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�  Cross-Training Requirement 
There must be someone cross-trained to back up the secretary in accordance with the 
cut-off calendar to receipt in funds and submit monthly transmittals. This backup 
person must be identified and trained before a staffing gap occurs.  

I. Collecting Funds from Students 
Money Collection Form – Teachers, coaches, or sponsors who collect money from students for 
any purpose must use the Money Collection Form to account for and document funds collected from 
students.  
Documentation should include: 

• Name of student. 
• Amount of money paid by each student and date paid. 
• The purpose of the collections. 
• Name of teacher, coach, or sponsor. 
• Breakdown of money by checks or cash and total. 

 
Teachers, Coaches, or Sponsors must not hold any money in their classrooms or in their 
possession. 
Remit all money collected to the principal's office daily with the money collection form. These forms are 
available for download from the GCSD Business Office website: 
https://www.gcsd.us/business-office-gcsd-forms 
Teachers, Coaches, or Sponsors must not remit money without receiving a receipt. They must wait and 
watch the principal's designated staff member count the money and issue their receipt. 
 
The principal's office shall: 

1. Issue the receipt (white copy) to the teacher in the presence of the teacher. 
2. Write the receipt number on the money collection sheet, sign and date it, and give a copy to the 

teacher. 
3. Maintain a copy of the money collection form at the local school. 
4. Send a copy of the money collection form to central office with the Receipt Transmittal. 
 
 

CONCESSIONS OR STORES 

 
A Resale Items Inventory Reconciliation form should be submitted to the Business Office monthly 
for collections from stores, concessions, etc. for cash and inventory verification. The principal's 
office shall: 

1. Issue a receipt to the teacher in the presence of the teacher. 
2. Send a copy of the reconciliation form to the business office with a copy of receipts verifying 

deposits made. 
 
 

https://www.gcsd.us/business-office-gcsd-forms
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SCHOOL AND ATHLETIC EVENTS 

 
• Pre-numbered tickets must be used at any local school event for which a fee is charged for 

admission, and it is anticipated that the event will generate more than $100. 
• High School and Middle School Athletics: All pre-numbered tickets for athletic events will 

be accounted for by using the Athletic School Event Receipt form.  
• Elementary basketball games will be accounted for by using the Elementary Basketball 

Ticket Sales Form. 
• Non-athletic Events: All pre-numbered tickets for non-athletic events will be accounted for 

by using the Extracurricular Event Ticket Sales Form. 
• The School Event Receipt form must be completed in its entirety: 

◦ The School Secretary must attach the starting ticket to the form before submitting to the 
ticket taker. 

◦ The form must be signed by the ticket taker when the tickets and change cash, if 
applicable, are received. 

◦ After the event, the ticket taker must tally the number of tickets sold and count the cash 
on hand. 

◦ The ticket taker should notate any differences between how much cash is on hand and 
how much cash should be on hand. 

◦ The ticket taker must initial the form at the bottom verifying the ticket sales and cash 
amount before submitting to the Administrator in charge. 

◦ Any used tickets should be returned with the Event form to use as verification. 
• A separate form must be completed for each person selling tickets. 
• The Principal's Office shall: 
3. Issue a receipt to the sponsor of the event. 
4. Send a copy of the school event receipt form to the District Office Athletic Secretary with the 

first and last ticket. Include a copy as backup for the receipt when submitting transmittal. 

II. Activity Receipts 
A three-part receipt book with pre-numbered receipts (sequence designated by District Office) must be 
used to issue ALL receipts for General Activity Funds by the Principal's Office. 

• The receipt must be made out to the person (teacher, coach, student, parent, sponsor, etc.) 
remitting the money: 
◦ Receipts must be written clearly and legibly with a fine-point pen that will go through to the 

third copy. 
◦ Cardboard must be inserted to prevent writing from extending to other receipts below. 

