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OVERVIEW 
 
Activity funds are defined as: 

(1) All school funds including funds derived from fundraising activities sponsored 
under the auspices of the school;  

(2) Does not mean funds raised or received by organizations, which do not come 
under the direct supervision of school authorities. 

 
Activity funds, also known as agency funds, are included in the district’s annual sources 
of funding, and are audited each year by independent certified public accountants, prior 
to a review by the State Auditor’s Office.  The funding generated as a result of 
school/agency activities and control is considered public money.  New Mexico 
Procurement Code and governmental accounting standards apply.  
 
The Roswell Independent School District allows its schools the opportunity to conduct 
fundraising activities that will contribute to and improve the overall academic 
environment for all students within the District.  The following guidelines are meant to 
support the schools in their fiduciary responsibility to maintain proper internal controls, 
accurate and sufficient financial records, secure and timely handling and deposit of 
revenue receipts, and reasonable assurance that potential risks for fraud and/or theft are 
limited and identified.  Each fundraising activity is subject to the applicable policies, 
statutes and laws that govern such transactions and activity. 
 
Specifically, the policies and procedures outlined here are intended to: 
 
a. Provide administration, sponsors, parents, and students reasonable assurance that all 

fundraising activities are properly accounted for; 
 
b. Ensure that the accounting system captures and retains relevant and accurate data; 
 
c. Ensure that all of the District’s fundraising activities are approved, monitored, and 

accounted for in a uniform, consistent, and comparable manner throughout the 
district; and 

 
d. Ensure that accountability and internal controls are sufficient to provide for 

reasonable assurance that potential risks for fraud and/or theft relating to such 
funds, as well as the assets/product that might be purchased with them, can be 
limited, identified and appropriately mitigated.       

 
 
There are two types of activity funds used by the District; (1) School or Principal’s 
Activity funds, and (2) Student Activity funds. 
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PRINCIPAL’S ACTIVITY FUNDS: 
 
a. Generate revenue for the campus general activity fund; 
 
b. Are administered by the principal; 
 
c. Are accounted for by the secretary or the principal’s designee; and 
 
d. Are subject to oversight and review by the District Business Office. 
 
 
STUDENT ACTIVITY FUNDS: 
 
Student Activity Funds are used to account for those resources owned, operated and 
managed by the student body and the school, under the guidance and supervision of a 
staff member (sponsor), for educational, recreational or cultural purposes.  These funds 
are used for a wide range of activities that can include the school yearbook, student 
athletics, and various student clubs. 
 
Fundraising activities (continuing/ongoing and new) must be: 
 
a. Approved by the school principal (annually). 
 
b. Approved each year by the District (via submitted “Activity Fund - Authorization 

and Annual Forms” and “Request for Fundraiser Approval Form”). 
 
c. Reported, administered and accounted for by the designee/sponsor/staff member; 

and  
 
d. Coordinated by the school’s secretary or financial specialist on campus, with 

related funding receipts promptly secured and then deposited within 24 hours of 
receipt, in accordance with section 6-20-2-14 (C) NMAC.  

 
**NOTE** 

 
Adherence to the “24 hour deposit rule” is critical.  For each instance 
where receipted funds are not deposited within 24 hours of their receipt, 
the District is subject to an audit finding.  These audit findings are 
reviewed by the State Auditor’s office, RISD District administration 
officials, and the Roswell School Board of Education, in addition to 
being made available to the public.  Such findings are a negative 
reflection on the internal controls of our schools and district.  Please 
take the steps necessary in order to ensure that your school’s name and 
its staff are not associated with such a preventable finding. 



 4

 
A campus fundraising activity must consist of the following: 
 
a. Depositing funds into an activity account 
 
b. Students are involved in the activity; and  
 
c. The activity is sponsored, monitored, and guided by the school and/or school 

organization. 
 
FORMS FOR AUTHORIZATION AND ANNUAL ACTIVITY FUND 
 
Each year an “Authorization and Annual Activity Fund Form” must be completed listing 
the current sponsor, signed by the school’s principal, and submitted to the District’s 
Business Office, to provide information pertaining to each separately sponsored school 
activity account.  The form is required for both continuing/ongoing activity fund 
accounts, as well as for new activity proposals and the creation of new activity accounts.   
 
Once the Business Office has received, reviewed and approved the “Activity Fund – 
Authorization and Annual Forms”, a copy of the forms will be returned to the school with 
the approved account number listed.  NO FUNDRAISING ACTIVITIES WILL BE 
ALLOWED UNTIL THE BUSINESS OFFICE HAS REVIEWED AND 
APPROVED THE AUTHORIZATION AND ANNUAL ACTIVITY FUND 
FORMS. 
 
