclassroom activities funds are derived from a
number of sources such as (a) admissions, (b) membership
dues, (c) sales and campaigns, (d) donations. The pro-
cedures used in collecting and preauditing (checking)
these several types of receipts will naturally vary. So
far as possible, devices should be used which will make
it possible to determine in advance the amounts which
should be received.

To facilitate the preaudit and recording of receipts,
statements should be made by those collecting money.
Such a statement should, on the face of it, give all of
the essential data for a complete check and audit of the
receipts. Such a statement should enable those collect-
ing money to prepare a complete report and to verify the
money turned over to the treasurer. In addition it will
afford protection for those handling funds, facilitate a
check and serve as documentary evidence which can be used
for accounting purposes. A preaudit of receipts should
make only reasonable allowances for errors in making
change.

A, Admissions. Various methods may be employed to
insure accurate preaudit (check) of admissions. Usually
prenumbered tickets should be used so that the auditor
may by reference to the beginning and ending numbers
determine the amount which should be collected. In some
cases as an added precaution the ticket collector should
be required to deposit the tickets in a locked receptacle
so that they may be counted and later destroyed. In
other cases where tickets are purchased in a variety of
colors a different color should be used for each occa-
sion, thus making it difficult for anyone to use old
tickets. Still another device used to avoid the reuse
of tickets is to require the ticket collector to destroy
each ticket by tearing it in two, giving one part to the
customer and retaining one. Any of these devices or any
combination, properly supervised, will insure reasonably
honest and accurate results. None of them will guarantee
accuracy, especially when adult supervision is lacking.

In summary:

1. Use prenumbered tickets, and take steps to pre-
vent fraudulent reuse.

2. Charge each ticket seller with a definite number
of tickets and a definite amount of change.

3. Provide a sufficient number of ticket sellers
to avoid undue haste.

4. Do not ask the ticket seller to watch the gate,

5. Provide a responsible adult ticket taker.

6. Require each ticket seller to return all unused
tickets, the full amount of change and the exact amount
of receipts promptly.

7. Do not aid or abet temptation with careless
supervision,
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8. Analyze procedures carefully, particularly from
the standpoint of accurate accounting.

9. Explain thoroughly each device used to safeguard
money so those who have anything to do with it are
thoroughly familiar with each process and understand its
purpose. Consider these devices not merely as means of
preventing fraud, but as instruments which have been set
up so that each agent may clearly demonstrate the accur-
acy of his work and the fulfilment of his responsibility.

B. Membership dues. The preaudit of membership dues
should be relatively easy if plans are carefully worked
out in advance. A few simple rules are here suggested:

1. Provide prenumbered receipts or membership cards.

2. Charge each solicitor with a definite number of
receipts or membership cards. (Make a record of the
numbers issued to each solicitor.)

3. Require each solicitor to return all unused re-
ceipts or cards and the exact amount of money due for
each membership sold,

4. Designate some one adult to supervise the mem-
bership campaign and to insist upon a complete and
accurate report at the close of the campaign.

5. Do not permit solicitors to issue receipts or
cards on credit. Require pupils wishing credit to make
arrangements with the designated adult officer.

6. If memberships are given free, or on credit to
any pupils have these issued by the designated adult
officer after all the solicitors have turned in their
reports, cash and unsold cards.

C. Receipts from Sales, Campaigns, Etc. Pupils col-
lecting moneys should, whenever possible, issue prenum-
bered receipts in duplicate, the original to be given to

~ the purchaser and the carbon to the pupil treasurer of
the activity after the audit has been completed. 1In
those cases where receipts are not practical, for example,
a candy sale, the activity treasurer with the assistance
of the advisor should devise a method whereby the exact
amount to be realized by the sale is determined in ad-
vance. Each salesman should be given a statement showing
the amount he is to receive. After the sale each sales-
man should then turn in that amount in cash and unsold
goods.

D. Donations. Gifts or donations are usually made
in lump sums and should be recorded in the minutes of
the activity. The activity treasurer should issue a re-
ceipt and deposit the gift with the central treasurer.l

lpinance Pamphlet 2 (The University of the State of
New York), op. cit., pp. 10-12.
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. Organization for Extracurricular Activities

The extracurricular activity program should be based
on a sound educational philosophy in order to teach boys and
girls how to live in a democracy. They should be intelli-
gently prepared not only for learning about democratic living
but also by having actual contact with and participation in
it. Such underlying principles as will result in a progres-
sive procedure and in the well-rounded development of boys
and girls should be the basis or foundation of the extra-
curricular program,

Since the finances of extracurricular activities are
only one phase of the total program of extracurricular activ-
ities in any school, the same fundamental principles govern-
ing the organization of extracurricular activities govern
the handling of the extracurricular activity finances.

All students in the school will handle funds of their
own, and some of them will go into positions of trust and
confidence in which they will handle the money of employers,
employees, and the general public. In preparation for such
responsibilities they need good examples to follow, as well
as opportunities for appropriate practice. And because the
extracurricular activity program is so close to the students,
it offers excellent settings for helpful illustrations and
beneficial practice. Hence, the very best methods of finan-
cial organization and administration are the least that stu-

dents should be expected to participate in or witness.
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No program of accounting for the extracurricular
activity finances can be expected to be sound when the
philosophy of the organization is unsound. The system of
accounting for the extracurricular activity finances pro-
posed here is based on the assumption that all the extracur-
ricular activities in the program were organized and approved
as a part of the total school program. Its main purpose is
that of meeting the needs of the boys and girls in such a
way that they will receive the benefits necessary in the
development of their personality and the development of
citizenship in order that they may learn how to live in a
democracy. Therefore, in setting up a program for the ac-
counting of the extracurricular activity finances it is
- assumed that each activity will have:

1. A sponsor who is dependable, who is friendly,
and who is helpful in guiding the activity without dominat-
ing it.

2. Officers for each extracurricular activity which
include the president, vice-president, secretary-treasurer,
or a secretary and a treasurer.

The Oklahoma school laws charge the board of educa-
tion with complete control and responsibility for the extra-
curricular fundsj the board of education in turn delegates
this responsibility to the high school principal; Whether
he personally assumes all responsibility or administratively

provides that this responsibility be delegated will be a
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matter of concern for each individual district. In either
case the high school principal cannot escape the responsi-
bility of insuring an organization and an accounting system
that will provide a safeguard for the extracurricular activ-
ity funds and an administrative plan that will be in accord
with fundamental principles pertaining to the purposes for
which the activity was originally organized. The high school
principal should establish an educafionally sound organiza-
tion and develop the major policies by which the fiscal af-
fairs of the extracurricular programs are managed.

The modern concept derived from literature is to
make school administration as truly democratic in operation
as possible. To achieve this worthwhile objective the or-
ganizational plan for the extracurricular activity funds
will involve the principal, the faculty, and the students.
The plan to be truly democratic should contain the following
features: (1) a discernible line of increasing and decreas-
ing responsibility; (2) a definite assignment of specific
responsibilities; (3) a plan for those that assume responsi-
bility to share in the making of policy that will affect the
discharge of that responsibility; (4) the cooperation of all
involved to achieve their objectives; (5) organized so that
those who are given responsibilities are also given the
authority to carry out that responsibility; and (6) be kept
simple in structure as the task\to be done will permit. The

organizational chart could be as follows:
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High School Principal

Director of Extracurricular Activities

Central Planning Committee

Student Council Extracurricglar
Finance Committee

Activities Groups

Adviser Adviser Adviser Adviser
Activity Activity Activity Activity
Treasurer Treasurer Treasurer Treasurer

Membership Membership Membership Membership

In this organizational plan the high school princi-
pal, whose duties are generally too numerous to allow him to
assume full responsibility for the extracurricular finances,
could delégate this duty to the extracurricular finance com-
mittee. As high school principal he should have authority
proportionate to his position and responsibilities. This
authority should include veto power when he deems it neces-

sary. He should exercise the veto power sparingly, and at
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the right time. He should be a member of the extracurricu-
lar finance committee and, should the need arise, this is the
level at which the veto power should be used.
The functions of the extracurricular finance commit-
tee as stated by Miller, Moyer, and Patrick are:

Its functions should be financial planning, budget-
ing, controlling and supervising the spending of cocur-
ricular funds. In addition, it should serve in an ad-
visory capacity to activity groups needing guidance of
this nature. Whether it is a subcommittee of the central
planning committee for the activities program as an inde-
pendent organization, it probably would be wise to in-
clude in its membership the following:

1. The high school principal.

2. The director of activities.

3. The central cocurricular treasurer, who might
effectively serve as chairman of the group.

4. Representatives from the student governing body.

5. School board representation.

6. Representation from advisers.

7. Community representation. Such a committee,
being representative of all groups having an interest in
the cocurricular program, should provide the greatest
protection to all concerned. It should be possible to
get the various viewpoints or attitudes on any phase of
cocurricular financing before judgements are formulated
and policy established.!

Reeder recognized the need for an extracurricular
finance committee when he stated:

It is a good plan to have the financial affairs of
the extracurricular activities of the school directed by
a committee composed of both student and faculty members,
Under ideal conditions this committee would represent the
financial affairs of all extracurricular organizations
and activities of the school and not merely the affairs
of one or a few. Such a committee is particularly ad-
visable in schools which have centralized financing of
all activities. Its general functions are: +to prepare
budgets for the activities, or to assist in preparing
them; to assist in securing ample revenue for each

1Miller, Moyer, and Patrick, op. cit., pp. 121-122,
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activityj to aid in securing an economical expenditure
of all revenuej and, in general, to serve as a clearing-

house for all financial phases of the extracurricular
activities,l

The Budget

The budget is the responsibility of each activity
and the extracurricular finance committee. Each approved
activity which shares in the extracurricular activity fund
should prepare a budget (see Appendix A-1). The budget will
show the estimated receipts and the proposed expenditures
for the school year. The budget should be made in the spring
before the close of school. The school's fiscal year should
run from September to September for the extracurricular ac-
tivity budget, rather than from July 1 to June 30. Each
activity should end its year of operation with a balance
equal to the beginning balance which could be used until new
funds became available. Each activity should submit its
budget to the extracurricular finance committee who would
prepare the master extracurricular activity budget for all
the activities of the school.

Fretwell summarizes the advantages claimed for bud-
getary control as follows:

1. It requires all extracurricular activities to

organize or reorganize on a business basis and to fol-
low definite well-understood business methods.

2. It requires activities to live within their
income.

1Reeder, op. cit., p. 62.
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3., It tends to develop a better balanced extracur-
ricular program,

k., It tends to encourage worthy but non-revenue-
producing activities by providing for them.

5. It conserves the time and energy of teachers and
pupils by eliminating many drives, "entertainments" put
on to raise money, and "pep" meetings.

6. It prevents the raiding of the financial re-
sources of the school by those pogular activities that
come early in the financial year.

