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Purpose: 

This document is intended for new Class / Club Advisors who will be dealing with student funds 

through the Student Activities Account (SAA).  It is also intended to inform existing advisors of 

any new or updated SAA policies. 

 

 

What are the Student Activities Accounts? 

The SAA are student monies held in trust by the school, for the benefit of the students.  These 

funds are completely apart from regular school budget monies.  There are many regulations 

regarding our custodianship of these funds and the procedures that follow are framed by those 

regulations. 

 

 

Creation of SAA sub-accounts: 

If a club is formed where students will need to do financial transactions, the principal can 

approve the creation of an account for that club in the Student Activities Account.  Also, each 

new “class,” such as the Class of 2014, has an account created for it to make deposits of monies 

and withdrawals / payments. 

 



Deposits: 
 

All incoming monies MUST be deposited into the Student Activities Account.  It is not permitted 

for clubs to make cash payments out of incoming monies before depositing the net income.  ALL 

incoming monies need to be deposited and such deposits should be as prompt as possible.  If the 

event is a multi-day collection of monies, the incoming monies can be kept locked in the school 

safe (see school secretary).  Do NOT leave monies in classrooms / file cabinets, particularly if 

the deposits include personal checks (risk of theft, including identity theft).  If the collection of 

monies will be on-going, do not let monies build up for more than a week before preparing a 

deposit (again, the monies should be locked in the safe until the deposit is ready). 

 

Procedures for Deposits: 
A student representative or faculty advisor should prepare a SAA Deposit Slip and organize the 

funds being deposited.  The “source of money” line should be an explanatory reference of how / 

why the money was collected (such as “Tee shirt sales,” “prom ticket sales,” “NHS dues,” and 

the like).  Bills (paper money) and coins should be totaled and listed separately.  If appropriate, 

such as for Tee shirt / Yearbook / Event ticket sales, the students who paid cash should be listed 

on the reverse side of the deposit slip.  This serves as a way to double-check who paid for what. 

 

Handling of cash deposits: 
Please arrange bills so that all bills are face-up / head-up (for ease of counting).   If the deposit 

involves a lot of cash, it is recommended that you include a breakdown of how much is being 

deposited in each denomination ($1’s, $5’s, $10’s, $20’s, and so on), as this assists the 

accountant in double-checking your count.  Please do not fold cash.  Use an envelope, rather than 

handing off loose cash.  Do NOT leave cash deposits in the accountant’s office mail box.  Cash 

deposits should be delivered personally or left with the school secretary in the main office, to be 

locked in the school safe (with a note in the accountant’s mailbox as a reminder). 

 

Coins, if there is a large amount, need not be rolled, but that does help both the accountant and 

the bank teller.  If there is a “pass the bucket” / “penny wars” sort of fundraiser, those buckets of 

coins can be counted by the automatic coin machine at the bank (saving everyone a lot of time).  

An advisor should arrange such deposits with the school accountant (as the deposit will need to 

be made at that time). 

 

Depositing Checks / Money Orders: 
Please inspect all checks for agreement between the amount written in numerals and in words.  

The Payee should be “South Hadley High School” or “SHHS.”  Your club / class MUST be 

written on the Memo line.  Remove any staples that may have been used to attach checks to 

paperwork. 

 

Check makers should be listed on the back of your deposit slip, in the order of the checks.  Since 

the bank will scan every check at the time of the deposit, please keep the number of checks per 

deposit “reasonable,” generally no more than twenty per deposit (this is to help the teller at the 

bank process the deposit).



 

Payments / Withdrawals: 
 

Withdrawals from SAA accounts are to be made for “club / class” purposes, only.  Payments / 

withdrawals can be made by three methods: a check from the SAA funds, by a town Treasurer’s 

Office check, or by a Purchase Order, followed later by a town Treasurer’s Office check. 

 

SAA checks: 
Small payments can be made via check from the SAA checking account.  These checks are 

limited to amounts of less than $1000.  A Withdrawal Request form must be prepared, including 

advisor and student representative signatures, and a bill for the item.  Occasionally students / 

faculty advisors will make out of pocket payments for items and will need reimbursements.  

Receipts are required for all reimbursements.  For amounts over $500, such reimbursements will 

be processed through the town Treasurer’s Office (but are submitted in the same manner as small 

check requests). 

 

Treasurer’s Office checks: 
Treasurer’s Office checks will be used for requests of $1000 or more.  Again, a withdrawal 

request, with advisor and student signatures and bills / receipts are prepared and submitted to the 

SAA Accountant for processing.  Town checks require about three weeks processing time, so 

please plan accordingly. 

 

Purchase Orders: 
For large payments a Purchase Order should be prepared.  This is a legal binding contract 

between the school department and the vendor, with payment made after the item has been 

received by us or after events such as the Prom / Cotillion, when a final bill / amount owed is 

determined.  Please see the school secretary for preparing POs and start the process well in 

advance of when payment will be needed.  When determining an estimated bill, it is advised that 

you “over-estimate” as it is easier to revise a PO for a smaller amount than it is for a larger 

amount. 

