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The Loudonville-Perrysville Exempted Village   
School District 
 
 
 
 

 
Dear Stakeholders, 
 
The policies and procedures contained herein are intended to safeguard students and faculty, as 
well as district financial resources.  All principals, coaches, activity advisors, and non-school 
organization officials should review the topics addressed in this publication. 
 
We hope you find the content helpful when attempting to conduct fund-raisers and other events 
within our District. 
 
 
      Sincerely, 
 
 
 
      Marie Beddow, 
      Treasurer 
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LOUDONVILLE-PERRYSVILLE EVSD
STUDENT ACTIVITY FUNDS

2016-2017

200 921A FOREIGN LANGUAGE CLUB

200 932A F.C.C.L.A. (F.H.A.)

200 933A F.F.A. 

200 943A DANCE TEAM 

200 961A LHS STUDENT COUNCIL

200 961B JR. HIGH STUDENT COUNCIL

200 962A ACADEMIC CHALLENGE 

200 966A COUNCIL FOR EXCEPTIONAL CHILDREN-C.E.C. CLUB 

200 967K CLASS OF 2016

200 967L CLASS OF 2017

200 967M CLASS OF 2018

200 967N CLASS OF 2019

200 967O CLASS OF 2020

200 969A REDBIRD

200 971A HONOR SOCIETY

200 973A LEO CLUB 

200 974A SKI CLUB 

200 975A JOB SKILLS GROUP LHS 

200 976A LHS PROM FUND

200 977A LHS ROBOTICS TEAM

300 913A DRAMA CLUB 

300 940A MUSIC DEPARTMENT 

300 950A ATHLETIC FUND - HIGH SCHOOL

300 950B ATHLETIC FUND - JUNIOR HIGH

300 968A YEARBOOK FUND HIGH SCHOOL
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OHIO ETHICS COMMISSION

Ann Marie Tracey, Chair 8 East Long Street, 10th Floor
Ben Rose, Vice Chair Columbus, Ohio 43215

Telephone: (614) 466-7090
Fax: (614) 466-8368

David E. Freel, Executive Director Web site: www.ethics.ohio.gov

Serving Ohio Since 1974

INFORMATION SHEET: ADVISORY OPINION NO. 2008-01
SCHOOL OFFICIAL OR EMPLOYEE RECEIVING

SUPPLEMENTAL COMPENSATION FOR COACHING

What is the question addressed in the opinion?

Does the Ethics Law prohibit a school employee, who is compensated by the board of
education to serve as a coach or provide support for a school-related activity, from
receiving compensation for the same services from any other source, including a booster
group or other school support organization?

What is the answer in the opinion?

Yes. The Ethics Law and related statutes prohibit a school district employee from
receiving compensation from any other source in exchange for the performance of the
duties that the district board of education has authorized the employee to perform.

The law does not prohibit a booster group, school support organization, or other source
that supports activities of a school district, from making a voluntary gift to the district.
The district can use the donation in whatever way it chooses, within the limitations in the
Ethics Law discussed in this opinion.

To whom does this opinion apply?

This opinion applies to any school district, educational service center (ESC), or community
school official or employee who is paid by the district, ESC, or community school to provide
coaching or other support to school-related activities.

When will the conclusions of the opinion become effective?

The opinion became effective, with changes requested, upon acceptance by the Commission.

For More Information, Please Contact:

David E. Freel, Executive Director, or
Jennifer A. Hardin, Chief Advisory Attorney
(614) 466-7090

THIS SHEET IS PROVIDED FOR INFORMATION PURPOSES.
IT IS NOT AN ETHICS COMMISSION ADVISORY OPINION.

ADVISORY OPINION NO. 2008-01 IS ATTACHED.
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OHIO ETHICS COMMISSION

Ann Marie Tracey, Chair 8 East Long Street, 10th Floor
Ben Rose, Vice Chair Columbus, Ohio 43215

Telephone: (614) 466-7090
Fax: (614) 466-8368

David E. Freel, Executive Director Web site: www.ethics.ohio.gov

Serving Ohio Since 1974

Advisory Opinion
Number 2008-01
April 11, 2008

Syllabus by the Ohio Ethics Commission:

(1) Division (A)(1) of Section 2921.43 of the Revised Code prohibits a public
servant from soliciting or accepting, and prohibits any person from
promising or giving a public servant, except as allowed by law, any
compensation: (a) to perform his or her official duties; (b) to perform any
other act or service in his or her public capacity; (c) for the general
performance of the duties of his or her public office or public
employment; or (d) as a supplement to his or her public compensation;

(2) R.C. 2921.43(A)(1) prohibits a school district employee who is
compensated by the district to provide coaching or other services in
connection with any school-related activity from also accepting payment
for the same services from any other person, including a booster group or
other school support organization;

(3) R.C. 2921.43(A)(1) prohibits any person, including a booster group or
school support organization, from promising or giving compensation to a
school district employee for coaching or other services provided by the
employee in connection with any school-related activity;

(4) The Ethics Law and related statutes do not prohibit any person, including
a private organization that supports activities of the school, from making a
voluntary gift or endowment to the district for use as the district chooses,
subject to limitations in the Ethics Law discussed in this opinion;

(5) The conclusions in this opinion apply to officials and employees of all
city, local, exempted village, joint vocational, municipal, and cooperative
education school districts and educational service centers, and any
community school operating pursuant to a contract as described in Section
3314.03 of the Revised Code.

* * * * * *
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Opinion No. 2008-01
April 11, 2008
Page 2

You have asked several questions pertaining to the source of payments for school district
employees performing coaching and other services in connection with sports and other school-
related activities. You have asked about the application of the law to a number of different
employees paid by the district to provide services under supplemental contracts as permitted by
state law: (1) teachers; (2) non-teaching employees; (3) administrators; (4) supervisors; and (5)
management-level employees.

Specifically, you have asked whether the Ethics Law and related statutes prohibit school
district employees, who are paid by the district to perform coaching and other services, from also
receiving compensation from a booster group or other school support organization to perform the
same services.

Supplemental Compensation—District Officials and Employees

The supplemental compensation law, R.C. 2921.43(A), applies to any “public servant,”
which includes any school district official or employee, including an athletic coach,
administrator, supervisor, management-level employee, or teacher, regardless of his or her duties
and responsibilities. R.C. 2921.01(A) and (B); Ohio Ethics Commission Advisory Opinions No.
93-017 and 2001-04. R.C. 2921.43(A) provides that no public servant shall knowingly solicit or
accept and no person shall promise or give a public servant either:

(1) Any compensation, other than as allowed by . . . law, to perform the public
servant’s official duties, to perform any other act or service in the public
servant’s public capacity, for the general performance of the duties of the
public servant’s public office or public employment, or as a supplement to
the public servant’s public compensation;

(2) Additional or greater fees or costs than are allowed by law to perform the
public servant’s official duties.1

In order to apply R.C. 2921.43(A)(1) to a situation where a public servant is offered or
given something of value, two elements must be established. First, it must be determined
whether the thing of value is compensation. Second, it must be determined whether the
compensation is being promised or given to the public servant for any of the following purposes:

(a) To perform his or her official duties;
(b) To perform any other act or service in his or her public capacity;
(c) For the general performance of the duties of public office or employment; or
(d) As a supplement to public compensation.

1 There are three specific exceptions to this provision, set forth in R.C. 102.03(G), (H), and (I). The exceptions
apply to campaign contributions, honoraria, and travel expenses and are not relevant to your question.
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Page 3

The prohibition against a public servant receiving compensation, except as allowed by law,
for the performance of his or her public duties prevents the public servant from being in a position
of serving two employers and helps to ensure his or her objectivity. Adv. Op. No. 89-013. As
explained by the Supreme Court of Ohio, in Somerset Bank v. Edmund (1907), 76 Ohio St. 396, 403
and 405:

[I]t is contrary to public policy and sound morals, and a violation of well established
legal principles, to permit a public officer to accept an offer of reward for the
performance of a service which the law enjoins upon him as a duty. . . . [B]oth
public policy and sound morals forbid that he should be permitted to demand or
receive for the performance of a purely legal duty any fee or reward other than that
established and allowed by law as compensation for the services rendered.

Compensation

The word “compensation” is not defined in or for R.C. 2921.43. The Ethics Commission
has explained that, according to a primary rule of statutory construction that words in statutes
must be construed according to rules of grammar and common usage and “in light of the
mischief they are designed to combat,” “compensation” is defined as “payment for services: esp.,
wages or remuneration.” Adv. Op. No. 92-014 (referring to R.C. 1.42 and quoting City of
Mentor v. Giordano (1967), 9 Ohio St.2d 140, 144).