 
Receipts shall contain at a minimum: 

1. Date of receipt (the date money was given to you). 
2. Name of Remitter (teacher, coach, student, parent, etc.). 
3. Amount of remittance. 
4. Type of payment (cash, check, or both). 
5. Description of what the money is for — be specific. Establish acronyms and be consistent — 

description will print on Marathon printouts. 
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6. Financial accounting code in entirety: Fund, GLC, Function, Program, Object. 
7. Full signature of the person receiving money. 
• All backup documentation must balance with the total on the receipt. Do not refund money from 

money collected; all refunds must be processed through accounts payable. 
• Do not cash checks for anybody. All cash and checks must match receipt documentation. 
• Issue a separate receipt for each type of money. (Example: instructional fees and a candy sale 

would not be combined for the same teacher — write two receipts to the same teacher, one for 
the fundraiser and one for instructional fees.) 

• Issue a separate receipt for each person giving you money. Do not combine two or more 
teachers even though it may be for the same type of money. 

• Original white copy goes to the person remitting the money (teacher, coach, student, parent, 
etc.). 

• Second yellow copy shall be remitted to the business office weekly with the transmittal report. 
• Third pink copy must remain in the bound receipt book and become a permanent record at the 

local school. The receipt book is subject to audit review and must be retained for the full 
retention period required by the State of Mississippi Records Retention Schedule for School 
Districts. 

• Receipts shall not be written by the person who needs the receipt. (For example, if the secretary 
is paying a fee for their own child, another person must be designated to issue and sign the 
receipt.) 

• If a receipt needs to be voided, do not scribble it out. Write "VOID" on the receipt and send the 
yellow copy with the transmittal to the Business Office. 

• If some receipts were accidentally skipped, do not change the numbering and do not go back to 
use them later. Write "VOID" on the unused receipts, account for them on the transmittal with a 
note that they were not used in sequence, and send the yellow copy with the transmittal to the 
Business Office. 

• Funds collected from teachers for teachers must not be deposited in school accounts. 
• Receipts must be entered into the accounting software in the month they are received by the 

Business Office. 
• The Business Coordinator will enter the monthly bank interest earned in each Activity Fund after 

reconciling the account. 
• If a check is returned for insufficient funds, the bank will forward a legal copy of the check to 

CheckRedi for recovery: 
◦ If the person who wrote the check comes in to pay for the insufficient funds, direct them to 

CheckRedi. 
◦ If they insist on paying at the school, DO NOT RECEIPT IN THE MONEY. The money must 

be deposited separately on its own deposit slip. A notation must be made on the deposit slip 
that it is an NSF repayment. 

◦ Notify the Business Coordinator immediately and send the yellow copy of the deposit slip to 
the Business Office. 

◦ The Business Coordinator will notify CheckRedi that collection is no longer necessary. 
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III. Deposits 
• All receipts must be deposited daily. 
• After-hours/night deposits should be taken to the bank in the issued locked bag and left until the 

next business day: 
◦ The School Secretary will pick up the bag the next day, open the locked bag, and count the 

cash. 
◦ A signed school event form should always accompany a night deposit. 
◦ The School Secretary will issue a receipt to the remitter who signed the school event form. 

• Purchases/payments must not be made with money collected. All money collected must be 
receipted, deposited, and requisitioned back out to pay expenditures through Accounts Payable. 

• Deposit slips must have the beginning receipt number through the ending receipt number 
written on the face. If receipt numbers are not sequential, each receipt number should be listed 
on the face of the deposit slip. 

• Do not split a receipt between two deposit slips. 
• Write the school name on the deposit slip. 
• Deposit must show the cash amount and the amount of checks separately. 
• An adding machine tape listing the amount of coins, currency, and checks — in this order — 

must accompany the deposit slip to the bank, along with checks stamped "For Deposit Only, 
[District Bank Account Name], [Bank Account Number]." 

• The yellow copy of the deposit slip (in date order), along with yellow receipt copies and backup 
documentation, must be sent to the Business Office at the end of each week with the transmittal 
report. 

IV. Transmittals 
Transmittals are due to the Business Office weekly. The final transmittal for the month is due no later 
than 5 working days after the last working day of the month, regardless of what day of the week it falls 
on. Activity Funds are reported to the Board each month, as required by the State Department of Audit. 
 

1. Complete the transmittal in its entirety. The GL Code should always be 800 unless the receipt is 
for redeposited athletic change, in which case the GL Code will be 103. 