One of the functions of the extracurricular finance
committee should be the preparation of the extracurricular
activity budget. The various activities raise and spend
money during the school year; these funds should be raised
and expended according to an approved plan. Private business
and government agencies have found that wise management can
result only when operating costs and anticipated income are
balanced in advance. The boards of education have been oper-
ating the various school systems on this procedure for many
years, The need for a plan of operation to handle the income
and expenditure for the extracurricular finances is no less
than that of any other private business, government agency,
or school. Each extracurricular activity organization should
submit along with its budget specific proposals for securing
the funds they propose to raise.

The budgets and the means of securing funds of each
extracurricular activity should be examined and passed on by

the extracurricular finance committee. After the budget has

been adopted and approved, it should become the financial

lpretwell, op. cit., p. 469.
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guide for the year. Any deviations would be approved only
by the extracurricular finance committee and in accordance
with policy formulated by the committee.

Robert R. Halley statés that one may exhaust the
literature and himself without finding much which will tell
him what constitutes a well-made budget. He states a good
student budget should contain the following:

1. A good student-body budget should have a balance
to carry forward approximately equal to the balance
brought forward. The amount of money taken in during
the school year should be spent during that year. The
student body is not a money-making enterprise, the
profit motive is not there. The graduating class, the
drop-outs, and the students who transfer constitute a
third to a half of the student body. Money these stu-
dents have helped contribute to the student body fund
should be spent in benefiting them while they are in
school.

2., The budget should be made from September to
September, rather than from September to June; or, the
size of the balance carried forward over the summer
should be large enough to allow the student body to
function for the few weeks in the fall before its rev-
enue begins coming in. . . .

3. Each budget should contain an emergency fund,
to permit unanticipated expenditures. . . .

., A student-body budget outlines many of the
student-body activities for the year. The work in de-
veloping a budget should come after the student council
has established its goals for the year. . . &

5. If the income on the budget is dependent in part
on sale of tickets to athletic events, the guestion of
the price of tickets arises. The usual criteria for
judging are (a) how much do we need, and (b) how much
will the public pay? Another criterion, of equal impor-
tance, is (c) control of the crowd.

6. The student-body budget should, of course, be

created by the students, with advice and help from their
financial advisor. . . .1
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Functions of the Central Treasury

In the central treasury type of financial organiza-
tion, all the extracurricular activity funds of the school
are handled by a central treasurer. The extracurricular
finance committee should supervise the work of the central
treasurer. The central treasurer should be bonded for an
amount equal to the maximum funds he is likely to have at
any one time. The funds of each activity group are deposited
with the central treasurer by the activity group treasurer,
who will receive a receipt from the central treasurer when
he deposits funds for his activity. The central treasurer
will make the proper accounfing entries in his account books.
The activity groups should be authorized to incur indebted-
ness only by properly signed requisitions. These requi:si-l
tions should be signed by the activity treasurer, the presi-
dent, and the adviser.

The person chosen as Central Treasurer should be an
adult. Since the principal is responsible for the entire
school program, he should recommend the person to be appoint-
ed the central treasurer. The best person for this job would
be the principal's secretary.

The sponsors and the extracurricular activity treas-
urer should meet with the principal and the central treasurer
and work out a plan for the depositing of funds by the activ-
ity treasurers. In‘almost all schools, the time needed each

day for the depositing of funds with the central treasurer
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should not be over one hour. The deposits made by the ac-
tivity treasurers should be so planned to enable the central

treasurer to deposit the funds in the bank.

Forms and Their Use

In order for any plan of accounting for funds to
function satisfactorily some method for keeping records must
be established. These forms have been planned to simplify
accounting practices; to help pupils share in the responsi-
bility of keeping records; and to assure accurate accounting
throughout the school year.

The Budget Form (Appendix A-1). Each extracurricular
activity that shares in the extracurricular activity fund
should prepare a budget showing the estimated receipts and
the proposed expenditures for the coming year. This budget
should be prepared in the spring. After the'budgets are
prepared and submitted by the various activities of the
school, a master budget should be prepared by the extracur-
ricular finance committee. The same form may be used by both
the activity and the finance committee. The estimated re-
ceipts and disbursements of the extracurricular activity need
not balance. After the master budget has been prepared the
necessary adjustments can be made by each activity.

The Deposit Envelope (Appendix A—2); Each extracur-
ricular activity should be provided with a supply of deposit

envelopes; These deposit envelopes should be heavy manila
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with full information on the face of the envelope pertaining
to the money contained therein. All moneys collected should
be carefully counted and separated in such a way that they
will show the amount of silver, currency, and checks. This
information should be placed on the envelope by the person
in charge of collecting the money. The money should then be
delivered to the extracurricular activity treasurer. The
extracurricular activity treasurer and sponsor should count
the money to see that the amount indicated on the face of
the envelope is correct. The total amount should be veri-
fied by the.extracurricular activity treasurer and the spon-
sor according to the general principles suggested for prudent
management of ticket sales, and all other types of sales.
The person delivering the money to the extracurricular ac-
tivity treasurer and sponsor should then be given a receipt.
This receipt should be made in triplicate. The original
should go to the person delivering the money, the duplicate
to the central treasurer, and the triplicate remain bound
in the receipt book for audit purposes. The person deliver-
ing the money should sign or initial the receipt, which
should then be entered in the ledger of the activity.

Receipts, Duplicates, and Triplicates (Appendix A-3-1
and A-3-2). Two receipt forms have been designed for use in
this proposed system of accounting. Form A-3~1 is provided
to be used by teachers or activity treasurer when money is

collected from the student. Form A-3-2 is to be used by the
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central treasurer.

Receipt Form to Be Used by Teacher or Activity Treas-

urer (Appendix A¥3-1); This receipt form should be prepared
each time money is collected by the teacher or activity
treasurer. The activity, or fund for which the collection
is made, should be indicated on the receipt as should also
the date, person from whom received, and the amount and pur-
pose for which collected. The receipt should be prepared in
triplicate--the original to be given to the payer, the dup-
licate to be given to the central treasurer when the money
is deposited with him, and the triplicate to remain in the
book. As indicated above, the payer should sign or initial
the receipt. As these receipt books are completed, they
should be turned to the school central treasurer for audit
and retention by him.

Receipt Form to Be Used by Central Treasurer (Appen-

dis A-3-2). This receipt form should be prepared each time
money is collected by the central treasurer. It is from
this receipt that cash collections are posted to the Fund
Ledger and the Cash Recéipts and Disbursements Record Con-
trol Account, and, therefore, it is necessary that the name
of the fund for which the collection is made be written on
the face of the receipt. The receipt should be prepared in
triplicate. The original should be given to the payer, the
duplicate used as a posting copy to the Fund Ledger and to

the Control Account, and the triplicate remain bound in the
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receipt book for audit purposes. The payer should sign or
initial the receipt. The duplicate copies of the receipts
should be filed in date order by funds.

The Check (Appendix A-4)., One check form may be used
for the disbursement of funds by the central treasurer. This
type check gives full information pertaining to the purpose
for which it was written and the person to whom it is issued.
The checks should be prenumbered and should have space avail-
able for two signatures to provide proper internal control.
Generally these signatures should be those of the central
treasurer and the high school principal. No check, however,
should ever be written by the central treasurer without writ-
ten authorization from the extracurricular activity treasurer
and sponsor;

Purchase Requisition and Order (Appendix A4-5). A

Purchase Requisition and Order should be prepared in dupli-
cate and approved by the faculty sponsor and central treasurer
before any purchase is made or any funds obligated. A full
description of the articles requested should be shown on the
form, so should the quantity, unit, unit price, and amount,
One copy should be filed with the central treasurer and re-
main an obligation of that particular activity until liqui-
dated. The original should be sent to the vendor from whom
the purchase is to be made. Each activity should carefully
study its financial situation and make requests for purchases

only when they have funds available.
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When the article and the invoice, properly certified
for receipt of merchandise or service, are received, an
Expenditure Voucher (see Expenditure Voucher, Appendix A-6)
should be prepared to which should be attached the invoice
and the duplicate copy of the Purchase Requisition and Order
which had been held on temporary file.

No posting should be made to the Fund Ledger (Appen-
dix A-9) or to the Control Account (Appendix A-10) from
these purchase forms.

Each purchase should become an encumbrance until
liquidated. Consequently, any activity could simply find
the total amount of these encumbrances and subtract from the
ledger balance to determine funds available for new pur-
chases.

Expenditure Voucher (Appendix A-6). All invoices
should be properly receipted by the authorized student offi-
cer or teacher sponsor to signify that the merchandise or
services have been feceived. Upon proper certification of
an invoice, an Expenditure Voucher (original only) should be
prepared by the central treasurer from the information found
on the invoice, and the Expenditure Voucher should be approved
for payment by the principal before payment is made (one Ex-
penditure Voucher may be prepared for several invoices to
the same vendor). When th; voucher is paid, the date of
payment and check number should be indicated on the Expendi-

ture Voucher and on the supporting Purchase Requisition and
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order, The vendor's invoice or invoices and the duplicate
copy of the Purchase Requisition and Order should be attached
to the Expenditure Voucher and filed in numerical order by
voucher number,

Postings should be made to the Fund Ledger (Appendix
A-9) and to the Control Account (Appendix A-10) from the
Expenditure Voucher. Corresponding check numbers should be
indicated on the vouchers before they are posted to provide
proper cross-reference for the disbursements.

Expense Memorandum (Appendix A-7). There are times
when it is desirable for an extracurricular activity group
to advance money to persons in charge of school groups mak-
ing trips at the expense of the activity group. Full and
proper accounting is not only a proper procedure but is a
certain protection to the persons spending the money. The
Expense Memorandum should be accompanied by proper receipts
or sales bills secured from those with whom the monéy is
spent. This form should be prepared in duplicate. The
original with supporting receipts and sales bills should be
retained by the central treasurer for posting to the Fund
Ledger (Appendix A-9) and the Control Account (Appendix A-
10). The duplicate should be given to the activity treasurer
or sponsor of the activity that expended the funds for the
proper entrance on their records.

Cash Payment Voucher (Appendix A-8). The cash pay-

" ment voucher should be used whenever it is necessary to
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disburse funds in cash whether the payment is for purchases
made or services received. The form should be prepared in
duplicate by the central treasurer and should be signed by
the person receiving the funds. Full description of the pur-
chases or services, as well as the fund to be charged, should
be made on the voucher. The duplicate should be given to the
activity treasurer or sponsor for whom the commodity was pur-
chased or the service was rendered, and the original should
be retained by the central treasurer for posting in the Fund
Ledger (Appendix A-9) and the Control Account (Appendix A-10).

It should be recognlzed that whenever possible the
disbursement of funds should be made by check. Disbursement
of funds in cash should be made only in those cases where it
is absolutely necessary that cash be paid;

Fund Ledger (Appendix A-9). A separate sheet should
be set up for each extracurricular activity fund. Each
transaction of a particular fund should be detailed on this
ledger. The form should be used for both receipts and dis-
bursements.