“Compensation” is defined for purposes of the Chapter 102. (the Ethics Law) as “money,
thing of value, or financial benefit.” R.C. 102.01(A); Adv. Op. No. 2007-03. While this
definition does not apply directly to the use of the term in R.C. 2921.43, it is consistent with the
definition the Commission has adopted for “compensation” as used in R.C. 2921.43(A)(1). Adv.
Op. No. 92-014.

In other words, any thing of value that is given for services can be compensation, whether it
is in the form of cash, tangible goods or chattels, or other financial gains or benefits that accrue to
the public servant. The services performed by the public servant may be provided for the specific
benefit of the individual offering the compensation or for the general benefit of the public agency
and the citizens served by the agency. As the Jackson County Court of Common Pleas explained in
State v. Livesay (1998), 91 Ohio Misc. 2d 208 at 214:

If words are to be given their ordinary meaning, as is required in R.C 1.03, then it
may be best to begin with the definition of “compensation,” since the legislature
chose that word. “Compensation” generally means an exchange in return for or to
requite some obligation, tit for tat, so to speak. The legislature could have used the
phrase “anything of value” or “payment,” but chose the word “compensation” to
require as an element of the crime that there be an exchange, i.e., one person gets
something from another.
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The Attorney General explained, in an advisory opinion written before 1986, when the
Commission was empowered to interpret R.C. 2921.43:

R.C. 2921.43(A) is a codification of the common law rule that a public officer may
not receive remuneration other than that allowed by law for the performance of his
official duties. (Citations omitted.) Public officials and employees are not permitted
to receive payment other than that provided by law for performing those duties for
which they are responsible in their official capacity. (Citations omitted.)

1984 Ohio Atty.Gen.Op. No. 84-019. In a more recent case, the Eighth District Court of Appeals
contrasted criminal conduct prohibited by the supplemental compensation provision in R.C.
2921.43(A) with that prohibited by the bribery restriction in 2921.02(B): “The bribery statute
prohibits a public servant from receiving money to perform his job duties ‘wrong,’ while R.C.
2921.43(A) prohibits a public servant from receiving money to perform his job duties ‘right.”
(Emphasis added.) State v. Capko (Mar. 29, 1990), 8th Dist. No. 56814, at 10.

In enacting R.C. 2921.43(A), the General Assembly intended to protect the public by
ensuring that a public servant would serve only the public, and the performance of his or her job
duties would not be influenced by the public servant’s obligation to any other source of
compensation. Adv. Op. No. 93-013 (“R.C. 2921.43 (A) is . . . intended to prevent situations where
a public servant is answering to both a public and a private master in the performance of his public
duties.”) The purpose for which a person offers compensation may be to reward the efforts of a
public servant that are directed toward the outcomes favored by the donor. However, the purpose
may also be a more benign attempt to recognize exemplary service of the public servant on behalf of
the public.

Compensation provided to a school district employee for the services he or she performs
coaching or providing support to sports or other school-related activities, from any source other than
the district, such as a booster group or school support organization, would be provided in exchange
for the general performance of the duties that the district pays the employee to perform or provided
as a supplement to his or her public compensation. Therefore, R.C. 2921.43(A)(1) prohibits school
district employees who provide coaching or other support to a public activity program from
soliciting or accepting compensation other than as allowed by law to perform coaching or other
duties related to sports or other school-related activities. For the performance of their public duties,
school district employees can receive only the compensation that is provided by the district pursuant
to the terms of the employment relationship, and any lawful supplemental contract. See R.C.
Chapters 3313. and 3319. This assures that the school district employees are responsive and
responsible to the district, rather than to any outside source of compensation.

R.C. 2921.43(A)(1) also prohibits a booster club, school support organization, or any other
source from providing compensation directly to school district employees for the performance of
coaching duties. The district is the only lawful source of compensation, for coaching duties, to
officials and employees engaged to perform those duties.

8
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Gift or Endowment to the District

In some cases, booster clubs, school support organizations, and other sources may want to
donate money to the district to support district activities. If an outside source were voluntarily to
donate money to the district in order to support sports or other extracurricular activities, it must be
determined whether the district can use the funds to provide compensation to employees performing
coaching duties.

R.C. 2921.43(A)(1) prohibits compensation to school district employees except as allowed
by “provisions of law.” R.C. 3313.36 provides that, upon adoption of a resolution, a board of
education may accept “any gift or endowment upon the conditions and stipulations . . . connected
with the gift or endowment.” The board is empowered to make all rules required to fully carry the
conditions and limitations on which the gift or endowment is made. R.C. 3313.36. However, R.C.
3313.36 also provides: “No such . . . gift or endowment shall be accepted by the board if the
conditions remove any portion of the public schools from the control of the board.” (Emphasis
added.)

A board of education has sole authority to hire, direct, and set the salaries for district
employees. See R.C. 3319.01 (superintendent), R.C. 3313.22 (treasurer), R.C. 3319.02 (assistant
superintendent, principals, and other administrators), R.C. 3319.03-5 (business manager), R.C.
3319.07-8 (teachers), R.C. 3319.081-2 (non-teaching employees), and R.C. 3313.53 (non-licensed
individuals to direct, supervise, or coach pupil activity programs). The board has the authority to
evaluate and manage the performance of employees. Id. The board also has the authority to retain,
terminate, or suspend these employees. R.C. 3319.01, 3319.02(D)(3), 3319.08, 3319.081(C),
3319.16, 3319.172, and 3313.53 (D)(2) and (F).

The Commission must consider the combined application of R.C. 2921.43(A)(1) and the
laws governing the operation of school districts. The laws, in concert, require that, while a district
can accept a gift or endowment, it cannot accept a gift or endowment that removes any of the
board’s control and independent determination, on behalf of the public, over the creation or funding
of any position with the district, and the selection, hire, direction, setting of compensation for,
evaluation, management, retention, advancement, termination, or suspension of any employee
serving in any position with the district.

Therefore, while a district can accept a gift or endowment that the giver intends will be used
by the district to fund positions or compensate employees, the district is not required to use the
donation as directed by the giver.2 Such a direction would remove a portion of the public schools—
determining the need for and funding employment positions with the district—from the board’s
control. If a school district employee were to receive compensation as directed from an outside
source, even if it is passed-through the district, the citizens served by the district could not be
assured that their public servants are receiving compensation solely from public funds.

2 This opinion does not consider, or reach any conclusions, about endowed faculty positions.
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Further, the source of the compensation would be doing indirectly (providing additional
compensation, through the district, to the employee for performing his or her job duties) that which
it is lawfully prohibited from doing directly. See City of Parma Heights v. Schroeder (C.P. 1969),
26 Ohio Op. 2d 119, 122. The Commission has explained that the prohibition against providing
compensation applies if the source gives the additional compensation directly to the public official
or employee, but also applies when the source gives money intended to compensate specific
employees or positions to the public employer who in turn pays it to the official or employee. Adv.
Op. No. 2000-04 (a private tour company is prohibited from giving any additional compensation,
either directly or through the district, to a school district employee who is accompanying students on
a school-related trip as a part of his or her employment).3

For that reason, R.C. 2921.43(A)(1) prohibits the school district from using funds donated to
the district by any source to compensate district employees for the performance of any duties related
to sports or other school-related activities if the giver requires that the district use the funds for the
purpose of compensating employees or positions.

Promising or Giving Compensation—R.C. 102.03(F)

R.C. 102.03(F) is also relevant to your question. R.C. 102.03(F) provides:

No person shall promise or give to a public official or employee anything of value
that is of such a character as to manifest a substantial and improper influence
upon the public official or employee with respect to that person’s duties.

Any school district official or employee, except any teacher whose position does not involve the
performance of, or authority to perform, administrative or supervisory functions, is a public official
or employee for purposes of R.C. 102.03(E). R.C. 102.01(B) and (C); Adv. Op. No. 2001-04. A
“person” is any individual, corporation, partnership, association, or other similar entity. See R.C.
1.59. Compensation for services is within the definition of anything of value. R.C. 1.03,
102.01(G); Adv. Op. No. 96-004.

The Commission has explained that R.C. 102.03(F) would prohibit any person or entity that
is doing or seeking to do business with, regulated by, or interested in matters before a public agency
from promising or giving compensation for services to any official or employee of the agency.
Adv. Op. No. 96-004. Because a booster group or school support organization is interested in
matters before the district, it would be prohibited from promising or giving compensation to any
official or employee of the district. The Commission has further explained that, if an official or
employee can withdraw completely from matters that affect any source of compensation to him or

3 However, R.C. 2921.43 does not prohibit the district from acting to secure funds, from grant issuing organizations
or other sources, provided that the district retains control to determine the use of the funds. For example, the law
would not prohibit the district from applying for a grant with the intention of funding a particular employment
position, provided that it is the district, rather than the grant issuer, that selects and directs the activities of the
employee.
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her, R.C. 102.03(F) does not prohibit the source from providing compensation to the official or
employee.