2. Include any voided receipts. Receipts should be listed in numerical order. 
3. Complete the function recap at the bottom of the transmittal. 
4. Include the yellow copy of receipts in receipt number order and attach them to the 

corresponding yellow deposit slip. 
5. Receipt documentation must be attached to receipts — includes money collection form, school 

event form, field trip collection form, store/concessions sales form, check copies, etc. 
Documentation must balance with receipt. 

6. Run adding machine tape of deposit slips in date order. Tape total should equal Transmittal 
total. 

7. Receipts, deposits, and the detailed receipt report must balance before sending to the Business 
Office. 

8. Do not mix months on the transmittal. If the last day of the month falls on a Wednesday, only 
show Monday through Wednesday on the last transmittal and start a new transmittal for 
Thursday. 
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Activity Fund Transmittal Calendar 

FY 2026–2027 

Transmittal reports are due weekly. Transmittals for the last week of the month are due to the 
Accounting Specialist by the following dates: 
 

June Transmittal (FY26) –  July 08, 2026 January Transmittal –  February 05, 2027 

July Transmittal –  August 07, 2026 February Transmittal –  March 05, 2027 

August Transmittal –  September 08, 2026 March Transmittal –  April 09, 2027 

September Transmittal –  October 07, 2026 April Transmittal –  May 07, 2027 

October Transmittal –  November 06, 2026 May Transmittal –  June 07, 2027 

November Transmittal –  December 07, 2026 June Transmittal (FY27) –  July 08, 2027 

December Transmittal –  January 11, 2027  

 

Transmittal Reports Should Include: 
Receipts: 

• Yellow copy of receipts and all documentation required (check copies and money collection 
forms) — attach documentation to the receipt. Put in receipt number order. 

• Yellow copy of deposit slips together with the white bank receipt slip with receipt numbers and 
your school initials written on them. Put in date order. Run a tape. Receipt totals should match 
the deposit slip. Deposit slip totals should match Transmittal total. 

• Transmittals must be recapped by function. 
 

⚠  Accuracy Reminder 
Accuracy is essential. Staff are responsible for the completeness and 
correctness of all transmittal submissions. You are accountable for your work. 
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V. Disbursements 

Purchasing Guidelines 
• Activity funds must adhere to the same purchasing guidelines as all other expenditures. 
• All expenditures shall have an approved purchase order before orders are made. 
• We do not operate petty cash funds. All disbursements must be made using pre-numbered 

checks through Accounts Payable. 
• The Revenue and Expenditure budgets of all Activity Funds will be projected during the Fiscal 

Year Budgeting process. Expenditure budgets will be reviewed periodically. Available cash will 
be verified when requisitions are entered. 

⚠  Activity Funds were designed for the purpose of the student. The State Department of 
Audit is firm on this precept. 

 

Allowable Activity Fund Purchases 
Per the State Audit Manual, activity funds may be expended for: 

• Necessary expenses or travel costs incurred by students and chaperones attending in-state or 
out-of-state school-related programs, conventions, or seminars. 

• Commodities, equipment, purchased services, or school supplies deemed beneficial to the 
official or extracurricular program of the district. 

• Items that may subsequently become personal property of individual students, including 
yearbooks, athletic apparel, book covers, and trophies. 

• Travel expenses of school district personnel. 
• Maintenance of buildings and grounds only if it is a student project. 
• Student incentives (not rewards and not gift cards). 
• Instructional supplies for the classrooms. 
• Equipment if deemed for the benefit of the students. 
• Travel for students and their chaperones (including advances) attending any in-state or out-of-

state (board-approved) school-related programs, conventions, or seminars. 
• Purchased services if deemed for the benefit of the students. 
• Staff development including meals (must provide a copy of the agenda and staff sign-in sheet). 

