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ABSTRACT

The problem wes (1) to make a aaaéarativi study of the
systems used for handling the aativitiéa fund in a selected
group of high schools of Kansasj (2) to discover who handles
the activities fund, the foras used an& records kept by the
activities fund treasurer, and whet ﬁt@h@é of checking is
uged pﬁtwwan the activities fund hraaﬁgrer and the organize
ation treasurers; (3) to establish cri%&r&a for evaluating
the systems of record keeping and rnrmé used; (4) to propose
and reconnend & sryatem which will ruxrixz the raqﬁ&rumaatt
of the evaluative criteria.

A questionnaire was used to naa&r@ data to be used fop
the study, The experience of the wriiér as an activities
fund treasurer together with the reading of literature rela-
tive to the hendling of sctivities funds and the data from
the questionnalires completed the m&a&aﬁary infermstion for
the study, .

The resulte of the queatiaﬁnalrvafuas& Tor the study
are shown by tables. Soue of the i&@a§tant facts revealed
are: the activities fung is kept by the office secretary in
the greater nuaber ot cases, over oaa«ﬁalf of the activities
fund treasurers ar§ not under bond, uzignﬁly over 80 per cent
ar'zan schools require the treasurer té prepare & monthly
financial statement of the activitles fund, an accurate
record of recelipte end expenditures is not kept by the

iv



student treasurer for the organization he represents in
over 20 per cent of the schools, and over one-third of the
schools do not require an annual audit of thelr activities
fund,

In his plan the resesrcher recoamends that the school
aduinistrator should assist the activities Tund treasurer
in arrenging the handling of the activities fund. Rec-
omnended forms shown which may be used by the activities
treasurer are: turnein slip, activities funa receipt, cash
Journal sheet, ledger sheet, columnar journal sheet, pure
chase requisition, payment order, check, transter voucher,
and tax report. ﬂth«r-:aggastiona include an annual audit
of the activities fund and & plan for making necessary
“ehange" available for the different school activities.
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CHAPTER I

INTRODUCTION

A o the Problen

The writer believes that the records of school activie
ties in many high sohools of Kanses are not being kept in
a satisfactory manner because of the many systems of record
keeping in use in the schools of the state, The systems
used are almost as meny and as varied as there are high
sohools in the stete. ¥From the writerts experience 1t is
clearly evident that a uniform system for keeping aotivities
records would be highly desirable. Since there appears to
be such a definite need for a more efficlent systex of record
keeping for the aotivities fund, this study is undertaken
with the hope of (1) determining the exaot needs, and (2)
suggesting the means of meeting those needs.

Stabement of the Problem

The problem is (1) to mske a comparative study of the
systems which are being used for handling the activities
fund in a selected group of high schools of Kansas; (2) to
discover who handles the activities fund, the forms used and
records kept by the sctivities fund treasurer, and what
method of ohecking ls used between the activities fund

1



treasurer and the organization treasurers; (3) to establish
eriteria for evaluating the systems of record keeplng and
forms used; (4) to propose and recommend a aystem whiech will
fulfill the requirements of the evaluative oriteria.

Limitetions of the Study

This study is limited to data from sixty-eight selected
high schools in Kansas., The hish‘aahnuls used in compiling
the data were determined by class, size, and geographic lo-
sation; the researcher attempting tc get a representative
eross section of ths record systems used in the state. No
attempt is made to study the systems of extracurricular re-
oord keeping on the basis of any one class of school alone,
for it is the belief of the researcher that the class of
school itself does not alter the probable necessity for a
change in the system of record keeping.

No attempt was made to verify the valldity of the infore
mation gathered from the schools to which the guestionnalires

were sent.
Need for the Study
In industry one of the first and foremost questions of
an organization revolves around it finances. In fact, no’

business enterprise would be planned without including a
sound system of record keeping. This is especlally true



during the rast few years since the government has become
interested in business through its verious tax laws. Yet,

in direct contrast we find meny sechools lacking an effiecient
system of record keeping, dnaplts'tha fact that the number of
extracurrioular activities has grown during the past two dee
cades,

Jones has expressed the fact in this manner:

Doubtless thousends of dollars are lost every
year to the schools of the sountry through
O A
Placed in the way of irresponsible youths,:

There is need for a simple, efficient, and more uniform
System which ean be used and understood by all aotivities
fund treasurers and others concerned. Such a a}stau could
profitably be adopted by high schools of Kansas with possible
modifications which might be hecessary to satisfy local ree
quirements. A system of this type would enable an incoming
activities fund treasurer to ascertain the condision of any
account in the aotivities fund as recorded by his predecessor,
It would also meke 1t essier for the incoming treasurer to
take over and assume the duties as treasurer of extracurricular
activities,

liany times it is diffioult to know who 1; responsible

for funds received or obligations inourred. Some means

lﬁirtrud! Jones, “Internal Accounting in mi Sechools,"
Bosrd Journal, LAVI (April, 19237, 66



whereby responsiblility can be definitely assigned to a stue
dent, a teacher, or an administrator should be provided.

From the examination of literature written about the
administration of the high school activities fund, from pere
sonal cbservation and interviews, and from practical expere
ience, three conclusions have been reached concerning the
apparent need for this study. (1) The system of records kept
for the activitles fund in some schools is too elaborate and
too technical, This invelves too mmoh unnecessary time being
spent in record keeping. (2) Some schools have no systenm at
all or at least one which 1a very poor and incomprehensible.
(B)IThu average activities progran has been sxpanded and the
activities fund has grown so large 1t is ilmperative that some
gystem be used to keep an accurate record, espesially for
state and federal tax purposes.

Furpogse of the Study

The researcher had the following things in mind in pree
paring this atudy: :

(1) To gather and compare information concerning the
dirferent systems of record keeping used in a sslected group
of high schools in Kansas. :

(2) To determine, if possible, guiding principles and
eriteria which might be used in ivn;nutiaa the systems of
record keeping.



(3) To examine and study the record forms obtalined from
the mctivities fund tressurers of a selected group of high
gchools in Kansas.

' {4) To propose a system of record keeping whieh would be
of value to administrators and activities fund tressurers in
eny high seheol in the state of Kanses, snd at the same time,
satisfy the evaluative oriteria as set up,

Roview of Related Litsrature

In the search for related litereture it was found thet a
1imited number of studles have been made pertalning tu the
actual handling of the funds of the various high sehool organie
sations, | ‘

‘The earliest study and perhaps ome of the foremost wes a
report of a committee investigation of organization funds in
she Lincoln High théul, Lincoln, lebraska, whers a'annlg
found the fmwm situation: Your of the twenty-six organi-
zatlons investigated had recorded their business transactions
on slips of paper which hed been mispleced, Several books
which were audited did not balance. Only a few of the orga-
pizations banked thelr funds and the monthly statements were
seldom called for by the treasurer, One alﬁb kept its money
in a baking powder can. lNone of the treasurers could state,

o 20»&':%&3 Jones, *s;raﬁmuuus the Financial affairs of
High School £tudent Organizations,® Sohool end Soelety, XV
‘Jm '] 1923); -613.



even approximately, the rescurces of the agctivity he repree
sented. : .

In a later study by Moran® entitled, "A High Sehool
Activities Finence Planm," it was stated that the chisf aim of
the plan was to substitute central banking and unified account=
ing for scattered accounts and records. However, it was ap-
parent from the beginning that the plan would also operate to
supervise collections and axpknazburm more closely.