In the situation you have described, it would be impossible for a person performing
coaching or other support duties related to sports or other school-related activities to withdraw from
matters affecting a booster club or other organization established to support the sports or other
school-related activities. For that reason, R.C. 102.03(F) prohibits the organization from providing
compensation for the performance of coaching duties to any person engaged in the performance of
those duties. See also R.C. 102.03(D) and (E) (an employee of the district would be prohibited from
using his or her position to secure, and from soliciting or accepting, such compensation from a
booster club or other organization established to support the activities of the school district).

However, R.C. 102.03(F) would not prohibit an organization from making a voluntary gift
or endowment to the school district, provided that the organization does not require that the district
use the funds to provide compensation to employees or to fund positions. It must be clearly
understood that, by making such a gift or endowment, the organization gains no control over the
district’s use of the gift or endowment, and no control over the establishment and funding of district
positions, or the selection, hire, management, retention, or level of compensation of individuals
serving in those positions.

School Districts Affected

The Ethics Commission was asked whether school district employees could accept
compensation from sources other than the district for performing coaching duties. The restrictions
discussed in this opinion apply to employees of all school districts in the state, including all city,
local, exempted village, joint vocational, municipal, and cooperative education school districts and
educational service centers. The conclusions also apply to all officials and employees of any
community school operating pursuant to a contract as described in Section 3314.03 of the Revised
Code.

This advisory opinion is based on the facts presented. It is limited to questions arising under
Chapter 102. and Sections 2921.42 and 2921.43 of the Revised Code, and does not purport to
interpret other laws or rules.

Therefore, it is the opinion of the Ohio Ethics Commission, and you are so advised, that:
(1) Division (A)(1) of Section 2921.43 of the Revised Code prohibits a public servant from
soliciting or accepting, and prohibits any person from promising or giving a public servant,
except as allowed by law, any compensation: (a) to perform his or her official duties; (b) to
perform any other act or service in his or her public capacity; (c) for the general performance of
the duties of his or her public office or public employment; or (d) as a supplement to his or her
public compensation; (2) R.C. 2921.43(A)(1) prohibits a school district employee who is
compensated by the district to provide coaching or other services in connection with any school-
related activity from also accepting payment for the same services from any other person,
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including a booster group or other school support organization; (3) R.C. 2921.43(A)(1) prohibits
any person, including a booster group or school support organization, from promising or giving
compensation to a school district employee for coaching or other services provided by the
employee in connection with any school-related activity; (4) The Ethics Law and related statutes
do not prohibit any person, including a private organization that supports activities of the school,
from making a voluntary gift or endowment to the district for use as the district chooses, subject
to limitations in the Ethics Law discussed in this opinion; and (5) The conclusions in this opinion
apply to officials and employees of all city, local, exempted village, joint vocational, municipal,
and cooperative education school districts and educational service centers, and any community
school operating pursuant to a contract as described in Section 3314.03 of the Revised Code.

Ann Marie Tracey, Chair
Ohio Ethics Commission
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2430 - DISTRICT-SPONSORED CLUBS AND ACTIVITIES

The Board of Education believes that the goals and objectives of this District are best achieved by a diversity of 
learning experiences, including those that are not conducted in a regular classroom but are directly related to the 
curriculum.

The purpose of curricular-related activities shall be to enable students to explore a wider range of individual 
interests than may be available in the District's courses of study but are still directly related to accomplishing the 
educational outcomes for students as adopted by the Board in Policy 2131.

For purposes of this policy, curricular-related activities are defined as those activities in which:

No curricular-related activity shall be considered to be under the sponsorship of this Board unless it meets one or 
more of the criteria stated above and has been approved by the Superintendent.

Such activities, along with extra-curricular activities (not directly related to courses of study), may be conducted on 
or off school premises by clubs, associations, and organizations of students sponsored by the Board and directed 
by a staff advisor.

The Board shall allow nondistrict-sponsored, student clubs and activities during noninstructional time, in 
accordance with the provisions in Policy 5730 -- Equal Access For Nondistrict-Sponsored, Student Clubs and 
Activities.

Noncurricular student activities that are initiated by parents or other members of the community may be allowed 
under the provisions of Policy 7510 - Use of District Facilities. The Board, however will not:

Loudonville-Perrysville Exempted Village School District
Bylaws & Policies

A. the subject matter is actually taught or will be taught in a regularly 
offered course;

B. the subject matter concerns the District's composite courses of study;

C. participation is required for a particular course;

D. participation results in academic credit.

A. assume any responsibility for the planning, conducting, or evaluating of 
such activities;

B. provide any funds or other resources;

C. allow any member of the District's staff to assist in the planning, 
conducting, or evaluating of such an activity during the hours s/he is 
functioning as a member of the staff.
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No nondistrict-sponsored organization may use the name of the School District or any other name which would 
associate an activity with the District.

Whenever a student becomes a member of a District-established student group or national organization such as 
National Honor Society, in order to remain a member, s/he must continue to meet all of the eligibility criteria and 
abide by the principles and practices established by the group or organization.

The Athletic Director and/or Principal shall require that each student athlete, who participates in either an 
interscholastic or intramural sport, submits Form 2431 F1 and Form 2431 F2 signed by the student and his/her 
parent or guardian, or by a person having care or charge of the student, affirming that each has received the Ohio 
Department of Health’s concussion and head injury information sheet. The forms shall be signed and submitted 
on an annual basis. No student may practice or compete in interscholastic or intramural athletics until Form 2431 
F1 and Form 2431 F2 are received by the Athletic Director or Principal.

Students shall be fully informed of the curricular-related and extra-curricular activities available to them and of the 
eligibility standards established for participation in these activities. Students will be further informed that 
participation in these activities is a privilege and not a right, and that they may be prohibited from all or part of their 
participation in such activities by authorized school personnel without further notice, hearing and/or appeal rights 
(See Policy 5610.05 - Prohibition from Extra-Curricular Activities). District-sponsored activities shall be available 
to all students who elect to participate and who meet eligibility standards.

The Superintendent shall prepare administrative guidelines to implement a program of curricular-related clubs and 
activities and of extra-curricular activities. Such guidelines should ensure that the needs and interests of the 
students are properly assessed and procedures are established for continuing evaluation of each club and 
activity.

R.C. 3313.53, 3313.537, 3313.539, 3313.664, 3315.062
A.C. 3301-35-03

Revised 10/12/15

© Neola 2014
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Bylaws & Policies 

 

6610 - STUDENT ACTIVITY FUND 

It is the purpose of this policy to establish financial controls for the administration of the normal, legitimate 
activities of the student body organization. 

For purposes of this policy, a "student activity fund" may include, but not be limited to co-curricular and 
approved extra-curricular activities such as clubs, publications, etc. 

Each activity covered by this policy must be recognized by the Board of Education before monies can be 
collected or disbursed in the name of said activity. Any and all proposed expenditures from a student 
activity fund must be approved by the Board or its designee prior to disbursement and must serve a valid 
and proper public purpose. 

The Superintendent is directed to obtain annually prior to the start of the new fiscal year a list of student 
activities with a brief description of their objectives, activities, and limitations of each fund. 

The Board authorizes the maintenance of approved student activity funds. 

The Board authorizes the Treasurer/Superintendent to act on its behalf to review and approve each 
expenditure from a student activity fund prior to disbursement. In approving an expenditure, the 
Treasurer/Superintendent shall ensure that it is related to achieving one (1) or more of the stated 
purposes for which the student activity has been organized and will serve a valid and proper public 
purpose. 

A charitable donation may be made to an organization or individual in accordance with the Treasurer's 
guidelines for activity fund expenditures. 

An expenditure shall not be approved if it accrues to the personal benefit of a member of the staff or a 
member of the student group. Monies are not to be disbursed to a school class or group for any activity or 
event that will occur after the students have graduated. 

Fund raising for all student activities will be in accordance with Board Policy 5830 and Policy 9700. 

All monies accumulated in the account of a specific class or activity will, upon the discontinuance of the 
activity, be disposed of in accordance with the recommendation approved by the Superintendent. 

The Superintendent shall implement administrative guidelines which will ensure that all student activity 
funds are managed, recorded, and deposited in accordance with law and sound fiscal practice. 