 

Un-Allowable Activity Fund Purchases 
• Gift cards. 
• Coffee for staff (except for staff development meetings). 
• Staff appreciation dinners, awards, etc. 
• Voluntary worker appreciation dinners, recognition, or awards. 
• Flowers for staff (sickness, deaths in family, secretary's day, etc.). 
• Pass-Through Donations — fundraisers or donations for individuals not meeting state law 

criteria. Donations for disaster relief or programs such as Angel Tree are not allowed. However: 
◦ Donations can be made on behalf of or in connection with a tax-exempt 501(c)(3) 

organization (excludes churches). 
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◦ The approved fundraiser request must indicate funds are being raised in conjunction with 
the tax-exempt organization. 

• Scholarship funds or payments. Scholarships must be paid directly to recipients by the outside 
organization (e.g., Coca-Cola or Kiwanis) and not handled through school funds. 

• Any type of employee compensation — all salary must be paid through District Office payroll for 
tax withholding and reporting. 

• Paying a bus driver directly from Activity Funds. 
• Paying an employee for extra time from Activity Funds. 

 

Refunds to Parents 
• State the reason for refunds in the body of the requisition; code the requisition against the 

revenue originally used when money was received. 
• A copy of the original receipt or money collection form showing where the student initially made 

a payment, along with the reason for the refund, will be used as the invoice. 
 

Common Disbursements and Coding 
• Use function 1910 for all athletic related activities. 
• Use function 1920 on requisitions for non-athletic activities. 
• Use object 810 for field trip admissions and object 442 for charter bus rental. 
• Use object 610 for student incentive expenditures. 

 

Athletic Cash Change 
• Use code 11xx-103-0000-501-000-XX for athletic cash change. 
• A Request for Athletic Custodial Change form should be completed and signed by both the 

Athletic Director and Principal. 
• The claim should be payable to the person designated by the Athletic Director or Principal. 
• The designated custodian of change will pick up the check from the Accounts Payable office 

and must sign the Athletic Custodial Change form indicating responsibility. 
• Upon redeposit, the change should be receipted back to the same code used to write the check. 

 

Athletic Meals 
• Use object 610 for meals before or after home games. 
• For away games, use object 581 for meals. 
• The requisition for athletic meals must be written to the restaurant. 
• A receipt for the meal and copy of the purchase order must be submitted to Accounts Payable 

within three (3) days of the meal date. 
• The receipt should equal the amount of the purchase order. 
• If the receipt was less than the purchase order, a copy of the receipt issued by the School 

Secretary for the change from the restaurant must also be submitted to Accounts Payable. 
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Statewide Athletic Pass Request 
• All passes are $40. 
• Superintendents, Assistant Superintendents, Athletic Directors, Principals, Assistant Principals, 

Band Directors, Choral Directors, Cheerleader/Dance Sponsors, Coaches, and all spouses of 
those listed must apply through DragonFly to receive a statewide pass. 

• The DragonFly app must be on their cellphone to enter the gates. 
• Please see the MHSAA Handbook for complete instructions for both new and renewal pass 

applications. 
 

Athletic Gate Workers and Extra Security 
• Athletic Extra Duty and Security is not paid through Activity Funds due to tax reporting and 

withholding; however, the cost is reimbursed to GCSD. 
• The Business Office will send an invoice to the Athletic Director. The secretary will process the 

reimbursement as a Direct Pay using transfer out function 7120 and object 990. 
• The check will be deposited in District Maintenance with the transfer in function 6720. 

 

Budget Amendments 
• All deposits appear on the budget line with function 1920 and object 610. If needed elsewhere 

within the program, a budget amendment should be submitted electronically in Marathon. 
• Amendments cannot be made between different program codes since each program has its 

own cash code. If funds are needed in a different program code, an Activity Request for Inter-
Program Funds Transfer Form must be submitted to the Business Administrator. If approved, a 
journal entry and budget amendment will be made. 

 

VI. Fundraisers 
• All fundraising events must be board approved before the fundraising event begins. 
• This applies to school-sponsored fundraisers and outside organizations, such as PTO/PTA and 

Booster Clubs. 
• Fundraisers include: 

◦ Collection of funds to make a profit for the benefit of students. 
◦ Collection of funds to donate to a 501(c)(3) organization. 

• Workbook fees and Activity Fees shall be board approved every year by submitting the Activity 
Fee Approval Form to the Superintendent's office. 