Recording of Receipts (Each receipt should be de-
tailed regardless of the time of deposit.)

Column 1 - Enter the date of receipt;

Column 2 - Enter the receipt number.
Column 3 - Leave blank.
Column 4 - Enter the name of the person from whom

the money was received.
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Column 5 - Enter brief explanation of the receipt.

Column 6 - To be used only where receipts and dis-
bursements have been classified by code
numbers.

Column 7 - Enter the amount of the receipt.

Column 8 - Leave blank,

Column 9 - Add the amount of the receipt (Column 7)
to the previous balance ané enter the new

balance in this column.

Recording of Disbursements

Column 1 - Enter the date of the disbursement,

Column 2 - Enter the check number. If payment is
made in cash, simply write "cash."

Column 3 - Enter the number of the expenditure
voucher,

Column 4 - Enter the name of the person or firm to
whom payment is made.

Column 5 - Write brief explanation of the disburse-
ment.

Column 6 - To be used only where receipts and dis-
bursements have been classified by code
numbersQ

Column 7 - Leave blank.

Column 8 - Enter the amount of the disbursement.

Column 9 - Deduct the amount of the disbursement

(Column 8) from the previous balance and
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enter the new balance in this column.

Cash Receipts and Disbursements Record (Control
Account, Appendix A-10). This is the Control Account over
all funds and the receipts and disbursements entered on the
several Fund Ledgers should likewise be detailed on this
Control Account. The column headings should be the same as
the Fund Ledger with the exception of Column 6. In this
column should be entered the name of the fund to which the
receipt was credited or disbursement was charged. The fund
code numbers may be used if code numbers have been assigned
to each extracurricular activity fund. At any time the total
of the balances on each of the Fund Ledgers should agree with
the balance on the Cash Receipts and Disbursements Record
Control Account.

Transfer Voucher (Appendix A-11). There will be

instances when it will be necessary to transfer funds £rom
one extracurricular activity account to another. No check
should be issued for this type transfer of funds if the
proper entries are made in the central treasurer's account
book and the account books of each activity concerned.

The authority to the central treasurer for transfer
of funds from one activity to another should be the properly
executed transfer voucher.

When transfer vouchers are used, they should be kept
in a separate loose-leaf book and given their own number

series.
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Report of Ticket Sales (Appendix A-12). The report

of ticket sales should be prepared in duplicate by each
ticket seller whenever tickets are sold for the various
school functions. The first and last numbers of each type

of ticket issued to each ticket seller should be noted in

the columns provided on the respective reports. At the com-
pletion of the ticket sales for each event the ticket seller
should list the first and last numbers of each type of ticket
unsold (returned to box office manager). The number sold can
be computed by subtracting the first number of the tickets
issued from the first number of the tickets returned. The
number sold multiplied by the price of each type of ticket
equals the total amount. The sum of the Total Amount column
plus the change fund, if any, equals the amount for which the
ticket seller is accountable. Upon completion of the report
both copies should be certified by the ticket seller and the
original'should be turned over with the money to the box
office manager or principal, who should sign his name in the
spaces provided on both the original and duplicate of the
report to indicate receipt of the money. The ticket seller

should retain the duplicate as his evidence of remittance.

- Consolidated Box Office Report (Appendix A-13).
When the box office manager or principal has received a
Report of Ticket Sales (Appendix A-12) from each of the
ticket sellers, he should prepare a Consolidated Box Office

Report. On this report he should transcribe the names of
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each ticket seller and the total sales, change fund, ac-
countability, and remittances of each seller., The report
should be totaled and certified by the box office manager
or principal and submitted to the central treasurer with
the money and supporting Report of Ticket Sales attached.
The central treasurer should sign the Consolidated Box Of-
fice Report to signify receipt of the money and should issue
a receipt (Appendix A-3-2) to the box office manager or prin-
cipal for the amount of the remittance.

Daily Report of Cash Collections (Appendix A-14).

The Daily Report of Cash Collections should be prepared by
the cashier in the school cafeteria each day when cash set-
tlement is made. Columns for the separate settlement of each
register operator as well as a total column should be pro-
vided on the form. The form should be prepared in duplicate
and certified by the head cashier. The original should be
turned to the central treasurer with the cash collected.
Both copies of the report should be signed and dated in the
space headed Received by: by the central treasurer. A re-
ceipt form (Appendix A-3-2) should also be prepared by the
central treasurer for the amount of the cash received and
given to the cafeteria cashier. The cashier should attach
his copy of the receipt (original) to the duplicate of the
Daily Report of Cash Collections and retain both in the file

maintained by him,
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Cafeteria Payroll (Appendix A-15). Each empléyee of
the cafeteria whose salary is paid from the Cafeteria Fund
should be listed on the cafeteria payroll at the end of each
pay period. The cafeteria director should list the name of
the employee, the capacity in which the employee worked, the
hours worked (if the employee is on an hourly basis); and the
rate of pay. From this the director should compute the gross
amount earned for each employee. The amounts to be deducted
for withholding taxes, F.I.C.A. taxes, etc., should be shown
in the columns indicated and deducted from the amount earned
in order to arrive at the net amount for which the employee's
check is to be written. Before checks are prepared the pay-
roll should bear the certification of the cafeteria director
and the approval of the principal and should be audited by
the central treasurer. -A separate check should be prepared
for each individual on the payroll in the amount appearing
in the net check column opposite the respective employee's
name. A bank in the locality is generally designated as a
depository for tax money withheld from school board employees'
salaries, and at the end of each month one check should be
drawn to the bank designated for the income tax withheld
from cafetgria employees. This check with appropriate report
of taxable wages should be delivered to the clerk of the
board of education., At the end of each quarter a check
should be drawn to the designated depository for the total

of the F.I.C.A. taxes withheld as well as the employer's



148
portion. This check and a report of covered wages should be
delivered to the clerk of the board of education for inclus-
ion in its social security report;

Payrolls should be given a voucher number in the
same sequence as other expenditure vouchers (Appendix A-6)
are numbered, and check numbers covering each payroll
(00000 to 00000) should be recorded on the payroll.

There are two methods of posting the cafeteria pay-
rolls to the Fund Ledger (Appendix A-9) and to the Control
Account (Appendix A-10).

According to the first method, the total of the Net
Check column should be posted to the Fund Ledger (Appendix A-
9) and to the Control Account (Appendix A-10). Before checks
are prepared at the end of each month and quarter for the
income taxes and F.I.C.A. taxes withheld, Expenditure Vouch-
ers (Appendix A-6) should be prepared for the amount of the
respective taxes withheld. From these vouchers charges should
. be made to the Fund Ledger (Appendix A-9) and the Control Ac-
count (Appendix A-10) in the amount of the vouchers.

The second method is preferable since the liability
for F.I.C.A. and income taxes withheld is set up at the time
the payroll is posted. Unde: this method two additional Fund
Ledger (Appendix A-9) sheets should be set up--one for
F.I.C;A. taxes and one for income taxes withheld. After the
payroll checks are drawn, the total of the Amount Earned

column on the payroll should be posted as a disbursement to
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the Cafeteria Fund Ledger Account (Appendix A-9). The total
of the W.H. Tax column and the total of the F.I.C.A. Tax
column should be posted in the Receipts column (7) on the
respective Tax Fund Ledger Accounts. The total of the Net
Check column on the payroll should be posted to the Control
Account (Appendix A-10) as a disbursement. Befofe checks
are prepared at the end of each month and quarter for the
income and F.I.C.A. taxes withheld, Expenditure Vouchers
(Appendix A-6) should be prepared for the amount of taxes
withheld. These vouchers should be posted as disbursements
to the respective tax Fund Ledger Accounts and to the Con-
trol Account (Appendix A-10).

Under either method an Expenditure Voucher (Appendix
A-6) should be prepared for the employer's portion of the
F.I.C.A., tax and charged to the Cafeteria Fund Ledger Account
(Appendix A-9) and to the Control Account (Appendix A-10).

Payroll Record (Appendix A-16). The payroll record

is provided to accumulate information on gross salary,
F.I.C.A. tax, withholding tax, etc., on each employee for
the purpose of preparing quarterly social security reports,
quarterly withholding tax, and W-2 statements of employer
earnings at the end of each year., A separate record should
be maintained by the central treasurer on each employee of
the cafeteria paid from extracurricular activity funds. In-
formation should be transcribed from the payroll to the pay-

roll record each pay period and quarterly the payroll record
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should be totaled and proved to provide information for the
preparation of quarterly and annual reports on payrolls.
W-2 statements can be prepared for each employee at the end
of each calendar year from the totals on the payroll record.

Monthly Financial Report (Appendix A-17). All money

collected should be deposited intact daily into a local bank
account. Only one account is necessary for the deposit of
money from all activities since balances of each activity
are maintained on separate fund ledgers.

Financial reports should be prepared ﬁonthly by the
central treasurer and should give the following information:

1. Month for which report is made.

2, Name of each extracurricular activity.

3. Balance on hand at beginning of month in each

account.

4, Receipts during month for each account.

5. Disbursements of each account during month.

6. Balance on hand in each account at close of month.,

7. Total of.all balances at beginning of month.

8. Total receipts during month.

9. Total disbursements during month.

10. Total of all balancesvat the close of month.

11. Balance in bank at close of month.

12, Checks outstanding at close of month,

13; Bank balance less outstanding checks.
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The bank balance at the close of the month should be
verified by checking against the central treasurer Control
Account (Appendix A-10). Each extracurricular activity
treasurer should verify beginning and closing balances, re-
ceipts, and disbursements by checking reports against the
extracurricuiar activity receipts and the disbursements.,

The monthly financial report should be used by the
central treasurer and each extracurricular activity'group
as a means of informing themselves and the coﬁmunity. The
monthly financial report should be published in the school

publication and in the local papers.

Summary

The responsibility for the control and management
of the activity funds in the State of Oklahoma are in the
hands of the local boards of education. The local boards
of education delegate this authority and responsibility to
the school administrator for the safekeeping and accounting
of the activity funds.

To make school administration democratic, the organi-
zational plan for the activity funds should involve the
principal, the faculty, and the students. The proposed
plan provides for an extracurricular finance committee,
whose duties are to supervise the total financial program
for the activities. It is the responsibility of this com-
mittee to prepare the school activity budget and approve the

budgets for each activity.
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The proposed accounting plan provides for a central
treasurer for all the activities. The plan provides for the
central treasurer to be bonded. ‘

The proposed plan provides for the training of stu-
dents in financial matters.

The proposed plan provides for the forms to be used
in accounting for the activity funds and describes their
use.

The proposed plan provides for accurate accounting

of all activity funds from the source to the audit.