R.C. 9.39, 3313.47, 3313.51, 3313.53, 3315.01, 3315.062 
R.C. 3315.12, 3315.14, 3317.024, 5705.41, 5705.412 
A.C. 117-2-18, 117-2-20 
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Administrative Guidelines 

 

6610 - STUDENT ACTIVITY FUNDS 

 
A. Collection and Deposit of Cash 

 

  

All money collected from any source should be substantiated by prenumbered student activity 
group receipts, cash registers supplying cumulative readings, prenumbered tickets or other 
auditable, checkable records. In all cases, where tickets are used, ticket reports and unsold 
tickets must be available for audit. The audit trail is most important. Where it is not practicable to 
collect the cash in a central office, collections from various classes may be collected by cashiers 
and turned into the building secretary within twenty-four (24) hours. 
 

  
If cash registers are used for the collection of monies, the following conditions shall apply:  
 

  
1. registers are sealed without resettable totals  

 

  
2. total reconciles with the sales  

 

  
3. tickets or tapes supporting "over-rings" are retained 

 

  
4. all voids or adjustments are approved  

 

 
B. Financial Forms 

  

  
1. should be prenumbered  

 

  

2. perpetual inventory should be maintained on prenumbered collection forms, receipts, tickets, 
etc.  
 

  
3. prenumbered forms should not be printed in the school printing department  

 

  
4. sponsor should keep records of collections, by source  

 

  
5. no collection should be turned over to cashier without receiving a prenumbered receipt  

 

 
C. Disbursements 

 

  

All disbursements shall be made by check (warrant), prepared by the Treasurer, supported by a 
proper, approved requisition and purchase order, and verified by a receiving invoice. They also 
should be verified for accuracy of price extensions and totals.  
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D. Purchase Order Process 

 

  

The purchasing procedure and the payment of claims procedure described in AG 6320A shall 
be used for all purchases from student activity funds.  
 

 
E. Auditing 

 

  

The State Department of Education requires an annual audit of student activity funds. The State 
Auditor recommends that at the end of each school year, an internal audit be conducted in order 
to verify compliance with Board policies, receipts, expenditures, cash on hand, petty cash, and 
to balance all ledgers and journals with the depository. A copy of this audit should be on file in 
both the Treasurer's and Superintendent's Office. All organizational records and internal audit 
working papers should also be retained in the Treasurer's Office so that they may be audited. 
 

  

Each activity fund established under Section 3315.062, Revised Code, will be audited at the 
same time the examination of the records and accounts of the District is made or at such other 
time as needed or as requested by the Board. The audit shall include a determination as to 
whether legal requirements, including those imposed by the Board, are being followed.  
 

 
F. Management of Funds  

 

  
1. Fund 200 

 

   

The Fund 200 consists of those student activity programs which have student participation in 
the activity and have students involved in the management of the program. This includes 
those student activities which consist of a student body, student president, student treasurer, 
and faculty advisor. The Fund 200 is a fiduciary fund-type trust fund classification.  
 

  
2. Fund 300 

 

   

The Fund 300 consists of those programs which have student participation in the activity but 
do not have student management of the programs. This would usually include athletic 
programs but could also include the band, cheerleaders, flag corps, and other similar types 
of activities. The primary criterion for determining how funds are classified is "who 
determines how the money is spent?" The Fund 300 is a governmental fund-type special 
revenue classification.  
 

 
G. Establishment and Maintenance of Student Activity Funds (see Form 6610 F1) 

 

  

In compliance with the laws of the State for the establishment and maintenance of a student 
activity fund the following regulations shall govern each such District fund:  
 

  

1. The gross amount of monies received and paid out in connection with student activity funds 
subsidized by the Board shall be recorded through the general Board accounts.  
 

  
2. Each student activity organization or group which has financial transactions shall establish 

an account on the District records in which it shall record its transactions.  
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3. Advisors or sponsors shall be selected at the direction of the Board and their duties shall 
consist of preparing the annual budget and purpose clause of their activity group, 
supervising the activities of their group including preparation of fund-raising potentials, 
maintaining group financial oversight, and such other duties as assigned by the principal or 
Superintendent.  
 

  

4. Student-activity funds shall not be used for any purpose which represents an 
accommodation, loan, or credit to Board employees or other persons. Postdated checks 
may not be accepted and checks may not be cashed for anyone.  
 

  

5. Board employees or others may not make purchases through a student body in order to take 
personal advantage of student-body purchasing privileges.  
 

  

6. The amount of the various program fund balances shall not exceed the limits prescribed by 
the Board.  
 

  

7. No student-activity organization shall be obligated for purchases made by students, faculty, 
and/or others unless supported by a written purchase order signed by the Treasurer. 
 

   
Examples of expenditures which are prohibited are:  
 

   

a. equipment, supplies, forms, postage for curricular or classroom use or for District 
business;  
 

   
b. repairs and maintenance of District-owned equipment or property;  

 

   

c. salaries for services which are the responsibility of the District or for District 
assignments;  
 

   

d. contributions to fund-raising drives for charitable organizations unless part of a group's 
purpose and objectives statement;  
 

   
e. installment and/or lease purchases.  

 

  

8. If a student group wishes to make a contribution from its activity fund to a charitable 
organization or to an individual with a demonstrated health, economic, or emergency need, 
it should submit the request to the Treasurer stipulating the amount of the donation along 
with an explanation of how the donation relates to the groups stated goals.  
 

  

9. Monthly and annual financial reports of all student-activity funds are to be prepared by the 
Treasurer and submitted to the Board. A copy of such reports shall also be sent to the 
sponsor of each activity.  
 

  

10. Fund-raising projects for any student activity shall, in general, contribute to the educational 
experience of students and shall not conflict, but add to, the instructional program.  
 

11. All sales projects or programs must be approved by the principal and the Superintendent at 
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least two (2) weeks prior to the sale or event.  
 

  

12. The Superintendent shall appoint all cashiers and shall execute a bond in an amount and 
with surety to be approved by the Board. Such bond shall be payable to the Board and 
deposited with the Treasurer.  
 

  

13. All sources of revenue must be approved by the Treasurer, on behalf of the Board, and shall 
be included in the student-activity group's current-year budget. Receipts and expenditures 
must be coded by USAS Classification.  
 

   

a. Records shall be maintained of the receipt and disbursement of all such monies in 
accounts according to the activity involved.  
 

   

b. Disbursements shall be made by check only upon the request of a staff advisor and the 
approval of the Treasurer and the Superintendent.  
 

  

14 ;No purchase may be made unless there is sufficient cash in the fund to pay for that 
purchase, plus outstanding orders. Where insufficient funds exist, a request for transfer from 
the General Fund may be made to the Treasurer.  
 

  

15. Disbursements from the fund are not exempt from bidding statutes; therefore, contracts for 
material or supplies whether on purchase or rental may be made for a one year period only 
by the Superintendent following applicable bidding policies of the Board and the statutes of 
the State.  
 

  

16. All funds should be of an exchange nature and large balances should not be permitted to 
accumulate. Money should not be raised or collected unless there is a definite purpose for 
doing so.  
 

  
17. No educational materials may be purchased from these funds.  

 

  
18. Installment and lease purchases are prohibited. 

 

   

Investments shall be approved by the Treasurer. Interest earned on the investment of these 
monies should be handled in accordance with State law. 
 

   

All funds accumulated in the name of a specific class or discontinued activity must be 
withdrawn from that account within one year following the graduation of said class or 
discontinuance of such activity in order to meet any outstanding bills and any residual funds 
shall revert automatically to the general fund and/or the current account of the Board where 
they shall be expended in accordance with any rules applicable to that account. 
 

   
In no event shall a balance be divided among members of the class.  
 

  

19. All monies collected should be deposited with the Treasurer or in a designated depository 
within twenty-four (24) hours of collection or the next business day following the last 
business day of that week.  

20



      

  

20. Funds collected through the principal's office will be processed through either the General 
Fund or the Principal's Fund.  
 

  

21. Payments from a student-activity fund to an employee are subject to standard payroll 
deductions.  
 

  

22. All expenditures from a student-activity fund shall be in accordance with the approved 
budget. Authorization for an expenditure must be accompanied by an approved requisition 
processed by a formal purchase order, and certified by the Treasurer that funds are 
available for the expenditure.  

 
H. Establishment and Maintenance of Athletic Funds (Student Activity Funds) 

  

  

1. The Athletic Director/Principal, Superintendent/Treasurer shall be responsible for the 
approval of requisitions for expenditures of funds.  
 

  

2. Purchase orders for goods and services purchased through the athletic fund will be 
approved by the Treasurer.  
 

  

3. No athletic fund organization shall be obligated for the purchases made by students, faculty, 
and others, unless such purchase is supported by a written purchase order signed by the 
Treasurer.  
 