The Authorization Form is self-explanatory. 
 
The Annual form should include the completion of the following information: 
 
Fiscal Year:  the current school year for which the fundraising activities will take place. 
Club Name:  the name of the club, group or body for which the funds will be raised (i.e., 
yearbook, general fund, etc.). 
Club Account Number:  this is a unique activity account number that the each school 
has assigned to that particular club. 
Club Sponsor(s) Name and Contact Information 
Description of Proposed Plan and Fund Purpose:  describe the fundraising activity and 
its duration (i.e., what - goods/services will be needed to generate revenue funds, who - 
will be involved in raising, recording and monitoring these funds and the activities to 
generate them, where - will these activities take place, how – will the assets and liabilities 
of the activities be recorded and safeguarded, and when – will these activities begin and 
end within the school year). 
Sources of Funds:  existing sources of funding; name and amount (Beginning balance is 
the start of the new fiscal year on 07/01/20XX) 
Uses of Funds:  description and amount 
Accounting Method (Check mark one or more):  Pre-numbered receipts, Rosters, 
Tickets, Inventory Count, Other (specify below) 



 5

Signatures of authorizers:  Principal and Sponsor(s) 
 
 
SPONSOR’S RESPONSIBILITIES 
 
It is the sponsor’s responsibility to understand and ensure compliance with all District 
policies and procedures as outlined in this guidance.  Failure to follow or lack of 
knowledge of procedures does not preclude sponsors from full responsibility and 
potential disciplinary action as a result of this failure or lack of knowledge. 
 
Failure to adhere to the fundraising policies and procedures illustrated within these 
procedures may adversely affect the school’s or club’s ability to continue having         
fundraising activities.  All noncompliance issues will be presented to administration for 
corrective action.  Fundraising activities and supporting documentation are subject to 
unannounced audit(s). 
 
The sponsor is fiscally responsible for all facets of the fundraising activity.  He or she 
may be held liable for all unapproved fundraising activities as well as for any shortages 
identified if District procedures have not been followed.  All sponsors are required to 
complete, submit and sign the Authorization and Annual Activity Fund forms and 
Request for Fundraiser Approval forms before beginning fundraising activities or money 
collection. 
 
Sponsor’s responsibilities include but may not be limited to: 
 
a. Planning the activity with club members. 
 
b. Selecting the vendor. 
 
c. Scheduling the activity with the principal or designee. 
 
d. Properly completing and submitting the Activity Fund – Authorization and 

Annual Forms and Request for Fundraiser Approval form, prior to entering into 
any agreement and/or product from a vendor.  Fundraiser forms should be 
submitted at least two weeks prior to the fundraiser starting date.  Fundraising 
activities should not begin until approved fundraising documents have been 
returned to the school/site where the activities are to take place.  The sponsor, not 
the District, will be liable for product delivered and amount due if sponsor fails 
to obtain prior approval.    

 
e. Maintaining the appropriate and sufficient controls to ensure that all monies are 

collected, recorded, and turned-in to the secretary/financial specialist within 24 
hours of their receipt, while holding students accountable for outstanding product 
and cash flows relating to the activity itself.  When collecting funds from a     
fundraiser the sponsor should protect themselves and the district by having a 
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second person reconcile the funds collected.  Dual control is an issue enforced by 
the district. 

 
f. Ensures that data is available in order to prepare a perpetual inventory of all 

products including incentive products, funds received, a list of delinquent 
accounts and outstanding product.  Records should be kept showing the funds 
received and the amount of funds requiring collection for each participant in the 
fundraiser. 

 
g. Maintains a record of and obtains the principal’s approval for the disposal of all 

surplus/damaged products.  Surplus products are to be disposed of by the 
principal, not the sponsor. 

 
h. Once a student fails to return product or pay for the product, then the sponsor 

should not issue any additional product (regardless of student’s classification) 
until said student clears his or her outstanding balance. 

 
The sponsor must ensure that all club receipts and disbursements are processed in 
accordance with district policies and procedures.  Please refer to the following sections 
entitled CASH RECEIPTS and DISBURSEMENTS for the guidelines, which govern 
these activities. 
 
In general, product should be distributed after school or during a time when class is not 
unduly disrupted.  Students are encouraged to sell the product to his or her immediate 
family, or to known individuals.  The District does not sanction activities that require 
and/or encourage students to sell “door-to-door”. 
 
The sponsor must notify the principal and then immediately report all thefts to the 
District Business Office.  The sponsor may be liable for not reporting thefts or fraud on a 
timely basis. 
 