Considerably more emphasis has been placed upon the se~
lection of the person who should act as a trustee or central
treasurer of all pupil-activity funds, mshm‘ found that
the superintendents and prinoipals usually agreed that a fao~
ulty member should serve in this capacity. Likewise, he
found that some of the faculty ‘members serving as the activie
ties fund treasurer were rduﬁ‘&ﬂﬁéu':-uﬁhef"tiﬁ&ﬁéﬁ;tln,
80 that they could handle the fund in a satisfactory manner.
It was considered proper for the treasurer to be under bend
in an amount high enough to gover the anount of money that
will probably be in his possession at any one time,

Gntﬁy.s in a related study found that the time, the .
place, and the tools for the work of the school central

3&. A. Moran, "A High School Activities Finance Plan,"
dmerican Sehool Board Journal, LXXX (May, 1930), 66 and 132,
47. 7. Marshall, "Administration of the Funds of Behoo).
Organizations,” The Sohool Review, XXXVI (april, 1929),251-252,
*tle L. Cratty, "A System of Handling Punds of il
s _

ﬁg;i;%;hs.* HEducation World, XXVIII (June, 1948),



treasurer are lmportant. It is her belief that the treasurer
should have a centyral office or headguarters and be given at
least one peried a day for his duties. In addltion, suffie
elent and good equipment are essential if the central treasur-
or is to de expected to keep up with the constant stream of
funde that flow into his office.

A further study on orgenization funds was made by Cyril
L. Bsdon.® This study pertains particulsrly to the auditing
of the acoounts, i distinction is made between the terms
bookkeeping and auditing., It is shown that auditing is so
important that probably it would have prevented several
schools from finding themselves in smbarrassing situations.
He further reveals that thes beliel existing among many super-
intendents and prinecipals that the submitting of a periodic
financial statement by the central treasurer constitutes an
audit is a fallaoy. |

It can easily be seen there is a need for additional
study in this field if a simple and efficient system of
resord keeping is to be devised,

60, L. Elsdon, "Internal Audit of Student Fund Acoounts,™
Activities, XVI (Mareh, 1945), 255+256,



CHAPTER 1I
METHODS USED IN INVESTIGATION

Some tims was spent in the reading of available liteva=
ture pertaining to extracurricular activities in the high
school and the handling of their funds. Iuring the reading
of literature the researcher decided that the collecting of
the necessary data should be done in the following manner,
Through the very nature of the study it was decided that the
best possible method of obtaining the desired information
was by questionnaire.

The book of Leonard V, Eoos.7 "Ihe Questiomnaire in
Education® was referred to and his suggestions that certain
items of importance be included were considered in formulate
ing the questionnaire.

The questionnaire was originally constructed during a
¢lass in seminar in the susmer of 1947. Questions to be
used were derived from suggestions of inn oclass, from pere
sonal experience in handling an ectivities fund by the ree
searcher, and from a wide reading of literature conoerning
such funds. Eaeh question was thoroughly discussed by the
class before deciding that it should be included in the
questionnaire.

M., v. Koos,

aipe Education (New York:
The Macmillan Co,, : ia




A oopy of the questionnalre was tried on four high
sohool principals who were responsible for activities funds,
Their response seemed favorable and coples were prepared for
mailings A copy of the questionnalre will be found in
Appendlix A.

(uestionnaires were mailed to the principals of the
previously selected group of eighty high selools in Kanseas,
with the feelins that he, belng the administrator of school
activities, would be able to give pertinent information., A
govd response was made by the prinecipals of the selected
schools and within a very short time 85 per cent of those
sent out were returned. Since the percentage of returns was
0 bigh 1t was considered unnecessary to send follow-up lete
ters but to rely upon the information of the sixty-elght ree
porting schoola, | 2

0f the sixty~elight schools reporsing, thirty-three sent
record forms., Some schools indlcated iﬁ was impossible tor
send forms hecsuse of the possibility of an euditor asking
for an explanation of the disappearance of the fomm. Evie
dently, others do not use forms or 4id not desire to send
them. Forms received were varied in nature and will be
very helpful in the completion of the study. Coples of the
forms received are to be foundin Appendixz B,



10
‘Table I provides information on the number of formg
received from the Hchools replying to the uestionnaire,
TARLE I

CITIESwwRECORD FORMS RECEIVED

ggmbar
Forms
~Lities Receiveq
Augusta 4 Abilene 5
Blue Rapids 1 Bucklin 2
Bonner Springs 3 Beloit 2
ggnﬂordu 12 Chanute .;.
erryvale Can

Dodge City 10 mgwwd 4

Dorado 10 ria 5
Yort Soott 4 Great 2
Garden City 1 HLl) cisy 2
Howara 3 Holton 4
Humbolds 1 Independence é
Kingman 2 Leavenworth 3
Mankato 2 kcPherson 2
g:nnea lis 4 m g

8 e : :
Pi:glburg g Wellington 5
Gxlteris for Evalustion of Resorq Yorms

Every efficlent record system must ve built around some
definite plan., This plan will inoluds eartain outstanding
rules whioh must be followed in order for i to function
Properly, The researcher believes that possibly the study
by mbma reveals the eriteria which will best fulfiiy the

8 :
Bs N. Osbopn "Business Management of an Industrial Arts
Shops, " Industrial’srss Negealne, X (October, 1921), 386-380
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requirements for a good system of record keeping.

In his explenation of a sugcessful system of record
Keeping Osborn says, that the system must include the follows-
ing necessary items:

(1) The system must be clearly comprehensible.

(2) A minimom of clerical work must be reguired.

(3) Useless data must be eliminated.

(4) The system must be easy of access.

{5) Forms of practical size and arrangement must be used,

(6) Batisfection must be assured to all, ilncluding

teachers and pupils,

{7) Operation of the l?!ﬂ&ﬂ.ﬂﬂltAnﬂt be dependent upon

the memory of teachers and puplls.

(8) Responsibility for all trensactions must be fixed.

{9) It must be adaptable to various sized schools and

Iactivttica.

These ltema are accepted as valld arttnrlu; hence they
will be used in evaluating the record forms which are now
uged by the treasurers of the ametivities fund in the seleow-
ted group of hligh sohools used for this study.



CHAPTER IIX

FIRDINGE OF THE STUDY

The table below reveale that the offlce secretary keeps
the activisies fund in the greatest percentage of schools
reporting. However, in several instances it was reported
that the office secretary was assisted by the principal.

TABLE IX

WHO KEEPS THE ACTIVITIES FUNID?

A i e o 4 B 3 R O oy 4 o B M S VAN

Ttem ~ Replies Percentage
Commeree taaéhar 17 2500
Prineipal 17 25,00
office Secretary 28 ' 41,18
Others £ — —Ba82

Total 68 100,00

It ie noted that the prinecipel keeps the activities fund
in 25 per ocent of the schools reporting. This is in direct
gonflict with the study of ﬁnrshull’ in which he found that
the prinecipals and superintendents usually agreed that a

9% m:y s Pe 251,

12
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faculty member should koo} the activities fund.

The questionnaires for this study further rtvinlad that
the activities fund is kept by superintendents, mathematics
instructors, social science instructors, and in one case a
full time treasurer is employed for this purpose.

Is the Activities Treasurer Under Hond?