  
4. Disbursements from the athletic fund will be made by check and approved by the Treasurer. 

 

  

5. At the conclusion of each athletic program, the Coach shall, submit an inventory of all 
equipment and supplies to the Athletic Director.  
 

  

6. Athletic groups shall annually submit for approval by the Athletic Director a statement of 
projected revenues and expenditures.  
 

  
7. All athletic fund-raising activities shall be approved by the Superintendent.  

 

Needy Student Fund 

 

A. Donations may be made to needy students from any student activity fund which has such 
contributions as part of its objectives.  
 

 
B. The criteria for determining students in need will be:  

 

  
1. participation in the free or reduced-price lunch program; 

 

  
2. students whose parents receive T.A.N.F. funds;  

 
3. recommendation of the student's principal.  
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5830 - STUDENT FUND-RAISING

The Board of Education acknowledges that the solicitation of funds from students by students must be limited 
since compulsory attendance laws make the student a captive donor and since such solicitation may disrupt the 
program of the schools.

For purposes of this policy "student fund-raising" shall include student solicitation and collection of money for any 
purpose including collection of money in exchange for tickets, papers, or any other goods or services. "Student 
fund-raising" also includes giving away goods or services, but suggesting a monetary donation.

The Board will permit student fund-raising in school, on school property, or at any school-sponsored event only 
when the profit therefrom is to be used for school purposes or for an activity connected with the schools.

Student fund-raising by approved school organizations, whose funds are managed by the Treasurer, may be 
permitted in school by the Principal. For any fund-raisers, including those operated by student clubs and 
organizations, parent groups, or boosters clubs, that involve the sale of food items and/or beverages to students 
that will be consumed on the school campus (any area of property under the jurisdiction of the school that is 
accessible to students during the school day) during the school day (the period from the midnight before, to thirty 
(30) minutes after the end of the official school day), the food items and/or beverages to be sold shall comply with 
the current USDA Dietary Guidelines for Americans and the USDA Smart Snacks in School nutrition standards, 
and also be consistent with requirements set forth in Policy 8550, Competitive Foods.

Student fund-raising by approved school organizations off school grounds may be permitted under administrative 
guidelines of the Superintendent.

Fund-raising by students on behalf of school-related organizations whose funds are not managed by the 
Treasurer may be permitted on school grounds in accordance with the Superintendent's administrative guidelines.

These administrative guidelines should:

Advisors for approved school organizations shall not accept any form of compensation from vendors that might 
influence their selection of a vendor that will provide a fund-raising activity or a product that will be sold as a fund-
raiser. Furthermore, advisors for approved school organizations shall not accept any compensation from a vendor 
after a decision has been made regarding a fund-raising activity or a product that will be sold as a fund-raiser. In 
addition, advisors for approved school organizations who make the selection of a vendor that will provide a fund-
raising activity or a product that will be sold as a fund-raiser shall not enter into a contractual arrangement 
whereby an advisor receives compensation in any form from the vendor that provides a fund-raising activity or a 
product that will be sold as a fund-raiser.

Such compensation includes, but is not limited to, cash, checks, stocks, or any other form of securities, and gifts 

Loudonville-Perrysville Exempted Village School District
Bylaws & Policies

A. specify the times and places in which funds may be collected;

B. describe permitted methods of solicitation which do not place undue 
pressure on students;

C. limit the kind and amount of advertising for solicitation.
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such as televisions, microwave ovens, computers, discount certificates, travel vouchers, tickets, passes, and 
other such things of value. In the event that an advisor of an approved school organization receives such 
compensation, albeit unsolicited, from a vendor, the individual shall notify the Treasurer, in writing, that s/he 
received such compensation and shall thereafter properly transmit said compensation to the Treasurer at his/her 
earliest opportunity.

The Superintendent shall distribute this policy and the guidelines which implement it to each student organization 
granted permission to solicit funds.

R.C. 1716.02, 1716.03, 3313.811
Auditor of State Bulletin 2000-006
7 C.F.R. Parts 210 and 220

Revised 10/12/15

© Neola 2014
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5830 - STUDENT FUND-RAISING

The following guidelines are to be followed for any activity that involves fund-raising by students and from 
students.

No advisor for an approved school organization is to accept any form of compensation from vendors that will 
provide a fund-raising activity, including, but not limited to, cash, gifts, travel vouchers, tickets, passes, and other 
things of such value. In the event that such compensation is received, albeit unsolicited, the advisor shall notify 
the Treasurer, in writing, that s/he received such compensation and shall turn in such compensation to the 
Treasurer at his/her earliest convenience.

In any fund-raising activity involving students, the following conditions must be met:

Loudonville-Perrysville Exempted Village School District
Administrative Guidelines

A. Minimal instructional time is to be used to plan, conduct, assess, or 
manage a fund-raising activity unless such an activity is part of an 
approved course of study.

B. Fund-raising activities conducted in a school or on District premises are 
not to interfere with the conduct of any co-curricular or extra-curricular 
activity. Students involved in the fund-raiser are not to interfere with 
students participating in other activities in order to solicit funds.

C. Student participation in fund-raising activities conducted by school-
related groups of which they are not members must be voluntary and 
must be approved by the student's teacher or counselor to ensure that 
participation will not adversely affect his/her school work and other 
school responsibilities.

D. In accordance with Board policy, each fund-raising activity must be 
approved by the principal if occurring on District premises and by the 
Superintendent if occurring off District property. (See Form 5830 F1 and 
possibly Form 5830 F2). In order to be approved, the group leader or 
advisor is to submit a proposal in advance of the event so that all fund-
raising efforts may be coordinated so as not to burden or be a nuisance 
to students, faculty, parents, or the community.

E. Contracts with outside suppliers for merchandise to be sold in a fund-
raising activity are to be reviewed by the principal and signed by the staff 
member in charge who shall be personally responsible for the 
merchandise and monies collected. The contract must specify that any 
merchandise which is unsold and is resaleable can be returned for full 
credit. The District will not be responsible for any unsold merchandise 
that cannot be returned to a supplier for credit for any reason.

F. The staff member in charge should establish procedures to ensure that 
all merchandise is properly stored, distributed, and accounted for. (see 
Form 5830 F4)
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G. Upon completion of a fund-raiser, a final report is to be submitted to the 
Treasurer within fourteen (14) days. (See Form 5830 F3) The report 
should state:

1. cost of items or merchandise;

2. amount of money projected and amount of money raised;

3. any differences between the actual activity and the planned 
activity;

4. any problems that occurred and how resolved;

5. when and where funds were deposited;

6. if merchandise was involved, how many items were offered for 
sale, how many sold, the amount of money collected, and the 
disposition of any unsold items.

H. Fund-raising activities will not be permitted if they interfere with the 
District's educational program on nutrition.

I. No house-to-house canvassing is allowed by any student for any school 
or school-related purpose, unless accompanied by a staff member, 
parent, or authorized adult.

J. If an activity involves the students providing a service in return for 
money, such as a car wash, a member of the professional staff shall 
supervise the activity at all times. His/Her responsibility is to ensure the 
service is provided in a proper manner and also ensure the safety and 
well-being of the students and the property of both the purchaser and the 
owner of the site.

K. Any fund-raisers that require students to exert themselves physically 
beyond their normal pattern of activity, such as "runs for .....," must be 
monitored by a staff member who has the necessary knowledge and 
training to recognize and deal appropriately with a situation in which one 
or more students may be over-extending themselves to the point of 
potential harm.

L. For any fund-raisers, including those operated by student clubs and 
organizations, parent groups, or boosters clubs, that involve the sale of 
food items and/or beverages to students that will be consumed on the 
school campus (any area of property under the jurisdiction of the school 
that is accessible to students during the school day) during the school 
day (the period from the midnight before, to thirty (30) minutes after the 
end of the official school day), the food items and/or beverages to be 
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Revised 10/12/15

© Neola 2014

sold shall comply with the current USDA Dietary Guidelines for 
Americans and the USDA Smart Snacks in School nutrition standards. 
Fund-raisers also include giving away food items or beverages but 
suggesting donations.
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Administrative Guidelines 

 

6611 - TICKET SALES 

The following guidelines apply to all school events at which tickets are sold. 

Responsibilities of the Activity Sponsor 

 A. Establish the price and make arrangements for the 
printing of the tickets.

 B. Obtain approval from principal or athletic director for any 
complimentary tickets to be given away.

 C. Select the ticket sellers and provide them with the 
appropriate number of tickets, the forms needed to 
account for the sales, and the currency and coins needed 
for making change. Make sure they understand the sales 
and accounting procedure.