CHAPTER V
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

This study was designed to present information con-
cerning the accounting of the extracurricular activity funds
in the public secondary schools of Oklahoma, the patterns of
accounting in the various states, and to propose a system of
accounting for the extracurricular activity funds. This
study was also designed to discover the existing accounting
practices relative to (1) accounting practices in the vari-
ous statesj (2) responsibility accepted by boards of educa-
tiony (3) systems of accounting used; (4) acceptance of
financial responsibility by the boards of educationj and
(5) amounts of money expended. The information concerning
the accounting of the extracurricular activity funds was
compared as to size of the schools. The study also included
a proposed system of accounting for the extracurricular ac-
tivity funds and the forms to be used with the proposed
system,

The data were secured by means of a questionnaire
which was sent to the superintendents of all the public

secondary schools of Oklahoma and a-letter of inquiry sent
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to the state departments of education in the various states
requesting information on the accounting of their extracur-
ricular activity funds. Responses were received from 350
of the public secondary schools in Oklahoma. This represents
58 per cent of the public secondary schools in the state.
Information was received from 49 of the 50 states which
represents 98 per cent of all the states.

From the literature in school finance, there was
developed a set of best practices in accounting for the
extracurricular activity funds. A questionnaire was devel-
oped from these practices to find out how the public second-
ary schools of Oklahoma accounted for their extracurricular
activity funds.

From the literature in school finance, the practices
reported by the various states, and the practices reported
by the public secondary schools of Oklahoma, a proposed sys-
tem of accounting was developed for the public secondary
schools of Oklahoma.

Summary of Accounting Practices

in the Various States

1. Twenty-two of the states reported that they do
not have any plan of accounting for the extracurricular ac-
tivity funds. The individual schools or boards of education
account for these funds in whatever manner they choose with-
out having to account to either state law or regulatory

policies of the state departments of education.
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2. Fifteep of the states reported that their extra-
curricular activity accounting was regulated by specific
legislation. The statutes in these stafes defined student
activities money as money which was raised with the approval
of the board of education by the efforts of the students for
their use in connection with the activities of the student
body; From these statutory provisions it can be seen that
much thought was given to the safeguarding of the extracur-
ricular activity funds. These statutes set forth provisions
for the accurate accounting of extracurricular funds.

The central treasurer was provided for in all the
states with statutory provisions pertaining to the account-
ing of student funds. The central treasurer must be bonded
in all the states having statutory provisions.

All the states with statutory provisions provided
for a legally approved depository. Usually the legally ap-
proved depository was a bank.

All the states with statutory provisions had an ap-
proved method of expending their funds. The approved method
of withdrawal was by check, with more than one signature on
the check.

All the states with statutory provisions pertaining
to the extracurricular activity funds made provisions for
reports and reconciliation. Most of the statutory provisions
required monthly financial reports to be presented to the

board of education.
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All the states with statutory provisions provided
for an annual audit of the extracurricular activity funds.

3; Twelve of the states reported that the account-
ing of their extracurricular activity funds were regulated
by policies of the state department of education. All of
these states defined the funds.

The system of accounting in the states with policies
was essentially the same as those described with statutory
provisions. The main difference was that the states with
policies recommended a uniform system of records, and they
provided for more detailed provisions for records and record
forms than the states with statutory provisions.

4, The results of the questionnaire revealed that
the public secondary schools of Oklahoma did not follow the
recommended basic principles found in the literature in
accounting for their extracurricular activity funds.

5. The accounting forms found in Appendix A were
the minimum forms recommended by the authorities and the
various states in accounting for extracurricular activity
funds.

Summary of Responsibilities Accepted
by Boards of Education

1; Three hundred five schools of the three hundred
forty-nine schools reporting on board of education policies
governing extracurricular activity funds reported that their

boards of education had policies. This was 90 per cent of
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the schools reporting that had board of education policies
governing extracurricular activities.

2, One hundred eighty-two schools of the three
hundred forty-three schools reporting on policies of the
board of education stating the system of accounting to be
used reported that their boards of education had policies.
This was 53 per cent of the schools reporting that hadtﬁoli-
cies stating the system of accounting to be used in account-
ing for their extracurricular activity funds.

3. One hundred fifteen schools of the two hundred
thirty-three schools reporting on board of education policies
stating how new extracurricular activities are to become a
part of the program reported that the policies of the board
of education did contain a definite statement on how they
could become a part of the program. This was 45 per cent of
the schools reporting that had board of education policies
stating how new extracurricular activities were to become a
part of the program.

L, Only forty-nine schools of two hundred eighty-
eight schools reporting on boards of education policies con-
taining a definite statement on the values to members of the
activity in handling the funds reported that the policies of
the board of education did contain such a statement; This
was only 17 per cent of the schools reporting with a state-
ment in the board of education policies, stating the value

to be derived by members of the activity in handling the
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funds.

Summary of Systems of Accounting Used

1. Three hundred thirty-seven of three hundred
forty-five schools reporting stated that they handled their
extracurricular activity funds through a central bank ac-
count.

2, Sixty-eight schools of the three hundred thirty-
four schools reporting stated that they allocated funds to
the acfivities regardless of the amount of revenue they bring
in. This was 20 per cent of the schools reporting that had
this practice.

3. One hundred eighty-two of the two hundred sixty-
six schools reporting stated that each activity had a student
treasurer who was responsible for depositing receipts with
the central treasurer. This was 68 per cent of the schools
reporting that they had a student treasurer.

4, Two hundred forty of the two hundred sixty-one
schools reporting stated that disbursements were made by the
central treasurer on the authority from the sponsor and the
activity treasurer. This was 91 per cent of the schools
reporting this practice.

5. One hundred ninety-three of the two hundred
sixty~five schools reporting, reported that the central
treasurer was bonded. This was only 72 per cent of the

schools reporting on the bonding of the central treasurer.
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6. Two hundred seventy-one of the two hundred
seventy-eight schools reporting reported that the extracur-
ricular activity funds were audited. This was 97 per cent
of the schools reporting. The audits were made by a certi-
fied public accountant in 71 per cent of the schools report-
ing. The audits were made in the other schools reporting by
the superintendent, the principal, a teacher, and by others.

7. Two hundred forty-four of the two hundred seventy-
eight schools reporting reported that each activity is re-
quired to keep a record of receipts and disbursements. This
was 87 per cent of the schools reporting.

8. Two hundred ninety-six of the three hundred forty
schools reporting reported that the central treasurer was re-
quired to make regular financial reports; This was 87 per
cent of the schools reporting. The time for making these
reports was weekly, monthly, quarterly, and annually.
Sixty-one per cent of the schools require monthly reports
by the central treasurer.

9. Thirty-seven of the three hundred thirty-four
schools reporting reported that each activity was required
to have a budget. This was only 11 per cent of the schools
reporting that required each activity to have a budget; The
extracurricular activity budget was made by the sponsor and
students in 72 per cent of the schools reporting a budget.
The extracurricular activity budget was approved by the

principal in 18 per cent of the schools reporting; An
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extracurricular activity committee was not reported by any
of the schools reporting in this study.

10; The extracurricular activity funds were financed
by activity tickets, admissions, dues, donations, and other
methods.,

11, Two hundred thirty-nine of the three hundred
thirty-seven schools reporting reported that charges made
by the board of education were kept in separate accounts
from the activity fund. This was 70 per cent of the schools

reporting.

Summary of Philosophy of School Administrators
1. All the three hundred fifty schools responded

to the question on the belief in the board of education bud-
getigg for the extracurricular activities from the regular
budget. Two hundred twenty-nine, or 65 per cent; reported
that they believed the board of education should budget for
the extracurricular activities from the regular budget.

2. Two hundred seventy-two of the three hundred
forty-seven schools reported that they believed in the board
of educationghaving policies determining what activities
should becomé a part of the school program; This was 78 per

cent of the s%hools reporting.
A

\
Summary of Responsibility Accepted
' by the Board of Education

\
The actiyity fund was supplemented by the board of

education from the regular school budget in one hundred
\
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thirty-seven of the three hundred thirty schools reporting.
This was 40 per cent of the schools reporting. The per cent
of support ranged from 1 to 50 per cent. The majority of the
schools supplemented the activity fund budget by 5 to 10 per

cent from the regular school budget.

Total Amount Expended for Extra-
curricular Activities

The total average daily attendance of the schools
reporting amounts expended by their extracurricular activity
funds for the school year of 1958-59 was 60,980. The total
amounf exéendéd.b& the schools reporting was $5,700,089.57.
This was an average expenditure of $93.63 per pupil. Using
the average expenditure of $93.63 per pupil and the total
average daily attendance of 106,559 for the public secondary
schools in Oklahoma for the school year of 1958-59, it could
be estimated that $9,415,339.17 was expended by the extra-
curricular activities in the public secondary schools of

Oklahoma for the school year of 1958-59.

Conclusions

If the responses are representative of Oklahoma, it
may be inferred that:

1. The public secondary schools of Oklahoma can ac-
count for their extracurricular activity funds in any way they
choose. From the literature and the practices reported by the
various states there is a definite need for a uniform system

of accounting for extracurricular activity funds in Oklahoma.
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2. A number of the public secondary schools in
Oklahoma do not have necessary board of education policies
needed for a sound system of accounting for their extracur-
ricular activity funds;

3. The majority of the public secondary schools in
Oklahoma do not pay for the services of the people who sell
and take tickets for their extracurricular activities. Im-
provement in this phase of the activity program is needed.

4. A large per cent of the public secondary schools
in Oklahoma handle their funds through a central bank ac-
count., This is an excellent practice and efforts should be
exerted for all schools to follow this practice.

5. The report each month by the central treasurer
is a practice that is established by a majority of the
schools. The schools that do not follow this practice need
to take the practice under advisement.

6. There are activities in every subject matter area
that can best be carried out in some allied extracurricular
activity. Some students will want to spend more time than
is available in the regular class schedule. This extra time
spent in clubs that supplement their learning is usually
part of the extracurricular program,

Since the extracurricular activity program is a
further means of learning, a satisfactory solution of finan-

cing the program would be for the school boards to provide
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financial assistance in the same manner and from the same
source as that provided for the curricular program.

7. A large majority of the public secondary schools
in Oklahoma do not require each activity to have an approved
budget; This is an area that needs immediate study.

8. It appears from the data that too many of the
schools fail to adhere to the principle of bonding the
treasurer. This is a safeguard that all the schools could
use with justification.

9. The extracurricular activity treasurer's records
should be submitted for audit at fhe close of each school
year., The audit should be made by the regular school dis-
trict auditor or by a certified public accountant. The
majority of the public secondary schools in Oklahoma have
their extracurricular account audited.

10. Awards are given in the majority of the public
secondary schools of Oklahoma. The school administrator,
whose activity fund is supplementgd by the board of educa-
tion from the regular school budget and gives awards, needs
to realize that he is spending tax money for awards to
special groups of students.

11. The extracurricular activity accounting system
that requires each activity to keep records of receipts
and expenditures is giving practical training to students.
All schools should require their activities to keep records

of receipts and expenditures.
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12. The total amount of money expended by the extra-
curricular activity funds in the public secondary schools of
Oklahoma is a staggering amount. More people need to realize
this and become concgrned about the accurate accounting of
the funds.