A rather startling fact is revealed in Table IIX. Of
the sixty-elght schools reporting 57.35 per cent of the ace
tivities fund treasurers are not under bond,

TABLE IXX
IS THE ACTIVITIES TREASURER UNDER BOND?
Item _ Replies - Percentage
Yes : 29 42,65
o 22 - idedl
: Total 68 100,00

In 1942 a special committes of Kanses High School
Principale proposed a plan for the acounting of student
aotivity funds in thelr booklet, *Bookkeeping and “Accounting
Systen of Student Activity Funds for Kemsae High saheelat'lo

-

30 onses, Depertment of Education (Topeka: State De-
partment of Eduecation, September, 1942). ; :
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Thelr first recommendation was that the activities fund
treasurer of any high school should be bonded by a surety
bend equal to the largest antlieipsted amount of money on hand
at sny time during the year,

Yet, in direot contrast, we find that 57.35 per cent of
the activities fund treasurers of the high schools reporting
to this study are not under bond. A

Status of setivities Tressurer's Teaohing Load
The results of Table IV do not compare favorably with
the statement made by wsmun in his study. He found that
the teaching duties of the activities fund treasurer were re~

duced, in order that the asctivities rund might be kept 1ln a

satisfactory manner.

™/ "D TIDDADV
FURILDIR LRDEROAE
- TABLE IV
IS THE TBACHIRG LOADL REDUCED?
momm— — p——— - e : —
Item : Replies Percentage
Yos 16 2353
o : 29 421.55
No reply 23 33462
Total 68 100,00

1lop oite, pe 252.
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The researcher found that in only 23.53 per cent of the
sohools reporting the activities fund treasurer actually has
his teachlng load reduced. |

In fact, over 50 per cent of the commerce teaschers and
principals who handle the aotivities fund do not have thelr
teaching loads reduced.

liours of Sehool Time Required Neeldy for Feord Keoplng

It can be seern from Table ¥V that the record keeping by
the activities fund treasurer is a greater time consuming
duty than ig perhaps necessery.

TABLE V

BCHOOL TIMZ ALLOTTED TO TREASBURER PER WEEX

Item Replies Percentage
Wone 3 13.23
One to fiva hours 26 30,88
8ix to ten hours 8 11.78
Eleven to fifteen hours 3 4odl
Sixteen hours and over 3 4e4l
A8 needed 4 5.88
Few each day 2 2e94
Ne record 3 4441
Part of rign&nr duties 3 de4d
¥o reply ig 2765
Total 68 100,00
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Probably many hours are spent at this duty whioch are
never recorded. Also, it is possible that many hours could be
eliminated by a more efficient system of record keeping.

It is to be noted that Table V refers to the nuzber of
hours of gehool time mllotted to the activities fund treasurer
for record keeping.

Hours Spent Weekly in Addition $o Sehool Time

As shown in Table VI below, the acotivities fund treasurer
spends a considerable number of hours each week, in addition
to school time, for reecord keeping.

TABLE VI

TIME SPENT BY TREASURER

Item Replies Percentage
None ' 8 11, 18
One to five hours 28 41.1%7
8ix to ten houre 6 8.82
As needed : 2 2.94
No record & ' 8.82
Study and typ ractice

nﬁ&- o 1.47
No reply 16 22033

Total 68 100,00
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The faoct that @dditiaual time is nseded may be due to
one of the following reasons: (1) the system used may be too
elaborate and require additional time; (2) there may be a
greater amount of record keeping to be done in a larger ay-
stem; (3) furthemmore, if the activities fund treasurer is
& faculty member, and if he is #0 do a hood job of teaching,
probably the only time left for record keeping is in addie
tion to his school time.

One response indicated that the records were kept dure
ing "study time® and "typing practice hour®, This does
not seem te be a falr treatment for any faculty member,

Another response stated that it was a guess as to the
number of hours spent in addition to sehool time but assured
the researcher that it was plenty.

Zoes the jotivities Ireasurer Receive sdded Pay?
As Table VII indlcates below, in 75 per ¢ent of the
schools reporting, the asctivities fund treasurer does not
receive additional pay for this duty. Probably, in the
TABLE VII

DOES THE TREASURER RECEIVE ADDBD PAY?

e e e A A O B it b s e A M A

Item Replies Percentage

Yes 10 14,70

Heo 51 7500

No reply " 10429
Total 68

100,00
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'easts where the office sescretary acts as the activities fund
treasurer, the duty is accepted as a part of the regular office

| activities, However, in all cases whers the principal or a
classroom teacher acts as the activitles fund treasurer it is
probably done in add&t&oﬁ to nxﬁ teaching dutiess It is proba-
ble that remuneration should be made for the extra hours spent
in fulfilling this dusy if it 48 in addition to his regular
teaching duties.

Where is the Activitics Fund Keps?

In answer to the question concerning the place whers the
aotivities fund is kept 100 per cent of the schools reporting
{pdicated that their activities fund is kept in the bank,

Assuming that there is & bank in each of the towns report-
ing, this le probably an ideal situation. HHowever, several
sohools indicated a small amount is kept in the school vault.
Pernaps this will immediately bring to our attention the many
reports of thieves entering school bulldings and stealing
money or sohool ﬁroporty.' without doubt the leaving of money
in the school vault could lead to an embarrassing situation
for some school administrators.

Erequency of Reports of the Fund

Table VIII indicates that £3.,82 per cent of the report-
ing sohools require a monthly financial report from the
sctivities fund treasurer.
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TABLE VIIX

REPORTS MADE OF FUND

e e S
Iten . Replies Percentage
Monthly 57 83.82
Quarterly 3 4441
Semieannually 2 2.94
Annuelly ] -B283

Total 68 100,00

Customarily the treasurer of any fund mekes a monthly
report of the finanolal condition of the organization which
he represents, Likewise, the activities fund treasurer
should report monthly the condition of all the funds to a
responsible party. This complies with the suggestion made
by the Committes of Prineipals in thelr booklet, “Bookkeep-
ing and Accounting System of Student Activity Punds for
Kensas High Schools," 2

Several schools reported that they also rnquirt:ﬁhu
activities fund treasurer to make an annual report of the

activities fund in addition to the report each month,

lsthods Used in Paying Bills

It is revealed in Table IX that 79.41 per cent of the

1.‘2 » m‘. Pe Te



20

schools answering the questionnalre for this study pay their
bills by checks This is in accordance with the suggestions
made by the Committee of Prineipals in their booklet.

TABLE IX

Item Replies \ Percentage

Qﬂlh i 1 1 o‘?
Check 54 _ 979441
Boik cash and check - w2l
Total 68 100,00

lethods of Paying Bills by Cash

A8 indicated in Table IX, fifty-four of the sixty-eight
schools used for this study pay all bills by check,

Several different naﬁhéda are used by the sehoﬁlu report-
ing in paying part of thelr bills by cash.

The most common method of paying by cash and incidentally,
one whioh the Commlttes of Principals in their atudy-diaaanr—
aged using, 1s the petty cash fund,

Some reporting schools had dills marked "pald® when the
cash wes delivered, and others had a receipt signed by the
receiver of the cash,



The recipts for cash payment were in some cases called
cash out receipts, others called them cash pald out certifie
cates, and in one uchool they are called cash withdrawal
statements, ' '

in most oases the cash account was replenished by a
check against some other acoount but it was not stated from
what acoount the money was usually taken.

Beveral schools indlcated that bills are pald both by
checks and cash. If this plan is to be followed some cash
must be Kept on hand at all times and a system of receipts
showing all cash payments must be maintained.

jAons Iurn Koney Directly to Ireasurer?

In 89471 per cent of the reporting schools the organiza-
tions turn all money directly to the activities fund treasurer
a8 is indicated in Table X. The activities fund treasurer in

TARLE X

MONEY TURNED DIRECTLY TO TREASURER

N
Iten Replies Percentage
Yeos 6l 89.71
Yo 6 8.82 »
Ho reply - ks &

Total 68 100,00
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turn deposits the money at the bank, The use of this plan
should eliminate errors which are caused by an orgsnlzation
making a deposit and then forgetting tv notify the activities
fund treasurer. :

Some schools reported that they used the plan of peraite
ting the student treasurer of the organizations within the
school tu deposit thelr money and the sotivities fund treasur-
er mersely kept & controlling account. This appears to be an
excellent method for students to galn some practical exper~

ience.