 D. Make a record of the number of tickets given to each 
seller. 

 E. Receive the money, ticket-sales accounting form, and 
unsold tickets from each seller and reconcile the money 
collected with the ticket-sales accounting record. Maintain 
a record of unsold tickets.

 Identify any discrepancies in ticket sales from each seller. 
Secure written explanation of such a discrepancy from the 
seller and report all findings to the Treasurer. All 
discrepancies, even those rectified, shall be reported to 
the Treasurer.

 F. Prepare the deposit record and deposit the funds in the 
depository designated by the Treasurer.

 G. Make note of any changes in procedure that should be 
incorporated into the next ticket sale.

Responsibilities of the Ticket Seller 

 A. If tickets are numbered, make a record of the first and last 
numbers to verify the number of tickets received from the 
activity supervisor. Verify the prices, particularly if there 
are price differentials. (see Form 6611 F2)

 B. Complete the information called for on the form heading 
(see Form 6611 F1).

 C. Collect the money from the purchaser, verify that the 
amount is correct, and provide the purchaser with the 
ticket(s).

 D. At the end of the sale, record the number of the first 
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unsold ticket, and count the number of tickets sold. If 
tickets have been sold at different prices, record the 
number sold at each price.

 E. Organize the money collected by denomination and then 
count each denomination. For each price category, 
compare the actual total with the total obtained by 
multiplying the number of tickets sold by the price of each 
ticket. 

 F. Provide the activity supervisor with the money, ticket-
sales accounting record, and the unsold tickets.

Revised 8/8/11 

© Neola 2011 
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Bylaws & Policies 

 

6600 - DEPOSIT OF PUBLIC FUNDS: CASH COLLECTION POINTS 

Monies received at cash collection points throughout the District must be deposited in accordance with 
this policy. Cash collection points are any areas within a school where money flows into the District. 
Currently identified cash collection points are admission fees to athletic events, lunchroom sales, 
classroom fees, student activities/fundraisers, and miscellaneous money coming through the Treasurer's 
Office such as grants, interest, donations, sale of fixed assets, and taxes. 

Persons who receive monies at cash collection points in the District are required to deposit all monies 
received at the District’s bank on the next business day after the day of receipt, if the total amount of 
monies exceeds $1,000. If the monies received do not exceed $1,000, the person shall deposit such 
monies with the Treasurer not more than three (3) business days following the day of receipt. Persons 
who receive money at cash collection points are responsible for its safekeeping until the money is 
deposited with the Treasurer. Ordinarily, the money should be secured in a locked desk, file cabinet, safe 
or other secure room on school property, and it should not be taken home. If an employee believes it is 
safer to take the money home, s/he must obtain permission to do so from his/her supervisor, building 
principal, or other appropriate administrator. The Treasurer is directed to develop, distribute, and 
implement procedures addressing the provision of receipts (where applicable) to the payee(s), and proper 
segregation of duties for the receipting, depositing, recording, and reporting of cash. These procedures 
should be particularized to each cash collection point and should include flowcharts as appropriate. The 
procedures should further address the need for completion of timely bank reconciliations so that 
"unreconciled differences" can be identified and resolved. 

R.C. 9.38 
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REQUISITION / PURCHASE ORDER PROCEDURE 
 
 
 
 
 
 
 
 

Administrative Guidelines 

 

6320A - PURCHASING 

Purchasing - General Provisions 

 
A. All purchases shall be by purchase order processed through the Treasurer.  

 

 
B. The Superintendent shall be the contracting agent for all financial obligations.  

 

 

C. The Treasurer shall be responsible for encumbering the funds as soon as the purchase order 
has been issued.  
 

 

D. A verbal financial commitment may be made only for emergencies or when it is impossible or 
impractical to precede the purchase with a purchase order. Before such a commitment is made, 
the Treasurer shall be contacted for prior approval and for a purchase order number. In all such 
cases, a purchase order shall be issued as soon as possible after the commitment is made.  
 

 

E. Employees are forbidden to use the name of the District, any discounts provided the District, or 
any other means for associating a personal purchase with the District. They are to make clear to 
any District supplier from whom they are purchasing an item that it is a personal purchase by the 
employee and is not associated with the District. Failure to abide by this provision could lead to 
disciplinary action.  
 

 
F. Confirming purchase orders will be honored only in cases cited in the above paragraph.  

 

 

G. Ongoing commitments such as service contracts should be renewed annually, in writing, at the 
renewal date.  
 

 

H. Blanket purchase orders for goods or services are valid only for the time period and amount 
indicated on the purchase order. Extension of the commitment beyond that time and/or amount 
shall be confirmed by a new purchase order. Blanket purchase orders must be approved by the 
Treasurer before they are issued.  
 

 
I. Purchases of contracted services shall be negotiated either verbally, by a Request for Proposal, 

or through the bid process, as determined by the Superintendent. Such services that cost more 

The following process is very important.  Ohio Rev. Code § 5705.41(D) 
requires purchase order dates to precede invoice dates.  Consequently, any 

purchase or order made without first acquiring a purchase order is illegal by 
Ohio law, and the purchasing party can and may be held personally liable for 

the entire purchase amount. 
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than $25,000 require the approval of the Board.  
 

 

J. The Superintendent will determine the most appropriate method of obtaining prices for items or 
groups of items which are not subject to formal bidding procedures.  
 

 

K. Quotes will be requested for any item or group of items in a single transaction costing between 
$15,000 and $25,000.  
   

 

L. Purchases of supplies, materials, and equipment items costing more than the amount stipulated 
in Board policy must be obtained through competitive, sealed bids and be approved by the 
Board.  
 

 
M. Annual purchase order cut-off dates shall be as follows:  

 

  

1. Purchase orders must be received in the Treasurer's office on or before the sixtieth (60th) 
day prior to the close of the fiscal or project year, unless the services or supplies are 
essential to continue the daily operation of the department or building for the remainder of 
the current year, or unless an emergency exists.  
 

  

2. Requests for purchases of equipment, materials, improvements, or remodeling that will be 
subject to a bidding procedure must be sent to the Treasurer on or before the 120th day prior 
to the end of the fiscal or project year.  

Purchase Order Procedure 

A Purchase Order is required PRIOR to the purchase of all goods and services. 

 
A. Purchasing Materials/Services/Equipment 

 

  

1. Complete a REQUISITION/PURCHASE ORDER FORM. For general fund purchases, use 
the "long" Board of Education form; for activity fund purchases use the "short" Activity Funds 
form. Please remember to include discounts, quoted prices and/or shipping costs where 
applicable. If this is an equipment purchase, please note how many inventory tags will be 
needed (we tag each item valued at $1,000 or more).  
 

  
2. Give the completed form to the building principal/secretary for approval/signature.  

 

  

3. The requisition will be forwarded to the Superintendent's office for approval. Once approved 
and processed, a pink copy of the purchase order will be sent to the building secretary.  
 

  

4. When the merchandise/service is received and the order is complete, sign and date the pink 
copy of the purchase order. If only a partial shipment was received, sign and date a copy of 
the pink copy with the received items highlighted. Return the pink copy to the Treasurer's 
office. If an invoice is received with the shipment, please send to the Treasurer's office.  
 

  
5. When the signed copy is returned to the Treasurer's office authorizing payment, a check will 

be mailed to the vendor. When complete payment is made the purchase order will be closed 
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and the yellow copy of the purchase order will be sent to the building secretary.  
 

 
B. Attending a Conference/Workshop 

 

  

1. Complete a yellow REQUEST FOR APPROVAL OF PROFESSIONAL MEETINGS/TRIPS. 
This form must be completed even if the event is to occur during the summer break. Be sure 
to fill in the Cost of Conference section - enter zeroes if no registration fees are applicable 
and no reimbursement for expenses is expected.  
 

  

2. When registration fees and/or expense reimbursements are required, complete the 
applicable REQUISITION/PURCHASE ORDER forms. In the description, please note the 
name and date of the event. Attach all REQUISITION/PURCHASE ORDER FORMS to the 
YELLOW FORM COMPLETED IN Step #1.  
 

   

a. A REQUISITION/PURCHASE ORDER for registration fees, made out to the sponsor of 
the event. Please note on the form if a check is to be sent with the registration. Attach 
any forms to be mailed with the purchase order.  
 

   

b. A REQUISITION/PURCHASE ORDER made out to the HOTEL (if under the $80 per 
night limit) and the amount confirmed by the hotel.  
 

   

c. A REQUISITION/PURCHASE ORDER made out to the individual to cover 
mileage/meal/parking expenses. Registration and/or lodging expenses may be included 
if paid by personal credit card. Lodging is not to exceed $80 per night.  
 

