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ASB Funds Tip Sheet

DO
· Double check the rules about raffles

· Use the budget process to teach good accounting principles

· Carry an inventory of Student Body supplies and equipment including athletic supplies

· Remember that ownership of all ASB purchases technically belongs to the district

· Get student approval for all Student Body purchases

· Know that trophies and other awards can be purchased with Student Body funds

· Remember that funds received as an honorarium for a school group (choir, band, debate) must be deposited as ASB funds

· Check your district policy regarding formal purchase orders requirements for Student Body expenditures

· Know that School District funds and ASB monies can share the expenses for student projects or activities

· Keep accurate records, Ask questions frequently

· Attend a WASBO (Washington Association of School Business Officials) workshop

 

DON'T
· Issue complimentary tickets for athletic events or other Student Body activities

· Deposit money in separate savings or checking accounts at a local bank

· Use ASB monies to send flowers to a person in the hospital

· Assume that sending student delegates to state or national conventions or other trips cannot be paid in part by Student Body funds

· Make major purchases without referring to the state bid law

· Accept citizen or group donations to the Student Body for scholarships without School Board approval

· Use Student Body funds to pay for students to attend summer athletic camps without checking WIAA rules

· Forget that a Principal/Advisor can overrule a student authorized purchase

· Hold a fund raiser for a scholarship fund without double checking with your business office

· Pay for services with cash

 

CHECK
· School district policies in place for ASB funds

· Students and staff involved in preparing ASB budget

· ASB budget submitted and approved by school district directors

· ASB fund raising activities (types) are submitted and approved by the School Board

· Procedures are established to have all collected funds be deposited intact

· That all disbursements have student approval

· ASB records are maintained for at least six years

· Separate records are maintained for each school in a multi-school district

· The State bid law is observed

 

Questions???
Check with your business office or

· WASBO 206-368-4706

· Gambling Commission 360-438-7654

· WA State Auditor's Office 360-586-4692

· AWSP 360-357-7951

WIAA 425-746-7102
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General Concepts on the Use of ASB Funds

 

Schools need to be aware of the following concepts, at a minimum to guarantee observing the spirit and intent of the rules and regulations related to the use of ASB funds.
 

All school districts should have policies in place related to the use of ASB funds.

 

These policies should cover the scope of the budget process and procedural authority for the collection and distribution of funds along with the specific rules related to depositing funds through the school district business office.

 

An organization of students with school staff assistance must annually develop an ASB operating budget with projected income and expenditures.

 

While this activity is a legitimate and practical learning experience for students, it forms the basis for all future budgetary decisions. Students should be involved in the collection and approval of budget requests. Coaches/directors and advisors should be able to provide realistic requests to student groups through the ASB advisor. The student government group must be provided with the necessary information to make informed fiscal decisions.

 

The proposed ASB budget, including the type of money raising activities must be submitted and approved by the local school directors.

 

ASB funds are considered public funds and the ASB budget requires school board approval the same as the regular school district budget.

 

It is important for the school board to be aware of the various money raising projects that will be employed to meet the expenditures. While gate receipts have provided an obvious source of revenue for high schools many schools are involved in additional fund raisers. All fund raisers should be carefully reviewed. Fund raisers should be designed to raise a maximum amount of money with built in safeguards to insure accurate and reliable records for the collection of money.

 

Fund raisers should provide an needed service, a worthwhile product or an event that can be supported by the community. Care should be taken to be sensitive to the various and diverse segments of any community. School directors are concerned about community support as well as product or event liability.

 

The disbursement of any funds must be to provide services or materials to current members of the Association Student Body.

 

Secondary ASB funds are used to purchase and supply a myriad of things from uniforms to membership fees with a wide range of specialized equipment for athletics and activities. All of the funds expended require a pre-approval through a budget item and a record of disbursement through the minutes of an ASB meeting.

 

NOTE: All schools should have clearly developed procedural accounting procedures and record keeping. It is the Washington Interscholastic Activities Association's opinion that once a budget is prepared by students and approved by the school directors. Particular restrictions placed on the use of these funds are those specific rules and regulations as part of a schools membership in the WIAA. The use of ASB funds to finance a school's team on some form of out of season participation or the payment of registration for teams or individuals at non-sanctioned events would be considered a school violation of WIAA rules and consequently, not an appropriate use of ASB funds.