§£!.QEE&EL&!§£2£&.EE§.ESB!Z.£E$§:NEEHUUE!E!SEEHHEH&HL

-1t is indicated by Table XI that in almost all the
schools reporting some type of written order must be present-
ed to the activities fund treasurer before money can be withe
drawn from the setivities fund,

TABLE XI

ORCANIZATIONS GET MONEY FROM TREASURER

Item _ Replies Percentage
written order 30 44,12
Asking orally 8 11,78
Purchase order and
voucher 22 3234
Other methods 7 10.29
No reply > 3 —tedl
Total 68 100,00
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Several of the reports stated that the order asking for
money from the aoﬁivitios fund must be signed by both the
prinoipal and the sponsor of the orgenization desiring bhc
noney. |

Various other methods reported wore: an order aslgned by
the sponsor of the organization, en order signed by the aoe
tivities fund treasurer; snd the presentation %o the activie
ties fund treasurer of the bill incurred by the organizetion,

Methods Used to Iransfor Fumds

The use of a tranafer voucher to tramnsfer money from one
acoount to ancther is reported in only 23,53 per ecent of the
sohools represented in this study as indlcated by Table XII.
The practice of transferring funds by methods other than the

TABLE XXX

HOW YUNDS ARE TRANCFERRED

Check 17 25.00
Transfer voucher , 16 23453
Transfer on ledger 28 41,18
Combination o 20s28

Total 68 100,00
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use of the transfer vousher is contrary to the suggestions
offered by the Committee of Principals in their booklet prev~
iously mentioned. ‘

This would indicate that the scheols are not familiar
with the sransfer 1oﬁahar nﬁa its uses, or that they do not
desire to use it. However, it was found by the above mentione
ed committee that the transfoy vougnur is perhaps the simplest
and most easily understood method cf transferring funds from
one account to another.

Iype of Receipt Used

The information in Table XIII below indiocates that 75
per cent of the schools reporting for this study use duplie
cate type receipts., This type is perhaps the best since it

TABLE XIII
RECEIPT USED

: = - S = -~ s el
Item Replies _ Percentage
Single with stud 9 13.24
fmplicate 51 15400
Triplicate 5 Te35

Kone 2 294

Ho reply -k 1.47

Total 68 100,00
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eliminates the possibility of the eotivities fund treasurer
writing different amounts as is easily done on the single
with studb type receipt. '

The schools which reported that they did not use re~
ceipts were those in whiech the organization treasurers de-
posited the money of their own organization and in whieh the
activities fund treasurer kept a controlling account. We are
not teo assume that yhtno two schools do not use a receipt of
any kind since the guestion asked was what type of receipt
is used by the activities fund treasurer.

Acouracy of Reords Kept by Org

It is shown by Table XIV that approzimately twenty per
cent of the sohools reporting do not have an acourate record
of receipts and expenditures kept by the student treasurer
of the ebssnizatian which he royros.ﬁtn.

\RTED TIDD A ™V
TaBLE XBVO L |

DO ORGANIZATIONS KEEP ACCURATE RECORDS?

Item Replies Percentage
Yes 55 80,88
o i3 Aedl
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This is evidence of & probable laxity on the part of
the spomsor of the organization as well as the adniniuhrctor
of the school. Jones has pointed out the apparent need for
acourate organization records in her study, 13 It was found
by Jones thub the emphasis had been placed upon the sceial
side or tho organization and the financial side had been
slighted, Furthornaru. she has stated, that if the student
is to benefit from student organizations soolally, and if he
is to learn cooperation in group activities, it is just as
important that he learn to conduct the :mmoiu affairs of
the group in a systematie manners

mxmmmwm

it is shown by Table XV that thirty-six of the sixtye
eight schools studied sell activity tickets. Almost 75 per

TABLE XV

DIVISION OF RECEIPTS FROM ACTIVITY TICKETS

%M

Item Replies Percentage

Percentage basis 24 2529

Stated amount 11 16418

Is not divided b § 1e47

Do not sell 32 4106
Total 66 100,00

13*8ysamuamg the Financial Affairs of High School
Student Organizations," p, 612,
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eent of those schools who sell activity tickets divide the
receipts among the ergnniaatidns represented on the activity
ticket on a percentage basis,

it 1s noted that 47.06 per cent of those schools report-
ing do not sell activity tickets, Frobably more sohools
could afford the student body an opportunity to attend aéhoel
activities through the sale of & student sotivity ticket,

£o Students Assish the jotivities Treasurer?

Students are not permitted to assist the activities fund
treasurer in 70,59 per cent of the schools reporting as shown
by Table XVI,

TABLE XVI

ACTIVITIES TREASURER ASSISTANTS

— e
Item Replies P Percentage
Yos 19 27.94
No 48 70459
No reply » T
Total 68 100,00

The fact that assistance by students is not permitted
probably eliminates the possibility of the activities fund
treasurer having to check the students work for errors,
However, several schools reported satisfactory work on the
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part of student nmasistants and rocommended the plan. One
school gave high school credit for time spent as assistant
to the activities fund Sreasurer.

4re Serially Rumbered Checks Used?

In response to the question pertaining to serislly nume
bered checks it was indicated that 100 per cent of the schools
reporting use checks of this types This 1s in line with the
recommendations made by the Committes of Prinmoipals In thelr
previously mentioned booklet. The fact that 100 per cent of
the schools use serlally numbered checks indicates that pere
haps this is the easiest mamner of keeping a record of all
payments made by the activities fund treasurer.

Ihe Use of Purchase Regquisibic

Following what is an excellent practice in any city,
Teble XVII shows that 60,29 per cent of the schools reporting

TABLE XVII

ARE PURCHASE REQUISITIONS USED?

Iten Replies _‘Ehrecnbasp

Yeos 41 60.2 9
Ko 21 200

. Total 68 100,00
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- use prianted requisition forms, If this plan is followed it

probably will eventually eliminate the unauthorized purchase-
ing of goods by students of the high sochool. Also, the possi-
bility of there being any outstanding dills following the
close of school will be eliminated.

Persons Issuing Purghase Requisitions
It is quite evident from the results of Table XVIII shown
below that there is no definite rule among the schools report-
ing for this study as to who issues the purchase requisitions.
Several responses indicated that the requisition ls lssued by
the orgenization sponsor and approved dy the principal. :
TABLE XVIII
WHO ISSUES PURCHASE REQUISITIONS?

Item Replies Percentage

Organization spoansor 20 29.41
Pringeipal 13 | 19.12
Office secretary 1 10.29
Others 2 2.94
No reply 26 S8.24

Total 68 100,00
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Others who were reported as suthorized to iasue purchase
requisitions were the superintendent of schools and the activie
ties fund treasurer,

48 8 Change Account Included in the Activities Fund?

Almost thrqc-rourths ¢f the schools included in this
study, as shown in Table XIX, do not include a change acoount
in their list of aoeaunta.l‘

TABLE XIX

CHANGE ACCOUNT IN FUND

Ivem Replies Percentage

Yas 20 2941
to 48 | 10,59
Total 68 100,00

From the information in the above table it is evident
that an amount of cash must be kept on hand, or each time
change 1s needed a check be written against the organization
or activity desiring the money.