• Instructional fees are subject to the Hardship Waiver policy. 
• Schools shall complete the Fundraising Request Form: 

◦ The request form must be completed in its entirety. 
◦ If the fundraiser includes the sale of food items during the school day, the form must be 

approved by the Child Nutrition Director. 
◦ Once the fundraising request is approved by the principal, the form should be submitted to 

the Superintendent's office for approval by both the Superintendent and Board. 
◦ The school will receive notification from the Superintendent's office once the Board 

approves the fundraiser. 
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• After the fundraiser is complete, the fundraising coordinator must complete and submit a 
Fundraiser Reconciliation Report to the Principal: 
◦ The Principal should review and sign the report to evaluate the fundraiser's success. 
◦ The completed form should be submitted to the Accounts Payable Clerk within five business 

days of the completion of the fundraiser. 
• All funds from a school fundraiser must be deposited into the school's activity fund. 
• Funds from an outside organization-sponsored fundraiser will not be deposited by the school. 
• For sales and rentals to students used as a fundraiser, a disclosure statement must be made 

available which states: "Notice, this sale is being conducted as a fundraising event and a portion 
of the sales price will be contributed to the local student activity fund." 

• School employees must not serve as treasurers or handle any money for outside organization-
sponsored fundraisers. 

• Concession stands for school events and athletic events not run by Booster Clubs must also 
complete a Resale Items Inventory Reconciliation report or a Snack Sales Tally Sheet after 
each event or season. 

VII. DragonFly 
• DragonFly is used to pay our Middle and High School athletic officials. 
• The DragonFly account will be replenished electronically. 
• To add funds to the DragonFly account, a DragonFly Request to Transfer Funds form should be 

completed and signed by the Athletic Director using code FUND-103-0000-PROG.-000-XX as 
the expense code. 
Journal Entry: Debit Fund-103 / Credit Fund-101 

• Upon receiving the signed request, the Business Coordinator will transfer the funds. 
• Funds take 48 to 72 hours to transfer from the General Activity Bank account to the DragonFly 

account. 
• Payments to officials will be made electronically within two business days after the game: 

◦ Athletic Directors (AD) or designee will see who is assigned in DragonFly and print vouchers 
for each official to sign at the game. 

◦ After the game, the school secretary will forward the voucher to the Athletic Director at the 
District Office. 

◦ The AD will sign the vouchers, approve them to be paid in DragonFly, and forward the 
voucher to the Accounts Payable Clerk. 

◦ The Accounts Payable Clerk will verify that the signed voucher matches the information in 
DragonFly and submit for electronic payment. 

◦ If an alternate official shows up, the AD must contact the assignor to remove the original 
official and input the actual official who worked. The alternate official cannot be paid until the 
assignor makes this change. 

◦ Only officials assigned through DragonFly will be paid. 
• Once a month the Business Coordinator will run a DragonFly report and create a journal entry to 

record payments made to officials. 
• If DragonFly funds need to be replenished, a new request will be submitted. 
• A spreadsheet will be sent to the Athletic Director for the middle and high school at year end or 

sooner if requested. 
• The DragonFly account, spreadsheets, and general ledger should always reconcile with each 

other at the end of the month. 
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VIII. Field Trips 
Field trips are requested and approved by submitting a Field Trip Request Form to the Superintendent's 
office. All overnight trips require School Board approval. 

• The Superintendent’s office forwards the form to the Transportation Department to check if a 
bus is available. The Transportation Department must have a roster and seating chart before 
the Bus Permit Form will be issued. 

• If approved, the form will be returned to the Superintendent’s office.  
• The Superintendent’s office will approve or disapprove the trip and send a copy to the schools, 

unless board approval is needed for an overnight trip.  
• A Bus Permit Form is created by the Transportation Department and given to the assigned bus 

driver.  
• After the trip, the bus driver will complete the Time Sheet section and the Odometer Reading, 

and give the Bus Permit Form to the school for sponsor and principal signatures. 
• The school should then send the form to the Transportation Office. 
• The Transportation Office will process extra duty pay for the bus driver. 
• The Transportation Department should send a copy of all trip forms to the Accounting Specialist 

at the Business Office. 
• The Accounting Specialist will invoice schools for reimbursement. 
• Every Activity field trip using a bus and bus driver must be reimbursed to GCSD, regardless of 

internal or external funding source. Exceptions include Athletic, Band, JROTC, and CTE 
required trips – however, Band, JROTC and CTE regular field trips must still be reimbursed. 