  
3. Give the completed forms to the building principal/secretary for approval/signature.  

 

  

4. The yellow REQUEST FOR APPROVAL OF PROFESSIONAL MEETINGS/TRIPS and all 
requisitions, with the proper signatures, will be sent to the Superintendent's office for 
approval. If approved, all forms will be signed and forwarded to the Treasurer's office.  
 

  

5. After the event, complete the green REQUEST FOR REIMBURSEMENT form. All 
itemized receipts must be attached to this form along with some type of confirmation of 
attendance.  
 

  
6. Give the completed form to the building principal/secretary for approval/signature.  

 

  

7. The REQUEST FOR REIMBURSEMENT form, along with the signed and dated pink copies 
of all purchase orders involved, (registration, hotel, reimbursement), will be sent to the 
Treasurer's office within five (5) days after returning. When received, they will be date 
stamped and forwarded to the Superintendent's office for approval. Once approved, a check 
will be issued.  
 

  

8. When complete payment is made, the yellow copy of the purchase order(s), will be sent to 
the building secretary.  
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The subsequent pages should be used 
for any extracurricular or co-curricular 
activity for which a specific account has 

been established by the Treasurer’s Office. 
 
 
The subsequent pages contain the following forms: 
 

 Pay-In Form – Instructions are included as to how to complete the 
receipt form. The forms are available in the principals’ offices. 

 
 Requisition - This form is the first step in obtaining a district purchase 

order.  The advisor should complete this form in accordance with the 
procedure presented. 
 

 Purpose & Goals - This form must be completed for available funds to 
be expended. 
 

 Student Activity Budget – This form must be completed for available 
funds to be expended. 

 
 Fund Raising Request Form - This form must be completed by any 

club or organization that is planning a fund-raising activity.  The 
project should not begin until it has received administrative approval 
by the building principal and the superintendent. 

 
 Statement of Income and Expenses Form - The Activity Advisor will 

complete this form at the conclusion of the fund-raising activity. 
 

 Student Fund Raising Projects/Student Participation Form – This form 
will be used to track fund-raising results for each student. 

 
 Senior Class Form C - Funds remaining in a graduating class fund 

must be spent on a gift or donation, which shall be approved by the 
administration. Any remaining balance will be transferred to the 
Building 018 Fund. The senior class must vote and return Form C to 
the Treasurer’s Office. 

 

33



      

 
 Record of Ticket/Cash Accountability - This form will be used by any 

activity in which an admission fee is charged.  Consecutive numbered 
tickets should be used and accounted for on the report. The Record of 
Ticket/Cash Accountability should be attached to the pay-in when 
recorded by the Secretary/Bookkeeper. 

 
 Ticket Inventory Record – Use this form when event tickets are given 

to individuals. 
 

 Parent Permission For Student Participation in Fund-Raising – Use 
this form when parental permission is necessary. 

 
 Parental Authorization and Release From Liability Form – Use this 

form when students will drive or ride in personal vehicles. 
 
 

**Most forms are also available on the district’s intranet under “Forms” 
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PAY-IN FORM 

 
The Club Advisor will take all cash and checks received to the building secretary and complete a 
pre-numbered receipt form. The form will include: the name of the student activity fund, amount, 
date and source, i.e. pictures, tickets, fund raiser, etc. The advisor will sign the receipt form. 
 
The secretary will initial the receipt form to verify the correct amount. 
 
The original receipt form will be given to the Club Advisor, the pink copy will be sent to the 
Treasurer’s Office and the yellow copy will remain in the receipt book.  
 
 
Notes: 

1. Personal checks should reflect the name of the fund on the memo line. 
2. On occasion a refund check is necessary. Therefore, the amount from each individual 

needs to be on record for such things as uniforms, fees, dues, camp, etc. A separate sheet 
with the students’ names and amounts should be attached to the pay-in form if sufficient 
space is not available in the “memo” area. 
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RECORD OF TICKET/CASH ACCOUNTABILITY

_____________________________________________ ______________________________
ACTIVITY SCHOOL

_______________________________ _____________ ______________________________
EVENT DATE LOCATION

TICKET ACCOUNTABILITY

1. Tickets Acquired _______________

Sequence Numbers _________ through _________

2. Number of Unused Tickets (Include with Report) ________________

3. Number of Complimentary Tickets Given ________________

4. Number of Tickets Used ________________

a. Distributed but not sold _______________

Disposition: ________________________________________________________

________________________________________________________

5. Tickets sold (subtract 4a from 4) _______________

CASH ACCOUNTABILITY

1. Tickets Sold (Must be same as line 5 above) _______________

Quantity Price Total

1a ________ x ______ ______

1b ________ x ______ ______

1c ________ x ______ ______

1d ________ x ______ ______

2. Total Sales ________________

3. Change Fund ________________

4. Total Cash Account (Line 2 + Line 3) ________________

5. Cash Deposited ________________

6. Cash Surplus (Deficit) (Line 4 - Line 5) ________________

Explanation:
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TICKET INVENTORY RECORD

_______________________________________ ____________________________________________ _________________________
ACTIVITY SCHOOL DATE

Date Issued To/Received From Ticket Numbers Issued Ticket Numbers Returned On Hand

# From # To # From # To

__________ ______________________________ _________ _________ ___________ ________ ___________

__________ ______________________________ _________ _________ ___________ ________ ___________

__________ ______________________________ _________ _________ ___________ ________ ___________

__________ ______________________________ _________ _________ ___________ ________ ___________

__________ ______________________________ _________ _________ ___________ ________ ___________

__________ ______________________________ _________ _________ ___________ ________ ___________

__________ ______________________________ _________ _________ ___________ ________ ___________

__________ ______________________________ _________ _________ ___________ ________ ___________

__________ ______________________________ _________ _________ ___________ ________ ___________

__________ ______________________________ _________ _________ ___________ ________ ___________

__________ ______________________________ _________ _________ ___________ ________ ___________

__________ ______________________________ _________ _________ ___________ ________ ___________

__________ ______________________________ _________ _________ ___________ ________ ___________

__________ ______________________________ _________ _________ ___________ ________ ___________
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PARENT PERMISSION
FOR STUDENT PARTICIPATION IN FUND-RAISING

The fund-raising project described below has been approved with the condition that your child may not
participate without parental permission.  Please sign and return to your child's school office.

PARENT INFORMATION

A. Organization or group holding activity:

__________________________________________________________________

B. Advisor or representative: _____________________________________________

C. Fund-raising activity

1. Purpose: ____________________________________________________

2. Student activity: _______________________________________________

____________________________________________________________

3. Dates and times of participation:

Dates: ______________________________________________________

Hours: ______________________________________________________

D. The profits from this activity will be used for: _______________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

-----------------------------------------------------------------------------------------------------------------------------------------

I _____ do _____ do not give permission for ________________________________________
(Student's Name)

to take part in the fund-raiser described above.

____________________________________ ________________________________________
(Parent's Signature) (Date)
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PARENTAL AUTHORIZATION AND RELEASE FROM LIABILITY FORM FROM 
TRANSPORTATION IN STUDENT VEHICLE RELATED TO SCHOOL-SPONSORED ACTIVITY

Name of Student: ___________________________________________________ Grade: _________

Name of Parent(s)/Guardian(s): _______________________________________________________

Address: _________________________________________________ Phone Number: ___________

I hereby authorize my above-named child to:  [check and initial all that apply]

______ Participate in the _________________________________ [list name and
purpose of school-sponsored activity].  During this student activity, I authorize
my child to leave school.

______ Leave school and drive his/her/my vehicle to _____________________ [state
purpose of school-sponsored activity].

______ Leave school and transport other students in his/her/my vehicle to
_______________ [state purpose of school-sponsored activity].

______ Leave school and ride in another student’s vehicle ____________ [state
purpose of school-sponsored activity].

The right to leave school property for a school-sponsored activity is a privilege and may be suspended
or revoked if a student violates any Board of Education policies, provisions of the Student Code of
Conduct, or State or local laws, including traffic rules and regulations, while s/he is on school property
or off school property.  All provisions of the Student Code of Conduct and Board of Education policies
shall be in effect while the student is off school property and participating in the school-sponsored
activity, and the student is expected to comply with all such rules and regulations.  Violations of such
rules and/or regulations may result in appropriate disciplinary action.

The student’s use of motor vehicles to travel to and from a school-sponsored activity is a privilege and
involves an assumption of liability on the part of the student and his/her parents, and a responsibility in
the care of property, in the observation of safety rules, and in the display of courtesy and
consideration toward others.  The Board of Education, its officers, employees, representatives and
agents shall not be responsible for motor vehicles which are lost, stolen or damaged, and/or for injury,
death or loss to persons or property resulting from a student’s operation of a motor vehicle on school
property, while traveling to or from the school-sponsored activity, or while participating in the
school-sponsored activity, including but not limited to riding in another student’s vehicle.
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A student authorized to drive his/her private vehicle off school property for a school-sponsored activity
shall be solely liable for any injury, death or loss to persons or property related to or caused by his/her
driving and his/her insurance shall be the primary insurance in any accident.