13. The public secondary schools of Oklahoma in
accounting for their extracurricular activity funds do not
make provisions for the participation of students.

To further the education of the students, provisions
should be made for participation of the students in account-
ing for the extracurricular activity funds.

14. The extracurricular finance committee is an area
in the accounting of the extracurricular funds that is in
need of more consideration. This practice was not reported

by a single school in this study.
Recommendations

General Recommendations

1. The accounting of the extracurricular activities
in the public secondary schools in Oklahoma should be consid-
ered a definite function in the education of the students.
More opportunities for student participation are needed.

2. The legislature of the state of Oklahoma should
enact statutes directing the state department of education to
assume the responsibility for the supervision and auditing of

the extracurricular activity funds.
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3. It is recommended that a division of extracur-
ricular activities be added to the state department of edu-
cation. This division would be responsible for installing
a uniform system of accounting, prescribing the forms to be
used, and having supervisors who would inspecf and audit the
various accounts.

4, It is recommended that each school be required
to have a financial administrative organization for the extra-
curricular activity program. In this organization there
should be a central extracurricular finance committee;

5. It is recommended that each activity prepare a
budget in the sprfﬁg before school closes for the preceding
year. From these the central finance committee should pre-
pare a school activity budget for the year and approve the
budget for each activity, making any necessary modifications.

6. To promote learning experiences for the students,
each activity should keep an accurate and complete record of
all receipts and disbursements.

7; All extracurricular activity fundé should be
handled by a central treasurer. The work of the central
treasurer should be supervised by the central extracurricu-
lar finance committee. The central treasurer should be
bonded for the maximum funds he is likely to have in his
charge at any one time.

8; It is recommended that all charges made by the

board of education be kept separate from the activity funds;
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these charges are book store, lunch room, student fees,
rents, etc.

9; No satisfactory solution to the problem of sup-
porting the extracurricular activities is possible unless
boards of education provide the financial assistance in the
same manner and from the same source as that provided for the
curricular programs. It is recommended that boards of educa-
tion establish revolving funds from the regular budget for
the support of the extracurricular activities. This would
make it possible for students from every socio-economic level
to have the same opportunity to participate in extracurricular
activities.

10. It is recommended that boards of education have
policies stating the system of accounting to be used, and
how new extracurricular activities may become a part of the
program.

11. Most of the activities that charge an admission
are held after the regular school hours. It is recommended
that people who sell or take tickets be paid for their ser-
vices out of the proceeds collected for the activities.

12; The policies of the board of education should
contain statements requiring the central treasurer to make
monthly statements and an annual report; These reports
should be approved by the boards of education and the annual
report should be published.

.13; It is recommended that awards for participation
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in the extracurricular activity program be eliminated. These
awards are paid for with money that should be used for all
the students, and in some instances from money furnished by
the board of education from the regular school budget.

14; If the recommendation of having a central treas-
urer is followed, then it will be necessary for the extra-
curricular activity funds to be handled through a central
bank account,

15. It is recommended that the activities be al-
lowed to obligate money in excess of the amount of money on
hand. This would be possible if a budget is required and
the funds handled through a central bank account.

16. It is recommended that only certified public
accountants be used to audit the extracurricular activity
accounts. In any other business they do not permit the
people who work in the business to audit their own accounts,
The boards of education should be the authority on the ap-
proval of all audits.

Recommendations Pertaining to the Need
for Additional Research
1. The areas in which the practices of student
participation in accounting for the activity funds have been
discovered by this study, but no attempt was made to discover
the specific practices which would create new learning ex-
periences. A study to determine the specific practices which

are conducive to the improved learning and participation by
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the student body in accounting for the extrécurricular ac-
tivity funds should be made.

2, There is a need for a study that would propose
a plan which would eliminate extracurricular activity ac-
countingj a plan whereby the board of education would«budget
from the regular fund all extracurricular activities. The
title might be "Revolving Funds or Advancements for the Fi-
nancing of the Extracurricular Activities."

3. A study similar to this one to see what is being
done in other states would be profitable.

h; There is a need for a study to be made pertain-
ing to the funds raised through charges of the board of edu-
cation for, by, or in the name of the school, such as book
stores, lunch rooms, student fees, rents, etc.

5. There is need for a study to be made to determine
to what extent the extracurricular activities are becoming
curricular.

6. There is need for a study to determine the train-
ing in citizenship received by the students through various
forms of student government.

7; There is a need for a study to determine the ef-
fect on mental health by participation in the extracurricular
activity program, as to decision making, active participation,

and success in a chosen task or occupation.



BIBLIOGRAPHY

169



BIBLIOGRAPHY

Books

Anderson, V. E., Grim, P. R., and Gruhn, W. T. Principles
and Practices of Secondary Education. New York: The
Ronald Press Company, 1951.

Burke, Arvid J. Financing Public Schools in the United
States. New York: Harper and Brothers, 1951.

Cox, P. W. L., and Langfitt, R. E. High School Administra-
tion _and Supervision. New York: American Book Company,
193h,

DeYoung, Chris A; Budgetary Practices in Public School Ad-
ministration. Evanstont School of Education, Contri-

bution No. 8, Northwestern University, 1932.

. An Introduction to American Public Education.
New York: McGraw-Hill Book Company, 1950,

Douglass, Harl R; The High School Curriculum; New York:
The Ronald Press Company, 1956,
. Modern Administration of Secondary Schools.
Boston: Ginn and Company, 1955.

. Organization and Administration of Secondary
Schools. Revised ed. Boston: Ginn and Company.

Engelhardt, N. L., and Engelhardt, Fred. Public School
Business Administration. New York: Bureau of Publica-~
tions, Teachers College, Columbia University, 1927.

Edmonson, J; B;, Roemer, Joseph, and Bacon, Francis L. The

Administration of the Modern Secondary School. New
York: The Macmillan Company, 1953.

Fretwell, Elbert K. Extra-Curricular Activities in Secondary
Schools. Boston: Houghton-Mifflin, 1931.

170



171

Fowlkes, John Guy. Principles and Practices of Financial

Accounting for Schools. Minneapolis: E. M. Hale
Company, 1937.

Greider, Calvin, and Rosenstengel, W. E. Public School Ad-
ministration. New York: The Ronald Press Company,
1954, -

Gruber, Frederick C., and Beatty, Thomas Bayard. Secondary
School Activities. New York: McGraw-Hill Book Company,
Inc., 1954,

Jacobson, P. B.,, and Reavis, W. C. Duties of School Princi-
pals. New York: Prentice-Hall, 1941,

Johnston, Edgar G., and Faunce, Ronald C. Student Activities
in Secondary Schools. New York: The Ronald Press Com-
pany, 1952,

Koos, Leonard V., et al. Administering the Secondary School.
New York: American Book Company, 1940,

Mort, Paul R., and Reusser, Walter C. Public School Finance.
New York: McGraw-Hill Book Company, Inc., 1941 and 1951.

McKown, Harry C. Extracurricular Activities. New York: The
Macmillan Company, 1952,

Miller, Franklin A,, Moyer, James H., and Patrick, Robert B.
Planning Student Activities. Englewood Cliffs, N. J.:
Prentice-Hall, Inc., 1953.

Moehlman, Arthur B. School Administration. Chicago:"
Houghton Mifflin and Company, 1?51.

: ‘
« Public School Finance. Chicago: Rand McNally and

Company, 1947.

Reeder, Ward G. Public School Administration. New York:
The Macmillan Company, 1941.

; The Business Administration of a School. Boston:
Ginn and Company, 1929.

; The Fundamentals of Public School Administration.
New York: The Macmillan Company, 1958.

Sears, Jesse B. The Nature of the Administrative Process.
New York: McGraw-Hill Book Company, Inc., 1950.




172

Trump, J. Loyd. High-School Extra-Curricular Activities.
New York: The Macmillan Company, 1952.

Wahlquist, John T;, et al. The Administration of Public
Education. New York: The Ronald Press Company, 1952.

Wilson, H. R, Music in the High School. New York: Silver
Burdett Company, 1951.

Journals
Baumgardner, W. L., and Barber, J. E. "Financing Student
Activities," The Nation's Schools, XVII (May, 1936),

p. 22,

Bear, Willard. "Making a Student Body Budget,"™ School Ac-
tivities, XXIII, No. 7 (March, 1952), pp. 219-220.

Bragner, William E, "Control of the Extra-Curricular Fi-
nances," The Bulletin of the National Association of

Secondary-School Principals, XXV, No. 98 (April, 1941),
Pp. 36-38.

l,
Bucknam, J. "A Workable System of Activities' Accounting,"
The Nation's Schools, XLVI (October, 1950), pp. 62-63.

Christy, J. C. "Handling Student Funds," The Nation's
Schools, XLII (July, 1948), pp. 49-50.

Cleland, G. L. YA Centralized System of Accounting for Stu-
dent Activity Funds," The Bulletin of the National Asso-

ciation of Secondary School Principals, XXVIII, No. 119
(January, 19447, pP. 29-46.

Crum, Lewis R. "Organization and Control of an Activity
Program," School Activities, XXVIII, No. 2 (October,
1956), pp. 43-L6.

"Organization and Control of an Activity Program,"
School Activities, XXXVIII, No. 3 (November, 1956),
pp' 8 "87-

Diefendorf, J. W. "Extra-Curricular Activities and Related
Business Training," School Activities, XII (May, 1941),
pp. 339-341.

Ehnes, C. W; "Central Treasury for All Activities," The
Clearing House, XXVI (September, 1951), pp. 30-3L,



173

Elsdon, C. L. "Are Your Internal Accounts Audited?" The
Nation's Schools, XXXV (April, 1945), p. 44.

. "Internal Audits of Student Fund Accounts--~An
Educational Opportunity," School Activities, XVI, No. 7
(March, 1945), pp. 255-256.

; "Why No Student Activities Budget?" School Ac-
tivities, XVII (September, 1945), pp. 14-15.

Fuller, Kenneth A, "Finance--An Area for Junior High School
Pupil Participation," The Bulletin of the National
Association of Secondary-School Principals, (December,

1953), pp. 57-73.

Gillespie, H. C. "An Accounting System for Junior High
Schools," School Activities, XVII (January, 1946),
pp. 169-70,

Halley, Robert R, "Criteria of a Good Student Body Budget,"
The Clearing House, XXVI (September, 1951), pp. 28-29,

Harvey, C. C. "How Student Activities Are Financed," School
Activities, XIII, No. 9 (May, 1942), pp. 351-362.

Hendrix, E. R. "Supervision of Student Body Accounting,"
California Journal of Secondary Education, XXVI, No., 2
(February, 1951), pp. 110-112,

Hicks, E. B; "Systematic Banking of Activity Funds," School
Activities, XIV (November, 1942), pp. 107-108.

Holmes, H, M. "A Simple Plan of Accounting," School Activi-
ties, XIV (September, 1942), pp. 21-39.