1‘By a change acoount we mean an acocount lnociuded in
their record keeping system headed "change®., The use of such
an account eliminates the withdrawal of money from an organie
zational acoount for o @ and then the replacing of the
money followlng the activity for whioh it was withdrawn, If
a change account is not used the monthly statement will show
an amount of cash pald out and an amount of cash received
which, technleally speaking, is not correct. If & change ac~
count is used a check is drawn against that aoccount for the
amount needed, and then the same amount deposited back to the
change account from the receipts of the activity.

-
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Hothod of Bupplying Change ¥hen No Change Ascount is Used

The information supplied by the reporting sehools for
Table XX indicates that the methods of supplying needed
"change® for an organizational activity are varied.

TABLE XX

METHOD OF SUPPLYING CHANGE

Item Replies | Percentage

By check on organization | 18 | 26,48
Advanced from office 5 Te35
General fund 2 2494
Usually cash on hend 6 .82
Up to nyonlor‘or activity | 2.94
Revolving fund in safe 1 ‘1.47
Requisition to treasurer 2 2.94
Bach organization petty cash 1 1.47
Borrow from athletic fund i 2.94
School petty cash 5 7435
No reply 24 2232

Total 68 100,00

It is evident that the greatest percentage of the
schools studled supply change by a check against the account
of the organization needing the change., When the monthly
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financial statement is preparcq for the sehool using the
previocusly stated method, the organization sccount, against
whieh the check was drawn, will not show the correct amount
of receipts and expenditures. Consequently, there should be
a method used whereby this situation will be remedied.

Turther investigation of the responses made to this quese
tion by the schools, indicates that there is not much being
done on the part of some school administrators toward making
needed ochange avallable for crganizational activities,

In some of the schools each organization has its own
petty cash fund, in others the securing of change is up %o
the sponsor of the organisation, while in one school small
amounts are held out when deposliting funds at the bank,
FPrebably some school administrators could keep themselves out
of a "tioklish situation" by supplying a proper method of se~
ouring change for the organizations within thelr schools,

Amount and Source of Money When Change Acoount is Used

Only one sehool indicated the use of an account headed
"change"™ in its record keeping system. Other sources of
money for change and the amounts usually carried in the fund
are shown in Table XXI,

From this taeble it is to be understood that the amounts
of money are not transferred from the accounts Indicated

inteo an account headed "change®, and that the acoount in
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TABLE XXX

AMOUNT AND BOURCE OF CHANGE

i D RISt AR = A SR ——————————— e e

Item ‘Replies Percentage
General fund,

$100 to §200 : 4 5,88
Petty cash,

$10 to §100 6 8.83
Cash on hand,

about §50 3 441
Athletic fund 2 , 2.94
Student oocuneil

account 1 1447
Change account 1 1.47
No reply 2 w2290

Total 68 100,00

turn used only for change. Instead, the money remains in the
agccount indicated and a check is drewn agalnst that fund
whenever change is needed.

This brings us back to the same situation rasafﬁing the
monthly financial statement. The soﬁarnl fund account or
petty cash account, whichever is used, will not show the cor-
rect receipts and expenditures during the month for which
the statement is made.

Again, the use of cash on hand brings wp the possiblli~
ty of the money being stolen, which would put the administra-
tor "on the spot" for allowing amounts of money to be left in
the bullding.
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Since the number of school activities has increased and
the necessity of change being available to carry cut the pro=
gram of these aotivitles, it is evident that some plan should
be devised so that change oan be easlly obteined when needed
by the organizations within the school.

ARIIity of Present System %o Meeb Needs of Sohool

A8 Indlcated in Teble XXII, slightly over 90 per cent of
the schools reporting for this study feel they are satisfacte
orily meeting the needs of their schools with thely present
systems of record keeplng.

TABLE XXII

RECORDES MERET NEEDS OF SCHOOL

Items Replies Percentage

Yes 62 91.17
Ko o -s83
Total 68 : 100,00

If the information received is reliable, and if the
record keeping system of vne out of every ten high schools is
not satisfactorily meeting the needs of that school, it would
seem that some system should be devised which will £it their
needs,
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One report stated that their system met the needs of
their school but 1t was & "lot of work", Another stated that
thelr aystem met theé needs of thelr achool in part while
another reported that minor changes were needed in their sy
stem of record knaping; ALl these combined reports indiocate
that there is a need for a system of record keeping whieh,
with necessary modifications, ocould meet the needs of all the
high schools in Kansas.

Persomel Satisfaction of Present Record Keeplng System

In studying the replies to the question pertaining to
the personal satisfaoction of the present record keeping system
it was found that 13.24 per cent of the persons completing the
questionnaires for this study are pot eatisfied with thelr
present aystem,

Auditing of Funds by an Outsider

Table XXIII reveals some pertinment information regarding
activities funds in the schools reporting for this study.

TABLE XXIII

AUDITING OF FUNDS

Iten Repllies Percentage

fus 43 63.23
No 23 26277

Total 68 100,00
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I% is shown by this table that 36.77 per cent of these schools
40 pot have thelr activities funds audited by an ocutsider.

Marshald® found in his study that it is assumed many
timee that accounting and smditing are synonymous terms and
for that reason the audifins of these accounts is often nee
glected. The sane assumption may be true in the schools beling
studied which do not bave an annual audit.

Whatever the reason mey be, this is in direct contrast to
the recommendations of the Committee of Principals mentioned
previcusly in this study.

m 9£ m M FUNCLLONLNS §

Only seventeen replies were received regarding any major
activity of the system used, which in the opinion of the poer-
son reporting, functions exceptionally well.

Four of the seventeen repllies report the periodic check
between the activities fund treasurer and the student treasurer
of the organizations has been benefielal, In ome of the four
above mentioned schools the organization treasurers are under
the supervision of the commercial teacher and receive practi-
cal training. :

Another report stated that one student bookkeeper is
trained to do the record kesping. She is responsible for
making and posting ell entries, writing receipts, depositing
monsy, and making monthly statements. School eredit is given

15&. Cite, pe 252,
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- the student for doing thiswork. It was stated mﬂgdurm
the past year the student had handled over $20,000 without
error. _

A sohool bank for all funds seemed to be funotioning
well in one school. An organization may borrow any time it
becomes necessary, with the understanding that the money
should be returned as soon 'u' possible.

A monthly balance sheet works well in one system. I
was stated that errors are saslly found through the use of
the balance sheat. '

Most sohools reporting have all the activities money
in one fund abt the bank and require that a disbursement
order or voucher be presented before any money can be withe
drawn from the fund. A

Probably, other schools could adopt some of the sugges~
tions listed above and profit by thely use.

mﬂqqﬂ-i
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CHAPTER IV
SUMMARY AND RECOMMENDATIONS
Summary

After compiling the data secured from the sixty-eight
reporting high schools in the State of Kansas the following
sumnary indicates what the researcher believes are the ime
portant polnts of this study:

1. The high sehool activities fund is kept by the ofe

fice seoretary in the greater number of cases.

2e In 25 per cent of the schools studied the high
ao&ool activisies fund is kept by the prineipal.

| 3« Well over one-half of the activities fund treasurers

are not under bond. |

4+ It was found that the handling of the activities
fund by the activities fund treasurer is & grester time cone
suming duty than is perhaps necessary.

5¢ The teaching load of the activities fund treasurer
is reduced in only 23.53 per cent of thb'coheola reporting,

6. The activitles fund treasurer receives added pay
for handling the aetivities fund in only ten of the sixtye
elght schools studied.

7« Over BO per cant of the schools reporting regquire
the activities fund treasurer to prepare a monthly finaneisl

36
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statement of the high school activities fund. Several schools
also require an annual report in addition to the monthly
statement.

8. The most commen method of withdrawing money from the
activities fund is by ﬁresenting a written order to the activi-
ties fund treasurer asking that a check be written on a cer-
tain fund and for a stated amount.