 

�  Field Trip Reimbursement Rates 
Reimbursement is $2.00 per mile driven (subject to change upon Board approval), 
plus the driver's salary of $16.00, plus FICA and Workers' Compensation. 
 
Note: FICA and Workers' Compensation rates are subject to change. 
The Business Office will update Field Trip forms and send an email notification 
when and if any rates change. 

 
• For all employees: if time will be missed from their primary job/position, a professional leave 

form must be submitted in order for a leave record to be entered. 
• If a chartered bus is to be used: their contract must be Superintendent-approved prior to 

travel. All funds are paid to the chartered bus company after the trip. 
• Requisitions: An approved Field Trip Request Form should be attached in Marathon for all field 

trip-related expenditures. Trip details including the date, group, and approval date should be 
included in the requisition. Include in the requisition top section as well as a line item in the 
requisition body. 

• Field trip meals: if at all possible, choose a vendor that accepts purchase orders. If a purchase 
order is not accepted, custodial cash can be requested using the Request for Field Trip 
Custodial Cash form. 
◦ The claim should be payable to the person designated by the Principal. 
◦ The designated custodian of change will pick up the check for student meals from the 

Accounts Payable office and must sign the Custodial Cash request form indicating 
responsibility. 
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◦ All receipts and change must be turned in to the school secretary upon returning from the 
field trip. 

◦ The change should be receipted back to the same code used to write the check. 
◦ The school secretary should upload a copy of the receipts to the claim in Marathon and 

send the receipts to the Accounts Payable department to be attached to the original vendor 
claim. 

Field Trip Payment Policies: The practice of only accepting cash for field trip payments is not 
allowed. We are required to offer parents more than one payment option. We accept cash, check, and 
money orders. Limiting payments to cash creates several concerns: 

• Lack of financial transparency — Cash-only collections increase the risk of funds being lost, 
mishandled, or unaccounted for. 

• Potential audit findings — Our auditors specifically question cash-only transactions because 
they limit accountability and create opportunities for fraud or misappropriation. 

• Compliance and internal controls — District policy requires proper documentation and 
traceability of all funds collected from students and parents. Cash-only payments do not meet 
those standards. 

Please ensure that all communication to parents reflects multiple acceptable payment methods.  

Field trip payments are Non-Refundable, unless the trip is canceled by the school.     

• Going forward, please ensure that all communication to parents clearly states that 
payments are Non-Refundable.  

• Money collected for a field trip should be recorded on the Class Field Trip Collection Sheet or 
Money Collection Sheet. Money should be turned in to the school secretary daily. Forms are 
available at: https://www.gcsd.us/business-office-gcsd-forms 

• See district policy IFCB (Field Trips) for further guidance. 

Records Retention 
All activity fund records — including receipt books, transmittals, deposit slips, money collection forms, 
reconciliation reports, and supporting documentation — must be retained in accordance with the State 
of Mississippi Records Retention Schedule for School Districts, as published and updated by the 
Mississippi Department of Archives and History. 
 
Staff responsible for activity fund records should familiarize themselves with the applicable retention 
periods for each record type. Records must not be destroyed before the applicable retention period has 
passed, board approval had been received, and must be made available upon request during audits or 
reviews by the State Department of Audit. 
 

�  Records Retention Reference 
Refer to: State of Mississippi Records Retention Schedule for School Districts 
(Mississippi Department of Archives and History). 
 
Contact the Business Office with any questions about applicable retention periods. 

https://www.gcsd.us/business-office-gcsd-forms


GCSD Activity Funds — Section 5 FY 2026–2027 

George County School District | Page 13 

 
X. Forms 
Required forms are inserted at the end of this section. All forms are also available for download from 
the GCSD Business Office website:https://www.gcsd.us/business-office-gcsd-forms 

https://www.gcsd.us/business-office-gcsd-forms
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