Kelly, N. R. "Managing Student Funds," The American School
Board Journal, CXIII (August, 1946), pp. 48-49.

Klinge, P. "Extracurricular Troubles? Try a Business Man-
ager," The Clearing House, XXIV (November, 1949),
pp. 131-133.

Langford, A. G. "Student Activity Finances," School Activi-
ties, X (November, 1938), pp. 113-114,

Mason, H. V. "The Accouhtihg of Extra-Curricular Activity
Funds," School Activities, XI (September, 1939),
Pp. 7-9, 45- 6.

Mattingly, William L., "Managing High School Concessions,"
School Activities, XXXVIII, No. 6 (February, 1957),
ppc 189"190-



174

Meade, R, D. "Extracurricular Finances; Their Stewardship
and Control," The American School Board Journal, CXIIY
(November, 1946), pp. 23-25.

Morneweck, C. D; "Evaluation of Current Practices in
Financing Extra-Class Activities," School Activities,
X (September, 1938), pp. 3-4, 45,

Patrick, Robert B. "Practice Lags Behind Theory in Financing
Cocurricular Activities," School Activities, XXVI, No. 5
(January, 1955), pp. 153-155.

Pilant, Elizabeth. "Students' Experimental Fund," School
Activities, XX, No. 9 (May, 1949), p. 287.

Ransom, William L. ™A Multi-Valve Fund Raising Campaign,"
School Activities, XXXVIII, No. 7 (March, 1957),
pPp. 215-216.

Reamy, G. 0, "Financing the Activities," Journal of Educa-
tion, CXXXI (March, 1948), pp. 89-90.

Shannon, J. R. "Then and Now in School Activities: Finan-
cial Management," School Act1v1ties, XXIV, No. 7 (March,
1953), pp. 215-217.

Slobetsz, E. "An Internal Accounting System," School Activi-
ties, XI (November, 1939), pp. 113-114,

Smith, Earl C; "Financing Extra-Curricular Activities,"
School Activities, XIV, No. 1 (September, 1942),
pp. 15-160

Stensaas, W. M. "Who Should Finance Extra-Curricular Activi-
ties?" School Activities, XIII (September, 1941),
pp. 7-8.

Stout, M. W, "Better Administration of Pupil Activity Fi-
nances," The Bulletin of the National Association of
Secondary-School Principals, XXX1 (December, 1947),
pp. 61-71.

"Student Council Finance." The Student Council in the
Secondary School, Chapter XII, The Bulletin of the

National Association of Secondary-School Principals,
XXVIII (1946), pp. 192-213. -

Thomasson, A; L. "An Accounting Plan for Activity Funds,"
School Activities, XVII (October, 1945), pp. 62-63.



175

Thompson, G. B., and Stout, M. W. "What Is Effective Admin-
istration of Pupil Actlvity Finances," The Bulletin of
the National Association of Secondary-School Principals,
XXXIII (April, 1949), pp. 287-300.

Trytten, John M;; and Hess, Walter E. "Extracurricular
Activity Funds," The Bulletin of the National Associa-

tion of Secondary-School Principals, XXXVI, No. 180
(February, 1952), pp. 204-229,
Zeliff, L. A, "Simplified Accounting of Extracurricular

Funds," The American School Board Journal, XCVI (Novem-
ber, 1939), pp. 50-52.

State Department of Education Publications

California State Department of Education. "Accounting Proce-
dures for Student Organizations," School Business Admin-

istration Publication No. 3. Sacramento: 1957.

Florida State Department of Education. "“Internal Accounts
in Florida Schools," Manuscript. Fall, 1959.

Indiana State Board of Accounts. "Uniform Accounting System
for School Cities, School Towns, and Consolidated School
Units," A Handbook of Instruction. Indianapolis: 1951,

Kansas State Department of Education., "Bookkeeping and Ac-
counting System of Student Activity Funds for Kansas
High Schools," Pamphlet. Topeka: 1942,

Kenney, Fred L. "Management and Accounting--Student Activity
Funds in Maine High Schools," Bulletin of State Depart-
ment of Education. Portland: 1949,

Maryland State Department of Education. "A Suggested Proce-
dure for the Recording of Cash Receipts and Disburse-
ments for Individual Schools," Bulletin No. 3. Balti-
more: 1941,

Michigan Department of Public Instruction. "Activity Fund
Accounting for Michigan School Districts," Bulletin.
Lansing: 1957.

Minnesota State Departmeht of Education. "Manual of Instruc-
tions for Uniform Financial Accounting for Minnesota
School Districts,"™ Manual. St. Paul: 1952.



176

Missouri State Department of Education. "Accounting Poli-
cies and Procedures for School Lunch and Activity
Moneys by Funds," Supplement No. 1 to the Missouri

Uniform Financial Accounting System. Jefferson City:
1955.

New Hampshire State Board of Education; "Financial Proce-
dure for New Hampshire School Districts," Bulletin 392.
Concord: 1950,

New York, University of the State of. "The Safeguarding,
Accounting and Auditing of Extraclassroom Activity

Funds," Bulletin No. 1276, Finance Pamphlet 2. Albany:
1944,

North Carolina State Board of Education. "An Accounting Sys-
tem for Individual Schools," Bulletin. Raleigh:
Revised, 1958.

South Dakota Department of Public Instruction. "Uniform
Accounting for Extracurricular Activities," Bulletin
No. 23. Pierre: 1941,



APPENDIX A

FORMS USED IN ACCOUNTING FOR EXTRA-~

CURRICULAR ACTIVITY FUNDS

177



178
APPENDIX A-1

BUDGET

School

II.

IIT.

IvV.

VI.

VII.

STUDENT ACTIVITY BUDGET

Activity
For the period September 1, 19____ to August 31, 19___ _
Cash Balance, September 1, 19__ $
Estimated Receipts
(List)

$

$

$
Total Receipts $
Total Cash Balance Plus Receipts $
Amount added or deducted
by Central Finance Committee $
Total funds for the year $
Estimated Disbursements

(List)

$

$

$
Total Estimated Disbursements $
Estimated Balance, August 31, 19 $

If more space is needed, use a sheet of journal paper

and attach to the Budget form,
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APPENDIX A-2

THE DEPOSIT ENVELOPE

High School

Town
ACTIVITY FUNDS

Account

Function

... Date

Collected by

Date

Silver $

Currency

Checks

Other

Total $

TREAS.

—

Receipt No. Date

Remarks
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APPENDIX A-3-1

RECEIPT FORMS

No. 0000
ACTIVITY RECEIPT
Name of School
Date 19

Received of

Dollars
For
$
Home Room
or Student
Collector Activity
Student Activity By

APPENDIX A-3-2
No. 0000
OKLAHOMA PUBLIC SCHOOLS

Town Date 19
Received of $

Dollars
For
Fund

School

To be Used by Central Treasurer By




School Activity Fund
YOUR SENIOR HIGH SCHOOL

Your Town, Oklahoma 19

Pay to the order of $

DOLLARS

In Payment of
Out of Fund
School Activity Fund

Treasurer

To YOUR TOWN
NATIONAL BANK

Your Town, Oklahoma Principal or Superintendent

MO EHD

4~V XIGNIdIV

181



PURCHASE REQUISITION AND ORDER No.

Name of School

Address

Purchase From Date

Account To
Be Charged

Please Furnish and
Deliver the Following to:

APPROVED BY DATE REQUESTED BY

DATE OF PAYMENT CHECK NO. APPROVED BY,

Teacher Sponsor

dIqY0o ANV NOILISIND®IY ASYHOUNd

$-V XIONAddY

281



EXPENDITURE VOUCHER No.

Name of School

Purchased From Date of Invoice

Date Of Poo.
Purchase Order Number

QUANTITY ARTICLE AND DESCRIPTION UNIT gg§gE AMOUNT

JIHONOA TINLIANIIXH
9-YV XIONIddY

FUND TO BE
CHARGED AMOUNT $ APPROVED

Teacher Sponsor
DATE OF PAYMENT CHECK NO.

APPROVED
POSTED BY FOR PAYMENT

Principal

€8l
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EXPENSE MEMORANDUM

EXPENSE MONEY REPORT
YOUR SENIOR HIGH SCHOOL
ACTIVITY FUND

Function Date

Expense money allowed and provided: $

Additional Expense: $
Total spent: $ Total returned: $

Detailed account of expenses: (Attach receipts or receipted
bills for total amount)

$

Total additional expenditures from reverse side of this
sheet:

TOTAL OF EXPENSES LISTED ABOVE: $
Excess of expense money over amount
spent, returned to Activity Fund:

Receipts in addition to expense money: (Money for guarantees
etc., taken for Y.S.H.S.) —

—

$

Total additional receipts from reverse side of this sheet:

$

Money spent in TOTAL OF RECEIPTS
excess of expense LISTED ABOVE: $
money allowed:

Total receipts and excess
expense money returned to
$ Activity Fund:

SIGNED (Sponsor of Function)
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CASH PAYMENT VOUCHER

Name of School
CASH PAYMENT VOUCHER

FUND 19

UNIT

QUANTITY UNIT ARTICLE PRICE

AMOUNT

I certify that I have received $

in payment for the sales and/or services described
above:

Signature of Recipient




School
Town
Receipt> ]
Date or Voucher Received From
Check No, Number Paid To
(1) (2 L

Balg Brought Forward

FUND LEDGER

Fund Name

Oklahoma Public Schools

Bal. Carried Forward

JIHAIT ANNI

6-V XIANIddY

981



Oklahoma Public Schools

School
CASH RECEIPTS AND DISBURSEMENT RECORD .
Town Control Account Over All Activity Funds Page No.
Date Reczipt Voucher ReceiYed From Explanation Fund Name . Digﬁifse—
Check No. Number Paid To or Number Receipts ments Balance
(1) (2) (3) (4) (5) (6) (7) (8) (9)

Bal. Brought Forward

INNODOV TOUILNOD

Bal; Carried Forward

0I-V XIGNIddV

48T
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AUTHORIZATION FOR TRANSFER BETWEEN FUNDS

Name of School

AUTHORIZATION FOR TRANSFER BETWEEN FUNDS

Date
Fund (or Funds) To Be Increased
$
Total Increase $
Fund (or Funds) To Be Decreased
$
Total Decrease $

Reason for Transfer

Authorized by

Signatures of Committee
Members of Funds Affected

Approved by

Signature of Principal




Name of School
REPORT OF TICKET SALES

EVENT DATE i9
TICKETS ISSUED TICKETS RETURNED
First Last First Last Number Prige Total
Number Number Number Number Sold o Amount
Tickets

Total Value of Tickets S0ld « o ¢ s ¢ « © o o o =

Charlge Fund « o o ¢ o ¢ o 0 ¢ ¢ o 5 o & o 0 ¢ o o
Total Accountability . « « ¢« ¢ ¢ ¢ ¢ o o o ¢ o &
Cash Remitted This Report .« « ¢« o o o« o ¢ o o 0o o

CaSh Over (Under) . L] L4 . [ 4 L4 . . .A Ld . . . L] . .