The sponsor should ensure that they do not use the PTO or Booster Club, or any other 
separate and distinct organization activities in an effort to circumvent District policy. 
 
The sponsor should make a concerted effort to collect 100% of the total outstanding 
balance due.  Consistent losses, uncollected balance, thefts, and/or unaccounted for 
balances, may lead to the restriction of a sponsor’s ability to participate in, or continue 
with, school/District fundraising activities. 
 
CASH RECEIPTS and DISBURSEMENTS: 
 
Public schools are required to maintain accurate records of all monies collected and 
disbursed, in accordance with Section 6-10-2 NMSA.  Employee/sponsor must maintain 
control and records of all monies collected, monies due, and all purchase orders initiating 
the disbursement of District funds.  Purchases are subject to New Mexico Procurement 
Code and therefore, purchase orders must be submitted prior to the purchase of any 
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and all goods and/or services relating to the school’s fundraising activity.  Sponsors 
shall not pay bills from cash funds collected, personal credit cards, or without the use 
of a school/District approved purchase order.  The District Business Office must pay all 
invoices for goods and services received on behalf of the school/District and its 
fundraising activities and initiatives. 
 
 
 
The District:  
 
a. Reserves the right to stop payment on all fundraising activities in which the 

sponsor/vendor has neglected to follow district policy and procedures.  In these 
cases, a contract exists between the vendor and the employee sponsor. 

 
b. Will not be liable for any unapproved fundraising activities; and  
 
c. Will remove vendors from the “Approved List” for noncompliance with District 

policy and procedures. 
 
APPROVAL OF FUNDRAISING ACTIVITY: 
 
All fundraising activities must be approved, prior to ordering or receiving 
product/services.  It is the principal’s responsibility to ensure that all activities have been 
reviewed and approved prior to commencement of fundraising activities.  In addition to 
an “Activity Fund – Authorization and Annual Forms”, the “Request for Fundraiser 
Approval” form must be completed, and then submitted to the District Business Office by 
each sponsor/employee responsible for each individual fundraiser, prior to any 
fundraising activities.  
 
FUNDRAISING APPLICATION FORM (ACTIVITY FUND – AUTHORIZATION 
AND ANNUAL FORMS): 
 
The fundraising activity approval process is initiated by obtaining the school principal’s 
approval, devising an appropriate plan, and submitting a completed Activity Fund – 
Authorization and Annual Form, with signatures, to the District Business Office.  This 
form must be approved prior to any fundraising activity. 
 
The activity’s sponsor and sponsor’s contact information must be clearly identified, and a 
description of the activity and its purpose is required.  The funds generated by the activity 
must be used for the purposes illustrated and described on the Activity Fund – 
Authorization and Annual Forms.  NOTE:  under no circumstances can cash be given 
to participants, such as students or sponsors, in exchange for any fundraising activities 
that they have participated in. 
 
The sponsor’s and the principal’s signatures on the Activity Fund – Authorization and 
Annual Forms indicate that they have reviewed and understand the policies and 
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procedures pertaining to school fundraising activities and further, that they agree to abide 
by these guidelines. 
 
In the event that the activity does not have adequate funds to generate a purchase order, a 
request for “budget” may be indicated on the “Fundraising Form” with the beginning & 
ending date of the fundraiser.  Approved funding will be posted upon proof of viable 
activity.  Once adequate funds are deposited, or at the close of the activity (ending date) 
is reached, the “budget” will be reversed...  
 
Note that an organization is allowed to have on-going fundraising activities.  An activity 
is considered closed and completed when the guidelines in the Activity Fund – 
Authorization and Annual Form are completed as specified in the form’s “description of 
activity and fund purpose”. 
 
An activity is considered closed when: 
 
a. All collectable funds have been deposited; 
 
b. All products/services have been delivered in exchange for collected funds; and  
 
c. All disbursements have been made.   
 
NOTE:  The sponsor is responsible/liable for the safeguarding and monitoring of all 
activity assets (receipts and product).  This also includes all items not sold.  Beginning 
and ending inventory records must be maintained, and are subject to audit.  Future        
fundraising activities may be affected if the activity is not properly closed. 
 
Concession stand sales require product inventory records.  Beginning of the year 
inventory counts must be performed by the principal or designee/sponsor(s).  The 
quantity and a brief description of each item must be recorded and confirmed at the 
beginning of the fundraising activity, as well as at the end, or close of the activity, for 
each year that the activity is to take place.  There should be two individuals that confirm 
and certify these inventories by signing off on the inventory record. 
 
  