 

ASB Funds are subject to special interpretation. It must be understood that there exists the caveat that all rules and regulations related to ASB funds are continuously being reviewed and subject to the legal opinions of state agencies.
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Common Issues from Audits

	Revenues
Deposits do not equal receipts

Payments made from receipts

Theft of cash

Staff personal checks in receipts

Receipts held to make change

Deposits not intact

Deposits not timely

Receipts not issued

Old checks in receipts

Staff holding cash/checks

Many voids on the cash register

Ticket reports always accurate to the penny

Large overages or shorts

Selling items on credit

Failure to follow up on bank corrections

Deposits into the wrong fund

Inventory remaining does not match sales report

 

Expenditures
No student approval

No phones bids for items costing $15,000 to $50,000

No public bidding followed for items over $50, 000

Negative ASB balance

IOU's in the cash box/ register

Personal checks in the cash box
	Expenditures~continued
Pre-signed imprest checks

Pre-signed Purchase orders

Curricular materials purchased with ASB funds

Invoices held in the building or with advisor

Imprest accounts with 1 signature

Monthly reports not reviewed

Expenditures exceed revenues

Not using purchase orders

Missing numbers in the purchase order file

Payroll payments from imprest

 

Accountability
Imprest doesn't match authorized amount

Outside checking accounts

Booster clubs without school board authorization

No reconciliation of change in inventory

No imprest account reconciliation

No inventory of school stores

No inventory of vending machines

Receipts don't match change in inventory

Receipts don't match change in tickets

Missing bank bags

Missing receipt books

Missing tickets from sequence

Missing imprest checks from sequence

Missing minutes of meetings

Receipts books not preprinted


 

 

Common ASB Questions

I am having a math competition in my classroom. I only need ten prizes, Could ASB funds supply the prizes?

No, ASB funds cannot be used for purposes that are solely curricular.

 

The sophomore class is having a homecoming dance. They only have $500 in their account. Cost for decoration, music, food, etc. is expected to be at least $1200. Can they have the dance?

Yes, the sophomore class would need to get a loan from another ASB activity, as approved by the group and the student council. They would then repay they loan after the dance.

 

Can ASBs hold fund raising drives for charitable purposes?

Yes, Charitable fund raising is possible when the students act in their private capacity. This nonassociated student body money is held in trust by the school district, and distributed to the charity after direct expenses are paid.

 

We are selling tickets for a school activity. Can I pay the contractual costs for the dance such as disc jockey and police supervision out of the cash receipts?

No, Deposit receipts must remain intact. Within limits you can make these payments with an imprest check. It is best to prepare a purchase order ahead of time and pay for services with a warrant.

 

Can ASBs accept donations from Booster Clubs and PTSAs?

Yes, The school board must recognize the donation in a regular meeting and the funds are now treated as public moneys.

 

Do we as ASB Executive Council and other student groups need to keep minutes?

Yes, Particularly when decisions are made to spend or raise money. The state examiner will ask to see these minutes during an audit.

 

I forgot my lunch money. Can the school treasurer cash a check for me?

No, Since this would break up deposit receipts it could not be allowed.

 

I'm taking a class to the museum for a lesson on history. Can I collect the $5.00 each per student, deposit in the history club account and have the ASB write a check for admission?

No, Depositing the money in an ASB fund causes it to governed by the ASB regulations. It is not allowed to use ASB money for solely curricular purposes. I could be allowed if open to all club members.

 

We are having a talent show. Can I just collect $3.00 each at the door without using numbered tickets?

No, Tickets will give an independent verification of the number of paying participants. This information will serve as documentation for the cash deposit.

 

Can the school board make rules for the use of ASB money that is more strict than state law?

Yes, as long as the local rules do not conflict with state WACs and RCWs.

 

 

http://www.wiaa.com/about/assoc/asb/quiz.html -   this is a quiz that has some questions and answers that are pretty common