Sales
AMOUNT RECEIVED . . . Change Fund
Total

BOX OFFICE MANAGER

CERTIFIED CORRECT

TICKET SELLER

STIVS IEMIIL I0 LHOdTH

¢1-V XIONAddV

681



EVENT

Name of School
CONSOLIDATED BOX OFFICE REPORT

DATE 19

RECEIVED FROM

TOTAL CHANGE TOTAL REMITTED TO OVER OR
SALES FUND ACCOUNTABILITY TREASURER UNDER

TOTALS

'Ii

RECEIVED

CERTIFIED CORRECT

Date BOX OFFICE MANAGER

LY0dTY IDIAI0 X0H QALYAITOSNOD

£1-V XIANTdAVY

061



DATLY REPORT OF CASH COLLECTIONS

CAFETERIA

DATE

19 NO.

REGISTER REGISTER REGISTER
OPERATOR OPERATOR OPERATOR
TOTAL

Cash per count at close of business,
LESS: Charge FundsS c.ocseseseoscscoa
CASH SALES PER COUNT ..ccs0ccscessss
Collections per Register Readings ..

Over.

Cash over or under Register.,..
Under.

CASH REMITTED To OFFICE THIS REPORT...O.........'.‘...Q.......l$

Certified as Correct

Received by

CASHIER Date

SNOILOATION HSYVD d0 1043 ATIVA

#1-V XIANIdIY

161



CAFETERIA PAYROLL

Town
Name of School

For Period Beginning
Payroll Period

Ending

Sheet No. of Sheets

Name of Employee Capacity Hours Rate

Amount Net
Earned yg— FICA

Check

Tax Tax HosP. Ins. Misc.

I
1

—tesmn

—

Total
Audited and approved
for payment 19
By Title

Fund Code
Youcher Checks
Number Drawn

I hereby certify that the foregoing
payroll containing items and
totaling $ comprises the names
of persons employed in the services of
the school under my supervision during
the period stated and that the amounts
shown as due are correct.

Cafeteria Director

Approved

Principal

TIOUAVd VIHILIAVD

¢1-V XIONAddY

261



Name

PAYROLL RECORD

Address

Social Security Number
Telephone No,

Gross F.I.C.A. Withhold-

Date

Net Check R K
Salary Number emarxs

Salary Tax ing Tax

Oct.

Nov.

Dec.

Fourth
Quarter

Calendar
Year

q¥0d Y TIOYAYd

91-V XIQNIddV

€61
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REPORT OF SCHOOL ACTIVITY CENTRAL FUND TREASURER

REPORT OF SCHOOL ACTIVITY CENTRAL FUND TREASURER

FOR MONTH ENDING 19
Balance at Receipts Disbursed Balance at
Name of Activity beginning during during close of
of month month month month
*Totals
Balance in bank at close of month $
Checks outstanding at close of month §
*Actual bank balance $

Date 19

The information contained in this report is a true state-
ment of the financial condition of the various activity
accounts as shown above.

SIGNED
Central Fund Treasurer

Approved:

Principal

*Will check with Central Fund Ledger.
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SCHOOLS TO WHICH QUESTIONNAIRES WERE SENT
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Adair

I-4,
I-11,
I-25,
1-30,

Alfalfa
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I-1,
I-7,
I-15,
I-19,
I-26,

Beaver

I-22,
D-38,
I'?S,
I-123,
I-128,
D-144,

Beckham

SCHOOL SYSTEMS BY COUNTIES TO WHICH
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QUESTIONNAIRES WERE SENT

Watts
Westville
Stilwell
Cave Springs

Burlington
Lambert

Jet
Bryon-Driftwood
Cherokee

Carmen

Goltry

Helena

Aline

Limestone Gap
Stringtown
Atoka

Tushka

Caney

Beaver
Gate
Balko
Forgan
Turpin
Knowles

Delhi
Merritt
Elk City
Sweetwater
Sayre
Carter
Erick

Fay

Okeene
Watonga
Geary
Greenfield
Canton

Cobb
Achille
Colbert
Caddo
Blue
Mead
Kemp
Yuba
Bokchito
Bennington
Calera
Durant

Hydro
Alfalfa
Apache
Ft. Cobb
Oney
Sickles
Anadarko
Binger
Carnegie
Cyril
Broxton
Gracemont
Lookeba
Eakley
Cement
Hinton



Canadian

D-22,
I-27,
1-3k,
1-57,
1-69,
1-76,

Carter

1-19,
I-21,
I-27,
I-32,
I-43,
I-46,
I-55,
I-65,
D-71,
D-72,
D'?B,
I-7b,
I-77,

Cherokee

I-16,
I‘35,

Choctaw

Cimarron

D-1,
I-2,
D-10,
I-11,

Cleveland

Piedmont
Yukon

E1l Reno
Union City
Mustang
Calumet

Ardmore
Springer
Plainview
Lone Grove
Wilson
Graham
Healdton
Dundee
Gene Autry
Zaneis
Rexroat
Fox
Dickson

Hulbert
Tahlequah

Boswell
Ft. Towson
Grant
Soper
Goodland
Hugo

Plainview
Boise City
Felt
Keyes

Moore
Norman
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Cleveland (Continued!

I-40,
I-57,

Coal

I‘l,
I-2,
I-k,
I-5,

Comanche

N -

H

I-1,
I-101,
I-333,

Craig

Noble
Lexington

_Coalgate
Tupelo
Olney
Centrahoma

Cache
Indiahoma
Sterling
Geronimo
Lawton
Fletcher
Elgin
Chattanooga

Walters
Temple
Big Pasture

White Oak
Centralia
Ketchum
Welch

Blue Jacket
Big Cabin
Vinita

Milfay
Bristow
Mannford
Mounds
Gypsy
Olive
Kiefer
Oilton
Depew



Creek (Continued)

I-99,

Delaware

Kellyville
Sapulpa
Drumright
Shamrock
Slick

Custer City
Stafford
Arapaho
Thomas
Weatherford
Butler
Hammon
Clinton

Jay

Grove

Kansas
Colcord

Oaks Mission

Taloga
Leedey
Camargo
Vici
Putnam
Seiling
Oakwood

Fargo
Arnett
Gage
Shattuck

Waukomis
Pioneer
Hunter
Carrier
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Garfield (Continued[

Hillsdale
Kremlin
Garber
Enid
Lahoma
Covington
Drummond
Douglas

Hughes
Stratford
Pernell
Paoli
Maysville
Lindsay
Pauls Valley
Wynnewood
Elmore City

Chickasha
Minco
Amber
Friend
Ninnekah
Alex
Bradley
Rush Springs
Tuttle
Verden
Pocassett

Jefferson
Manchester
Wakita
Deer Creek
Medford
Pond Creek
Lamont
Nash



Harmon

I-5,
1-6,
I-11,
I-12,
I-66,

Harper

Haskell

I-13,
I-20,
I’37’
I-43,

Hughes
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Mangum
Granite
City View
Centralvue
Reed

Vinson
Gould
Arnett
Ron
Hollis

Laverne
Rosston
Buffalo
Selman

Kinta
Stigler
McCurtain
Keota

Moss
Wetumka
Atwood
Spaulding
Dustin
Gerty

Holdenville

Calvin
Stuart

Warren
Friendship
Martha
Duke

Altus

E1 Dorado
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Jackson

I-35,
I-5k4,

I-212,

Continued

Olustee
Blair
Southside

Jefferson

I"l,
I-3,
I-14,

I-22, .
I-23,

Johﬁston

E

I-18,
I-29,
T-45,
I-71,
I-84,
1-87,

Ryan
Terral
Ringling
Addington
Waurika

Mill Creek
Mannsville
Russett
Ravia
Tishomingo
Milburn
Coleman
Wapanucka
Pontotoc
Bromide

Braman
Newkirk
Blackwell
Ponca City
Kaw City
Tonkawa

Kingfisher
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Dover
Omega

Big Four
Lacy
Kingfisher
Hennessey
Loyal
Cashion
Okarche



I-17,
I-20,
I-26,
I-29,
I-39,
I'L|’93
I-52,
I-62,
I-67,

Lincoln
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Hobart
Lone Wolf
Gotebo
Snyder
Mt. Park
Roosevelt
Sedan
Cooperton
Mt. View

Wilburton

Red 0Oak
Buffalo Valley
Panola

Spiro
Heavener
Pocola
Monroe
LeFlore
Cameron
Panama
Bokoshe
Poteau
Fanshawe
Wister
Talihina
Whitesboro
Howe

Chandler
Davenport
Wellston
Stroud
Meeker
Prague
Carney
Kendrick
Tryon
Agra

Logan

McClain
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McCurtain

I-5,

I-6,

I-11,
I-13,
I-14,
I-24,
I-39,
D-47,
I‘?l,
I-74,

McIntosh

Guthrie
Crescent
Mulhall
Coyle
Marshall
Langston

Greenville
Thackerville
Meadowbrook
Leon
Marietta

Newcastle
Dibble
Washington
Wayne
Purcell
Blanchard

Idabel
Haworth
Valliant
Eagletown
Smithville
Tom

Wright City
Riverside
Battiest
Broken Bow

Eufaula
Stidham
Pierce
Rentiesville
Checotah
Onapa
Hitchita
Hanna
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I-4,

Ringwood
Cheyenne Valley
Ames

Cleo Springs
Fairview

Madill
Kingston

Pryor

Adair
Choteau
Salina
Locust Grove
Strang

Sulphur
Dougherty
Woodland
Davis

Haskell

Ft. Gibson
Boynton
Webbers Falls
Oktaha
Wainwright
Council Hill
Moton
Muskogee
Braggs
Warner
Porum

Perry

Billings
Red Rock
Orlando

Noble (Continued)

Okfuskee

I-2,

I-13,
I-14,
I-26,
I-29,
I-31,
I-32,
1‘37:
1‘53,

Oklahoma
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Marland
Morrison
Sumner

Lenapah
Wann
Delaware
Childers
Nowata
Alluwe

Mason
Boley
Paden
Okemah
Bearden
Weleetka
Graham
Clearview
Spring Hill

Putnam City
Luther
Choctaw
Arcadia

Deer Creek
Harrah

Jones

Edmond
Star-Spencer
Midwest City
Del City '
Crooked Oak
Bethany
Oklahoma City
Capitol Hill
Douglas

N. W. Classen
Central
Classen

U. S. Grant
Harding



Oklahoma

Okmulgee
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D-39,
D-L49,
D-50,

Ottawa

I-1,

I-1b,
I-15,
I-18,
I-23,
I-26,
1-31,

Pawnee

I"l,

Continued

John Marshall
Northeast
Southeast

Okmulgee
Henryetta
Morris
Beggs
Preston
Schulter
Wilson
Dewar
Liberty
Nuyaka
Hoffman (Grayson)