 

The SAA accountant is required to sign off on all PO requisitions to indicate that your club/class 

will have sufficient funds to pay the bill when it is received. 

 

If an event is to be paid via a PO, you still must submit a withdrawal request after the event, to 

the SAA accountant; include the PO number on the withdrawal request. 

 

All bus trips require that a PO be done for the bussing costs. Please schedule the bus and get a 

quote through our regular bus process, then prepare the requisition to get a PO done. (See the 

school secretary if you have questions on how to do this.) 

 

Please note that the town has sales tax exempt status (# E 046 001 303).  A copy of this 

certificate is available (see Matt Whitney / PaulaJean).  Please use this whenever possible.  The 

town cannot reimburse or pay for the sales tax portion of withdrawal requests. 

 

Regarding the use of personal credit cards to purchase “big ticket” items and then requesting 

reimbursement:  This process is frowned upon as many credit cards earn the bearer “points / 



rewards” which violates the spirit of the SAA monies held in trust for the students.  (When you 

earn points/rewards for using a credit card, you have received a personal benefit from the use of 

student funds….hence the audit issues that can arise.) Whenever possible, “big ticket” items 

should be paid for by the PO process. 

 

If student funds are to be used to pay for services, such as for work done as a lighting technician 

for a school performance, the town requires us to have a W-9 tax form on file as this constitutes 

“income,” and may be liable to have taxes withheld (or at least be reported to the IRS).  A 

Contractor Status Acknowledgement Form may also be needed, to determine if they should be 

paid on payroll with tax withholding or through the warrant process with no tax withholding. 

Please see the school secretary to get a W-9 or a Contractor Status Acknowledgement Form. 

 

Any vendor being paid for the first time by the Town will need to complete a W-9 tax form in 

order to get set up in the accounting system. 

 

 

Fundraisers: 
 

If your class / club wishes to do a fundraiser, there are several regulations that you must adhere 

to.  Fundraisers are restricted to only one or two per year per organization and MUST be pre-

approved by the principal.  Upon completion of the fundraiser, a Fundraiser Financial Report 

must be submitted to the SAA accountant. 

 

 

Not Sufficient Funds Checks: 
 

If your class / club accepts a check that later turns out to be “lacking sufficient funds,” the maker 

of the check will need to be contacted.  The town Treasurer’s Office will inform us of any 

instances of NSF checks so that the benefit of the check can be withheld from the maker (such as 

denying access to the prom until restitution on the check is completed).  NSF checks can be 

cleared only using cash or money orders, and must include an additional $25 service fee.  As the 

advisor for the group, you will be contacted in these instances. 

 

 

Waivers for Free/Reduced Lunch Students: 
 

If you have a student(s) who you feel cannot afford to pay the cost/fee of a program you are 

advising, you may speak to the Principal about having the cost/fee waived or reduced. There is 

not a source of money to pay for that student; we merely don’t make the student pay. This means 

that in preparing an overall budget, you should presume that you will need to have some number 

of waivers. 

 

In order for the Principal to know the student’s Free/Reduced status, the family would have had 

to complete and return an Information Sharing Form with their Free/Reduced Lunch application, 

so that the lunch program can share their status with the Principal and other relevant adults. If a 

student says they are free/reduced lunch but the Principal cannot verify that to waive/reduce a 

cost/fee, it could be because the family did not return the Information Sharing Form. That form 

can be sent in at any time during the year. 



 

Every effort should be made to be sure that student officers/treasurers/club members do not 

become aware of a student who is given a free/reduced waiver or reduction. 

 

There is a “Financial Assistance” account that often is used to supplement payment for events 

such as the prom, cotillion, and such.  A Transfer Funds slip should be prepared by the Advisor 

to request the approved funds to be transferred from Financial Assistance to the club / class 

running the event. 

 

 

 

Important Dates for Advisors 
 

Sept: need Cotillion PO (Senior Class) 

Oct: need cap and gown PO  (Senior Class)  

Jan: need prom PO  (Junior Class) 

March: fill out transfer paperwork for surplus funds  (Senior Class)  

April: Prepare PO for payment of Prom (Junior Class) ... over-estimate cost ... will adjust later. 

April: need field day / senior banquet PO  (Senior Class)  

May: need to be sure all POs prior are completed  (ALL  classes and clubs) 

May/June: transfer to yearbook to cover those on senior dues    (Senior Class) 

May: Optional: Senior class makes a "gift" of $500 to the incoming freshman class to help pay 

for orientation. Future classes may opt not to do this.  (Senior Class)   

May: Senior class gift is a May/June issue but doesn't require PO  (Senior Class) 

Other dates that may not need SAA oversight: 

Cap and Gown measurement   Sept/ Oct (don’t forget outside placements) 

Baccalaureate speaker/ officers speeches (a teacher or influential parent) 

Grad speaker/ president speech (someone outside of the school and needs to be set up before Feb 

break if not earlier) 

Senior football concessions- how many games to do and at what price? (see Michelle) 

Junior basketball concessions 