9+ An accurate record of receipts and expenditures is
not kept by the student treasurer of the organization he re~
presents in approximately 20 per cent of the schools studied.

10. Almost one=-half of the schools reporting do not
sell activity tickets.

1l. In 70.59 per cent of the schools studied students
are not allowed to assist the activities fund treasurer.

12, 8lightly over 60 per cent of the reporting schools
require the use of a printed purchase requisition form when
an organization desires to make & purchase.

13. Only one school out of the sixty—eight.has an ac=
count headed "change"™ in its record keeping system. Other
than that, no plan was reported whereby needed change could
be made available by a simple, systematic procedure.

l4. Despite the fact that ever 90 per cent of the
schools studied felt that their present systems were meeting

the needs of the school, 13.24 per cent of the persons
answering the questionnaire admitted they are not satisfied

with this system of record keeping.
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15« It was revealed by the study that 36.77 per cent of
the schools reporting do not have their activities fund audite
ed by an outsider.

Upon studying the data furnished for this study by the
sixzty-elght Kensas high schools, and the reading relative to
extracurrioular cntivittas. together with the experience of
the researcher in the handling of an activities rand. the
following recommendations are made:

l. School administrators should study their system of
record keeping and assist the activities fund treasurer in
arranging the handling of the activities fund in the simplest,
most irrlcitnt. and least time consuming manner possible.

2+ The school administrator should initiate and put
into effect a planned prograa, whereby the student treasurer
of the organizations within the school, will receive traine
ing in the handling of the financial recurds of the organizae~
tion he represents. ,

3« The researcher feels that an essential of an effie
clent system of record keeping is having proper forms for
recording all trensacticns. Recomuended forms will be ine
cluded in Chapter V. Oriteris for evaluating these forms
has been proposed by osbornlé and mey be found in Chapter II.

1691- m.; P 336&
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‘Bech form that will be recommended is meant to be an essen-
tial part of an efficlent record keeping system.

4, A plan for seking necessaery “ohange" avallable for
the different school activities should be incorporated inte
the record keeping systed used.

S5« An annual sudit of the activities fund records
should be made by someone, preferably an auditor. If an audi-
tor cannot be secured it should be someone who is not connestw
id with the school syatem,

6. The teacher training institutions stould include
some training in the handling of extracurricular activities
funds, Lost prospective teachers are astounded when confronte
ed with the responsibility of keeping a record of organigzes
tional activities funds.

7+« Finally, I would 1like to recommend a slmple, effi-
cient, and more uniform system of record keeping which can
be used and understood by all activitlies fund treasurers and
any others concerned with the activities fund, Chapter V
includes a recommended system as set up by the researcher,

It is felt, that by necessary modifiocations to fit local ree
quirements, it will fulfill the needs of any high school in
Kansas. lLikewise, it is hoped that it will meet the pere
sonal satisfaction of all those who might desire to put it
into operation. |



CHAPIER V
A SUGGESTED PLAN FOR HANDLING THE ACTIVITINES PUND

One of the important problems confronting any organizae-
tion involves the proper handling of its finances. Fusthere
more, no business eanterprise should be piunnqd.withhut ine
eluding an efficlent system of record keeping. These faotors
should be considered in planning and orgenizing procedure for
handling an activities fund, '

blo for the Aetivitles Fund

The administrator of any school is faced with the probe
lem of preparing a pian for handling the activities fund. To
whom will he assign the title of Activities Fund Treasurer?"
In many instences this duty has been placed inm the hends of
the commercial instruotor, with the idea in mind, that if he
can teach bookkeeping he can surely keey a few simple books.
Undoubtedly, the commercial instructor is qualified to handle
~the activities fund. lowever, there is ome person ia the
sclool system who should have some information concerning
what 1s taking place, both socially and finaneially, within
all the extracurricular organizations of the school systemes
he is the principal.

In order that he may obtain this xntéxnuttan and be=
cause of the fact that 25 per cent of the schools reporting

42
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for this study indlcate that he now carries this responsibile
L%y, the writer bellieves that the high school prinoipal is
the logleal persen tc¢ act as the activities fund treasurer.
The writer realizes that this will mean an extra duty in
many cases, This can probably be minimized, in scme instances,
through the help of the office secretary. Likewise, one or two
well tralned students can be of assistance in journalising and
posting entries, counting money and making deposits at the
bank, and typing financisl atatements.

Surety Dond for the jobivities Fund Treasurer

It is the bellef of the writer that any person who aoe
cepts the responsibility of handling funds of considerable
amount other than his own should be under dbond. There is no
sound reason why we should risk the possibllity of funds be-
ing misappropriated when protection can be obtalned for a
amall amount.

Since the person responsidle for the activities fund
acte for the Board of Kducation, a surety bond should be
- made in favor of that governing body. 7The bond should bes in

an amount equivalent to the largest antiolpated amount of
- money on hand in the fund at eny one time during the years

Eorms and Dooks Heeded for Xeoping Records

The number end kind of forms and books required to keep
an efficient record of all transactions will depend upon the



8lze of the school. Haturally, the larger the school the
sr%atar'tha probability of more accounts whioh in turn would
require more records.

To follow a loglcal sequence in the handling of money
will prdhnhly be the easiest manner of recommending desired
forms and books to be used by the activities fund treasurer.
Some of these forms may be almeographed and for others, the
researcher recommends that they be printed,

Lapdling Cash Regeipts
Money must be received by the aotivities fund treasurer
before any business can be transacted. When the mnoney is
delivered it should be contained in a specially designed coin
envelope or a money bag. No matter which is used there should

be enclosed a form listing the amount of money in the contalner.
A form similay to the one shown is recomuended,

for
Turned in by

Figure 1.
Turn~-in Siip
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\ This form may be ealled a "Turn-in® slip and aay easily
be mimeographed., It should include the amount of sach denomie
nation of coin and currency, as well as, the number ané.imaunb
of checks,

- The researcher recemmends that the activities fund should
be kept in one account at the bank and that all money come die
rectly %o the motivities fund treasurer and he in turn deposit
it at the banks Krrors are sometimes made at the bank when
several persons are depositing money the same fund and they are
also made when the activities money is kept in several accounts
instead of ona.

When the money is received by the treasurer he should |
ismediately count the money and give a rocuipﬁ to the person
from whom it was received and a duplicate copy kevt on file by
the treasurer. ;t is a good plan for all recaipts to be seriale
ly numbered. A recommended form of receipt is shown below.

Your City i et
High School aActivities Fund
Date__ A9
Recelived of
For
Fund
¥
ACtIvities Treasurer

Figure 2.
 Activities Fund Receipt
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The receipt is an importent form and it 18 the belief
of the writer that & printed form is better than ons whioh
hae been mimeographed because he fesls that the reciplent
will place more value upon & printed form than a mimeographed
one, It is recommended that ths duplicate type be used end
they may be purchased from school supply stores.

If the amount of money on hand warrents sueh action, the
treasurer should make deposite at the bHank dallys In fact,
avery traaaurér should meke it a practice to deposis all money
on hand dally. It ie further recommended that all crganizae
tione turn in their money before a certaln time cach day. Of
course, bnareiwill be exceptions to the above ntaﬁnman&g but
the faot that no money should be left in desks or file cable
nets over night cannot be stressed enough. When money is
. taken %o the bank, duplicate coples should be prepared of all
deposit tiuk#ta, one for the bank and one for the treasurer's
file. Books of deposit tickets will be furnished by the bank
upon request, Students omn de trai;ad to handle the deposite
ing of money very ntrlaiuaﬁlyo

4 Tecord must be kept by the treasurer of the smounts
deposited to each account 8o that entries may be made in a
Jjournel and leter posted in a ledger, This procedure is
recommended if the number of mcoounts in the fund axceeds
ten, IT there are ten or fewer accounts & cclumnar jourhal
ecould b; used, reserving a separate column for each socount.
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Ten 18 used as an approximate number, however, the writer

velieves that it is not feasible to have more than ten

aceounts in a columnar journal. If more than ten are used

the possibility of entering an smount in the wrong ocolusmn

becomes toc greatb.