Pawhuska
Bowring
Skiatook
Shidler
Burbank
Nelagoney
Fairfax
Barnsdall
Wynona
Avant
Hominy
Mound Valley
Osage
Prue

Wyandotte
Quapaw
Picher
Commerce
Miami
Afton
Fairland

Pawnee
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Pawnee (Continued

D-5, Terlton
I-6, Cleveland
I-8, Quay
I-69, Ralston
D-72, Blackburn
Payne
I-3, Ripley
I-16, Stillwater
I-56, Perkins
I-67, Cushing
I-101, Glencoe
I-103, Yale
Pittsburg
I-1, Hartshorne
I-2, Canadian
I-11, Haileyville
I-14, Kiowa
I-17, Quinton
I-25, 1Indianola
I-28, Crowder
I-30, Savanna
I-63, Pittsburg
I'??, Ashland
I-80, McAlester
I-88, Haywood
Pontotoc
I-1, Allen
I-4, TFitzhugh
I-9, Vanoss
I-16, Byng
I-19, Ada
I-22, McLish
I-24, Latta
I-30, Stonewall
I'B?, Roff
Pottawatomie
I-1, McLoud
I-2, Dale
I-3, Bethel
I-4, Macomb
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Pottawatomie {Continued) Seminole (Continued
I-5, Har jo I-10, Sasakwa
D-6, Tribbey I-12, Prairie Valley
I-7, Centerview I-14, Strother
I-34, Earlsboro I-15, Butner
I-66, St. Louis
I-92, Tecumseh Sequoyah
I-93, Shawnee
I-112, Asher I-1, Sallisaw
I-115, Wanette I-2, Vian
I-117, Maud I-3, Muldrow

I-4, Gans

Pushmataha I-5, Roland

. I-6, Gore
I-A, Antlers I-7, Central Hi
I-1, Rattan
I-4, Tuskahoma Stephens
I-10, Clayton
I-15, Nashoba I-1, Duncan
I-22, Moyers I-2, Comanche
I-3, Marlow
Roger Mills I-15, Velma-Alma
I-21, Empire
I-6, Reydon I-27, Loco
I-7, Cheyenne I-34, Central Hi
I-9, Berlin I-42, Bray
D-11, Crawford I-47, Doyle

Rogers Texas
I-2, Chelsea D-1, Yarbrough
I-9, Foyil I-8, Guymon
I-11, Sequoyah D-12, Eureka
I-14, Claremore I-15, Hardesty
I-22, Inola I-23, Hooker
I-27, Catoosa I-53, Tryone
I-33, Ooologah D-60, Goodwell

I-61, Texhoma

Seminole I-88, Adams
I-1, Seminole Tillman
I-2, Wewoka
I-3, Bowlegs 1-8, Tipton
I-L, Konawa I-9, Davidson
I-5, Pleasant Grove I-10, Hollister
I-6, New Lima D-13, Weaver
I-7, Varnum ‘ I-158, Frederick
I-8, Vamoosa I-187, Manitou
I1-9, Excelsior = I-249, Grandfield
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Tulsa Wasﬁita (Continued)
I-1, Tulsa I-78, Cordell
Central I-107, Corn
Nathan Hale
McLain Woods

Will Rogers

B. T. Washington I-1, Alva
Webster I-3, Waynoka
Edison I-6, Freedom
I-2, Sand Springs I-25, Dacoma
I-3, Broken Arrow D-31, Capron
I-4, Bixby
I-5, Jenks Woodward
I-6, Collinsville
I-8, Sperry I-1, Woodward
I-9, Union . I-2, Mooreland
I-10, Berryhill I-3, Mutual
I-11, Owasso I-4, Sharon
I-12, East Central I-5, Ft. Supply

I-13, Glenpool
I-14, Liberty

I-1, Okay

I-3, Porter
I-17, Coweta
I-19, Wagoner
D-65, Tullahassee

Washington

I-4, Copan

I-7, Dewey

I-15, Ochelata
I-16, Ramona

I-30, Bartlesville

Washita
I-1, Sentinel
I-3, Dill City
I-4, Lake Valley
I-5, Port
I-6, Rocky
I-7, Burns Flat
I-9, Colony
I-11, Canute
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501 North Oliver
Elk City, Oklahoma
October 12, 1959

Dear Superintendent:

I am making a study of the practices of the Oklahoma
public secondary schools in the accounting of extracurricular
activity funds. I intend to develop recommendations by which
secondary schools in the state might improve their accounting
of the extracurricular activity funds. These improvements
should result in a system of accounting that will safeguard °
the activity funds and protect the school administrator.’

I have talked with a large number of school administrators
about making a study of the accounting practices of the extra-
curricular activity funds, and they thought that such a study
would be valuable to the administrators of the state. One of
the persons who felt that such a study would be of consider-
able value to the secondary schools of Oklahoma was Dr. Oliver
Hodge, State Superintendeat of Public Instruction., I am en-
closing a copy of Dr. Hodge's letter to me, in which he states
that he thinks that the study will be valuable to the State
Department of Education, the State Legislature, school admin-
istrators, boards of education and lay people interested in
better schools, When completed, the results of the study
will comprise a doctoral dissertation at the University of
Oklahoma.

The questionnaire is short and will take only a small
amount of time to answer. I believe that it will be worth
while to complete it for the reason that it will give a
quick review of the accounting practices used in your school
system. All school administrators who have helped in the
development of this questionnaire have stated that they felt
that any school administrator would benefit himself in
answering it.

Will you please fill in the enclosed questionnaire as
accurately and completely as possible and return it prompt-
ly? If you do not handle the accounting of the extracurricu-
lar activity fund in your school, will you please pass this
gquestionnaire on to the proper person, asking him to fill
it out and return it to me?
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Superintendeﬁt
Page 2
October 12, 1959

I wish to thank you in advance for your prompt attention
to this request.

Yours truly,

Richard Burch
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STATE DEPARTMENT OF EDUCATION
Oliver Hodge, Superintendent
Oklahoma City, Oklahoma

October 8, 1959

Mr. Richard Burch
Superintendent of Schools
Elk City, Oklahoma

Dear Richard:

I enjoyed my visit with you recently regarding your
pPlans for your doctoral dissertation. I think you have a
very good idea and one that would be of much value to the
school administrators in Oklahoma. I am sure you will find
that the school administrators will cooperate with you in
returning the questionnaire that you told me you are going
to send to them,

Not only would a study of this kind be of great interest
to the school administrators, but I think it would be welcomed
by the members of the boards of education, the members of the
State Legislature, and everyone interested in a better school
program.

You may feel free to reproduce this letter in any way
you desire.

Sincerely yours,

Oliver Hodge
State Superintendent

OH:Y
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501 North Oliver
Elk City, Oklahoma
November 9, 1959

Dear Administrator:

All the public secondary schools of Oklahoma were
selected to participate in a study of accounting for the
extracurricular activity funds. On October 12, 1959, you
were sent a questionnaire with a request that you assist
in this study.

Your response is needed in this important study, and
we will be grateful if you will return the completed ques-
tionnaire at your earliest convenience. The questionnaire
should be given to the person responsible for the account-
ing of the extracurricular activity funds.

We greatly appreciate your kind assistance.

Sincerely yours,

Richard Burch

P' §. If you have already returned the questionnaire,
please disregard this letter.
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QUESTIONNAIRE

The items contained in this questionnaire relate to the ac-
counting of extracurricular funds. Please answer each ques-
tion that applies to your school. If space allowed for the
answers is not sufficient, please write the answers on a
separate sheet.

School Activity Fund Questionnaire
of the
Oklahoma Public Secondary Schools

Name of School District No.

Principal Address

1. Does the Board of Education in your district have poli-~
cies governing extracurricular activities in your
schools? Yes No

2. Do these policies state what system of accounting shall
be used by the activities? Yes No

3. Do these policies state how new extracurricular activi-
ties may become a part of the extracurricular activity
of your school? Yes No

4, Do the policies of the Board of Education contain any
definite statement of the additional values that the
members of the activity group may receive in handling
the funds of the activity? Yes No

5. Do the policies of the Board of Education permit an ac-
tivity to obligate funds in excess of the money on hand?
Yes No

6. Do you believe the Board of Education should adopt poli-
cies which determine what extracurricular activities are
to be permitted to become a part of the school program?

Yes No

7. Do you believe the extracurricular activities should be
considered as a definite function of the schools, and be
budgeted for as a part of the regular budget of the Board
of Education? Yes No
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11.
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Lo you pay for the services of the people who sell and
take tickets at your activities? Yes No

Do you allocate anticipated funds to the various ac-
tivities, regardless of the amount of revenue they
bring in? Yes No

Are extracurricular activity tickets' sales handled by
students? Yes No

Are the extracurricular activity funds in your school
handled through a central bank account? Yes No

A, If your answer is "yes," are there any excep-
tions? : Yes No

(Please 1ist exceptions, if any.)

(If your answer to No. 11 is "no," you will not
answer questions Nos. B, C, D, E, and F.)

B. Does each extracurricular activity have a stu-
dent treasurer who is responsible for depositing
activity receipts with the central treasurer?

Yes No

C. Are disbursements made by the central treasurer
only on authority from the activity sponsor and
the activity treasurer? Yes No

D. If the extracurricular activity funds are
handled by a central treasurer, is the treasurer

bonded? Yes No
E. Are the extracurricular activity funds audited?
Yes No
1. If they are audited, who does the
auditing?
Superintendent
Principal
Teacher
Certified Public Accountant
Other

F; If the central treasurer system is used, does
each activity keep a record of receipts and
disbursements? Yes No
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13.

14.

15.

16.

17.
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Does the central treasurer make regular - financial re-
ports of receipts and disbursements to each activity?
Yes No

A, How often?
Weekly
Monthly
Quarterly
Annually

Do the policies require each activity to have an ap-
proved budget of the anticipated receipts and expendi-
tures? Yes No

A, If "yes," who is responsible for making the
budget?

B. Who approvés the.budget?

Does your school distinguish between funds raised .
through charges of the Board of Education for, by, or
in the name of the school, and funds that are strictly
activity funds? Yes No

Examples: First Group -- Book store, lunch room,
student fees, rents, etc,
Second Group -- Class activity, athletics,

debate, dramatics, etc.

Give a brief description of the manner in which the re-
ceipts from ticket and other sales are safeguarded.

Please’ indicate how your extracurricular program is
financed. Include such aspects ast sources of income,
manner of receiving and disbursing funds, records and
forms used, etc. (Copies of all forms used would be
appreciated.)

Do you give awards for participation in extracurricular
activities? Yes No
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Does your Board of Education supplement your activity
fund from the regular school budget? Yes No

A, If yes," what per cent was contributed by the
Board of Education during the 1958-59 school
year? %

How much money was expended by the extracurricular
activities in your school during the 1958-59 school
year? '

$

Upon completion please return questionﬁaire in self-addressed,

stamped envelope to:

Richard Burch
501 North Oliver
“Elk City, Oklahoma