Below ig illustrated & cash journal sheet which might

be used if both the Journal aud ledger are kKepi.

Also, a

columnar jouraal whieh might be ueed if the fund includes

ten or fewer accounta,

bate | | Fund and explanation |¥|Receipts|Paymenta|Balence
Figure 3.
Cash Journal Sheet
| Class of|Class of|Class of
te Explanation Band 1949 2. 1950 1951
ﬁ!a,nﬁiaungxzu;§21"9anjﬁhuiﬂh.;§i;

Figure 4.
Columnayr Journal Sheet
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Pages to be used for these Journals should not be mimeos
graphed, therefore, printed vnes are recommended,

This type of Jourmal paper has thirty lines, the ﬁagan
are approximately fifteen inches in length, and have holes
punched in the end so that they may be inserted into a book
similar to & loose leaf notebook, Loose shoets oan be oObe
tained from mest school supply firms. The sheetas should be
enclosed by Losvy covers on the front and back and held to-
gether by heavy screws. The sorews ocan be ra&avad and the
book taken apart so that new pages are easily inserted.

The page 1llustrated for the cash journal ig addition
to having a record of all receipts and expendlitures has a
continuous or running balance whioh ia aapaginlly helpful
in ocatohing errors that might be made on the check stube,

Ledger paper should be purchased in,bha same size
 gheets as the Journal paper if a ledger is to be used, If
this is done it 1s recommended that the journal and ledger
be kept in the saue book. The form for ledger paper illuse
trated below is used in many schools.

Date | Explenation late Explanation

W‘_JWMV\WPWW‘,
Flgure 5.
Ledger Sheet
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When the jJournal and ledger are kept in the same book,
the writer recommends that the journal de plaved in the
front of the book. It should bs separated from the ledger by
2 sheet of heavy paper %o whieh a tab reading "ledger" is ate
tached at the right hand edge. Following this page should
appear an index of the scoounts listed in alphabetical order
along with the page numbers on which they may be founds Ine
stead of an index some may prefer the use of an alphabetical
tab system on the edge of the book. If this is used all ace
counts begimning with "A™ are entered under "A", and the Pro=
oess is repeated for each letter through the alphabet,.

Usually the money withdrawa from the aotivities fund
will be used to pay for purchases made by an onguaizntlani
within the schoole It is recommended that no organization
be allowed to make a purchase without first securing a come
pleted purchase requisition form from the office of the
principals A printed form is recommended and should be made
out in triplicate, The first copy (white) should become
the record for the activities fund treasurer, the second
(blue) oould be kept by the seller if he so desires, and
the third (yellow) uhbuid be retained by the purchasing
organization, : _

4 recommended purchase reguisition would inelude the
date, the name of the organization to be charged, the name
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of the person buying,and the name of the authorizing party
which should be the prineipal or superintendent. It is recom=
mended that the requisition forms be serially numbered. The
illustration below shows a recommended Torm.

PURCHASY REQUISITION lo.
Your City Schools Activities
Your City, Kansas
Date 19
[To
tddruu
Poat Office
Fentlemen:

Please deliver the following merchandise. Make neg-
ssary prloe extensions and acknowledge this requisition
n the indicated space below, THEN SUMMIT WHITE COPY WITH
{OUR INVOICE. Payment oannot be made until g%%ﬁg copy of
his order has been certified and filed as indloated.
opy is for your record if desired. DO NOT CHARGE T0 T
OARD OF EDUCATION.

Yours cordially,

s Prin,

- .
o

Unit Total

e
s

Desoription

1 5y I e y 3

Approved by thorized by
Ho student has Gthe aUtLOTLILY o open a ohargé BCoOUnt
for any high school organization unless he presents this
requisition properly signed by the Prineci or Supt,

[Firm Check No.
By : Date : Paid

Figure 6.
Purchase Requisition
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I% should be stated on the form that the purchase is
Rot to be charged tc the Board of Hducation and that it oan=
not be pald until the white copy together with the bill for
the goods has been received by the High School Primeipal,

The writer recommends that the first two coples be pre=-
sented to the seller end after necessary extensions are made
that the first copy together with the bill or invoice be re-
turned to the Priscipal of the High Sohool. The writer bee
lieves that the Prineipel should then forward the first copy
toc the sponsor of the organization who may desire information
for bis records.

Following the approval of the first copy of the requisi-
tion by the organization sponsor it 18 recommended that he
taks lmmediate steps toward the payment of the bill,

It is the bellef of the writer that a "hard and fast®
rule should beé made withim the school stating that no money
will be paid from the activities fund except by check. In
addition to this it is recommended that no checks be written
against any acoount until an order, prepared by the trease
urer of the organization desiring the money, signed by the
sponsor of that organization, and countersigned by the Prine
cipal, is presented to the activities fund treasuver,

Copies of the form to be recommended may be obtained
from school supply stores made up in books of approximately
seventy-five pages. The treasurer of cach organization
within the sohool should be furnished a book of these forms
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%0 be used whenever nesded. The form illustrated below
would be difficult to aimeograph, therefors, a printed one
18 recommended,

O - " Yyour High Bohool S
19 Anttviﬁlcs Payment Order
—— é‘
L - nm
- ut o1 _
ep' ] "
Tponaor
otal
his Order Prinoipal
il Organization ITeasurer
Figure 7.
Payment Order

The use of the above form should be of real value to
the treasurer of any organization. In addition to the paye
ment order there is included on the form, a studb which is
to be used in the same manner and for the same purpose as
a check stub,

After the payment order has been completed and pre=
sented to the activities fund treasurer it then becomes his
duty to prepare & check.

A required book of any activities fund treasurer will
be a checkbook, unless all bills are pald by cash and this
practice 1s not recommended. Miost banks are willing to
furnish checkbooks designed to fit the needs of the school.
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A recommended style of nhaekbouk is one with three checks
to the page and contalning approximately eighty peges. BEsch
check should be attached to a stub upen whieh is placed pertie-
nent information concerning the transaction. A recommended
form is shown below. |

{ ;
Noe I YOUR CLITY SCHOOLS ACTIVITIES No. |
19 [ Youy City, Kensas 19
| ;
To | Pay teo
| the order of $
or | th vollars
| Endorsement of Gh.iS CHeOk 18 receipt for
cots Chg. | of it - L
Balance l
Deposit
al I
8 Cheok : To Bank Acct. Chge
Balance (  Your Gity, Ksnsas By e i
| A0%. Treasurer
L

Pigure 8,
Cheek

It is further recommended that all checks and check stubs
be serially numbered either by a printed number or by the ace
tivities fund treasurer wheén the check is written, This is im-
portant because many times questions will arise regarding the
payment of a bllles If the check and studb are properly numbered,
and if the same number has been recorded on the payment order,
it is a simple matter to find the information desired,



There may be instances arise when it will be necessary
to trensfer funds from one aocount t0 another. A number of
methods oould be used, however, the writer would recommend
the use of a transfer voucher, When monsy is transferred
on the ledger without some written authorization there is no
record t0 show the Sransfer, If a cheok is written to trans-
fer the fundas 1% requires more time for the provess.s A recome
mended foram for a transfer voucher is illustrated below.

TRANSFER VOUCHER
Tour City Aetivities Fund WO

Date, A9

B ' 2 O R A .‘L*;';E."';;,.__‘..mi;;ﬁ,-i: et L X — gt i
!F arge To | Uredit
Agoount Flimount [  Account ¥| amount
TN R T T s e "
[ Recorded by Authorized by Prineipal
- Figurs 9.

Transfer Vouchey
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If the transfer voucher is used it serves as a record and
also bears the sigpaturs of the person authorizing the
trensfers

When money i1s transferred from one account to another
the monthly totals of the recelpts and payments on the finane
¢ial statement would be inscorrect because they would show
greater receipts and payments than were actually received or
disburseds To gorrect tils situation two extra columns may
be used ln the statemsnt, one for transfer receipts and the
other for transfer payments, The total of the transfer ree
ceipt ocolumn is subtracted from the total recelpts as taken
from the ledger acsounts, thus glving the actual cash receipts
for the month, The same process is followed for the cash pay=
- ments. Another method, and the one recommended by the writer,
is to total the amounts shown on the transfer vouchers and -
subtract from the total receipts and total payments in thc
same manner as indicated above,

Erequency of Statement

It is recommended by the writer that a statement showe
ing the previcus balance, the monthly receipte and payments,
and the present balance for each aocount, be prepared by the
agtivities fund treasurer and presented to the Board of
Education at the end of each month.

To avold an audit by the activities fund treasurer of
the books of all organizaticns a amall form may be prepared
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and sent to the sponsor of each organization at the end of
each month, On the form should be entered the previocus
balance, the receipts and payments for the month as taken
from the ledger agcount, and the present balance in the ac~
count. The form should be sent to the organization with the
understanding that if there is a discrepancy between the
amount shown on the form and the amount shown by the boaka
of the organization that the activities fund treasurer should
be notified end a check-up made. It is the belief of the
writer, however, that the only sure way of knowlng that the
books of the organizations are correct is by an annual audit.
Therefore, an annual audit by the activities fund treasurer
of the crganization records is recommended.

A report to the Board of Bducation at the end of the
fiscal year showing the total recelipts and payments for the
year and the present balance in the sccounts is also recome-

mended,

spnual Audlb

It is the belief of the writer that the books of the
activities fund treasurer should be audited annually by an
outsider. If the school cannot afford the hiring of an
auditor probably some person would be avilable within the
community who would be capable of performing this duty.

The writer further believes that many schools are
neglecting the audit because of the belief of thelr
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administrators that a yearly financial report by the activi-
ties fund treasurer constitutes an audit, The fillng of

this report is not an audit, therefore, it is recommended that
one be mades

listhod of Supplying Change

Tt is recommended by the writer that an account headed
sghange® should appear in the records kept by the activities
fund tressurer. It is a further recommendation that money
for this account, in an amount equivalent to what is ordl-
narily needed for a school activity, be transferred tempo=
rarily from another account in the fund lnto the "ghange®
asccount. 'This amount would be carried in a “change" ac~
count with an indication on the statement that it belongs
in the account from whieh it had been transferred.

After this is done, nesded change can be made availe
able by nmlﬁihs a check against the change acoount. rollow-
ing the activity the amount which was withdrawn is returned
by deposit to the change account. Prior to the annual audit
the money should be tranaferred back to the aoccount from
whioh it was originally taken.

Handling of Federal and State Taxes

The amounts which have to be pald Tor federal and
state bax have grown q&ita large during the past few years,
Tt is recommended by the writer that thers be included
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anong the records kept by the aatiﬁtian fund treasurer Bepa-
rate aceounts for federal and State tax, ¥ollowing each activie
ty there should be filled out by the prinoipal, a form stating
the number of tickets B0ld, the amount collected, and the
amount of rederal and state tax to be paid.

YOUR CITY SCHOOLS
Federal Activities Admissions and State Sales Tax Report

ADULT (free but
taxable) il

iLGH 8CHOOL
STUDENTS

CHILDREN

CHILDREN under 12
end less than 10¢
tax exempt

TOTAL ATTENDANGE AND TAX

The above report is correct,
Prine

Federal tax rate is 1 cent on each 5 -imws o fraotion
therebf, Tax is calculated on each adnission, ére is no
tax on an admission Of less than 10 cents if paid by a ehild

who is v ' twe ygg&‘o age.
Kansas %&% H par"&éﬂﬂut the bracket system is

used, No tax for admissions u 15 cents. One cent tax
on admissions of 15 to 64 cents T lusive,
Figure 10.

Tax Report
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These forms should be forwarded to the asctivities fund
treasurer together with a transfer voucher authorizing the

amounts of tax shown on the form to be transferred to th.
~ federal and state tax accounts,
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KANSAS STATE TEACHERS COLLEGE

Pittsburg, Kansas

A Study of the Systems used in Handling the Activities

Fund in the High Schools of Kansas

Please underscore or write in the item in each case which
most rearly applies to your school and return this form in the

enclosed envelope.

Who keeps the activities fund records

Commercial teacher

in your school? Principal
Office secretary
Others

Is your activities fund treasurer un-

der bond? Yes No

As custodian of the activities fund

is his teaching load reduced? ey C I No

How many hours each week of school R V¥ 1Y L

time are allotted to th: activities M“’““~-L4A“

fund treasurer for keeping these

records? Hrs.

How many hours each week, in addition

to school time, are actuzlly spent in

the performance of this duty? Hrs,

Does your activities fund treasurer

receive an added amount of py for

this duty? Yes No

Where is your activities fund kept? Bank

How often are reports made of the

fund by the activities fund treasurer?

How are bills ppid? -

-If any bills are paid by cash please

explain fully the method used.
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School vault
Other places

Monthly
Quarterly
Semiannually
Annually

Cash
Check



1l. Is all money from the various organ-
izations turred directly to the ac-
tivities fund treasurer? Yes No

12, How do crganizations get money from the activities fund treasurer?
By written order ibr the amount needed
By asking “or itrorally
By mpresenting a purchase crder and a voudher sigred by
the principal
Cther methods (please list amd explain)

13, How are funds transferred from one By check
account to another? By transfer voucher
By transfer on ledger
1y, Wat type receipt is made out when Singls with stub
morey is received by the activities Duplicate
fund treasurer? Triplicate

15. Do the various organizations keep an
accurate recurd of all their receipts

and expenditures? Yes No
16 What :etihod is used to divide the Percentage

receipts from the sale of student Stat ed amount

activity tickets? Is act divided

Do not sell

17. Are students permitted to assist the j
activities fund treasurer? Yes No

18, Are all checks issued numbered

serially? Yes No
19. Are printed purchase requisition
forms vsed in meking purchsses? Yes No
20, If purchase requisitions are used, by Organization sponsor
whom are they issued? Principal
Office seeretary
Others

21, Is there a change account included in
your list of accounts? Yes No

64



22, If you have no change account please explain the method used in
meking needed change svailable.

23. If you do have a change aceount please explain from what source
the morey is derived and how much is set aside for the account,

2Lo Does your system of record keeping
satisfactorily meet the needs of
your schuol? Yes No

25, Are you personally satisfied with the
system of record keeping you are
using? Yes No

26, Are your activities fund records
audited by an outsider? Yes No

27. Please erplain any major activity of the system you use, which
in your cpinion, functions exceptionally well,

65



28, Please enclose one copy of each form used by the activities
fund treasurer in the process of record keeping.

294 Do you desire a copy of the results
~ " of this study? Yes No

This report returned by:
Name of school:

City:
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