A student authorized to drive other students off school property for the school-sponsored activity shall
be solely liable for any injury, death or loss to person or property related to or caused by his/her
driving and his/her insurance shall be the primary insurance in any accident.

If a student is authorized to ride in another student’s car off school property for a school-sponsored
activity, the student driver shall be solely liable for any injury, death or loss to person or property
related to or caused by his/her driving and the student driver’s insurance shall be the primary
insurance in any accident.

If my child has been given permission to drive his/her private vehicle for a school-sponsored activity, I
represent that my child has a valid driver’s license and is covered by motor vehicle insurance.*

By signing below, we affirm that we have read and understand this entire document and agree to the
terms and conditions set forth herein regarding _____________________ [Student’s Name]
participation in ________________________ [School-Sponsored Activity].

Additionally, our signature below indicates that if we had any questions concerning this school-
sponsored activity and/or this document, we have asked them of the ____________ and our
questions have been fully addressed/resolved.  Finally, we acknowledge having had an opportunity to
review this document with a representative of our choosing.

______________________________________ ___________________________________
Parent/Guardian Signature Date

______________________________________ ___________________________________
Student Signature Date

* Students must produce proof of insurance and a valid driver’s license before approval to drive
may be granted.
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9211 - DISTRICT SUPPORT ORGANIZATIONS

The Board of Education appreciates the efforts of all organizations whose objectives are to enhance the 
educational experiences of District students, to help meet educational needs of students and/or provide extra 
educational benefits not provided for, at the time, by the Board.

District support organizations are defined as any non-profit entity, group, or other organization formed and 
operating for the purpose of supporting District programs.

Each support organization must maintain and provide proof of general liability insurance coverage. The Board 
shall offer the opportunity for any authorized school support entity to receive coverage under the District's liability 
insurance program to protect the entity against claims resulting from damage or injury resulting from any act or 
omission of any school-support entity. The entity shall pay for such coverage upon written notification from the 
Treasurer.

Because of the connection between support organizations and the School District programs and students, and 
because of the common use of the School District name in connection with the organization’s activities, the public 
perception may be that the organizations and their activities are school-sponsored and approved by the Board, 
notwithstanding the fact that such organizations are independent entities, are not agents of the Board, and are not 
under the control or authority of the Board. In order to prevent disruption to the District’s educational programs 
and injury to the District’s reputation by conduct and activities of a support organization which are inconsistent 
with the District’s mission, only organizations formally recognized by the Board will be permitted to use the School 
District name, as well as any logos or other insignia or emblems associated with and used to identify the District 
and/or school-sponsored programs and activities.

The following rules and procedures shall govern the working relationships between the Board, administration, and 
any District support organization. The Board may revoke formal recognition of any support group that fails to 
comply with these rules:

Loudonville-Perrysville Exempted Village School District
Bylaws & Policies

A. School employees and Board-approved school volunteers may not be 
directly compensated in any manner by District support organizations.

B. In addition to parents, membership should be made available to District 
staff and members of the community.

C. Each District support organization shall work in cooperation with the 
Principal and other staff members and shall abide by the policies of the 
Board.

D. It shall be the responsibility of each District support organization to 
monitor its activities to assure compliance with Board Policy.

1. The organization shall permit the Board to review all financial 
books and documentation upon request, and shall conduct a 
financial audit upon request of the Board. In addition, 
organizations must produce the following documents to the 
Superintendent and/or Treasurer upon request:
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2. A determination letter from the Internal Revenue Service that 
verifies the organization is a tax-exempt organization in good 
standing as described in Section 501(c)(3) of the Internal 
Revenue Code (if applicable).

3. A copy of the Articles of Incorporation or amended Articles of 
Incorporation on file with the Ohio Secretary of State (if 
applicable).

4. A copy of any filing with the Ohio Attorney General (if 
applicable).

5. A copy of the support organization’s Bylaws and any 
amendments.

6. A current list of names, addresses and titles of each officer of the 
organization. No administrative employee of the School District 
may be an officer of the booster organization in order for the 
organization to obtain Board recognition.

7. A description of the projects or activities the organization intends 
to undertake during the ensuing school year and the objective 
and goals of such projects or activities.

8. The organization’s balance sheet, together with an accounting of 
the organization’s income and expenses for the preceding 
calendar year.

9. Copies of State and Federal tax reports for the most recent year, 
as well as copies of any audit reports.

E. Each District support organization is encouraged to set goals that are 
consistent with those of the particular programs, activities or sports being 
supported as articulated by the coach/advisor and/or athletic director of 
such program, activity or sport, to avoid duplication of effort and to 
maximize the benefit to the organization or group.

F. The activities of District support organizations shall not involve the use of 
public funds and the District shall not assume responsibility for any 
purchases made on behalf of any support organization governed by this 
policy. The school district tax identification number shall not be used for 
District support organization purchases.

G. The time, date, purpose, location and conduct of all fund-raisers on 
District property shall have prior approval of the administration. District 
support organizations are encouraged to communicate their preferred 
activity dates to the administration as soon as possible as consideration 
for dates and facilities will be given on a first come, first served basis.
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Ohio Ethics Commission Advisory Opinion 2008-01
R.C. 3313.203

Revised 10/12/15

© Neola 2015

H. Each District support organization must abide by the policies and 
guidelines established for the use of District facilities and grounds. 
Projects that require any modification or alteration to District property 
must be pre-approved by the Superintendent.

I. All food items and beverages available for sale to students that will be 
consumed on the school campus (any area of property under the 
jurisdiction of the school that is accessible to students during the school 
day) during the school day (the period from the midnight before, to thirty 
(30) minutes after the end of the official school day) as fund-raisers, 
including items sold by student clubs and organizations, parent groups, 
or booster clubs, shall comply with the current USDA Dietary Guidelines 
for Americans and the USDA Smart Snacks in School nutrition 
standards. Fund-raisers also include giving away goods or services, but 
suggesting a monetary donation. All activities must be approved by the 
Principal, in advance. If approved, fund-raisers that involve the sale of 
food items or beverages to students on campus must be consistent with 
regulations established in Policy 8550, Competitive Foods.

J. Proceeds from District support organization fund-raisers shall not be 
commingled with a student activity or other Board accounts. Board 
employees who commingle such proceeds with a student activity or 
other Board account shall be subject to discipline.

K. The Superintendent shall implement administrative guidelines that 
require each District support organization's fund-raising activities to be in 
compliance with Board policies and that the funds generated by such 
fund-raising activities and donated to the District are used for school-
related projects that have the approval of the Superintendent and 
Principal.

L. District support organizations are encouraged to obtain 501(c)(3) status 
so that community members may properly take tax deductions for 
donations to the organization.

M. Donations from District support organizations must be made in 
accordance with Board Policy 7230 and any accompanying guidelines. 
Donations shall become the property of the Board and used in a manner 
determined by the Board, in accordance with its policies and 
administrative guidelines.
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9211 - DISTRICT-SUPPORT ORGANIZATIONS

In accordance with Board policy, all District-support organizations, including parent associations, booster clubs 
and the like, are to abide by the following guidelines.

© Neola 2003

Loudonville-Perrysville Exempted Village School District
Administrative Guidelines

A. Bylaws of the organization clearly state: 

1. the purpose of the organization which must be to benefit the students of the District; 

2. the name of the organization; 

3. the procedure for the election of officers and the length of terms; 

4. provisions for student and staff involvement which are to include that a District administrator or 
faculty member is included on the organization's advisory board and that any student or staff 
involvement in the conduct of the organization's activities is subject to the approval of the 
Superintendent. 

B. Each organization will, by no later than September 30th of each year, submit its plan for any and all 
fund-raising activities to include the following: 

1. the purpose of each fund-raising activity 

2. the fund-raising procedure 

3. the bookkeeping procedure that will be used 

4. designation of a fiscal officer for the organization who will be responsible for the accounting of 
funds 

5. assurance that none of the proceeds from a fund-raiser are commingled with a student activity 
account 

6. agreement that none of the activities involve the use of public funds 

7. a guarantee that funds will be used in ways that are consistent with the purpose of the 
organization and that at least seventy percent (70%) of all collected funds will be spent on 
student activities connected with the District 

8. agreement that any purchases made by the organization are not represented as District 
expenditures and do not use identification numbers of the District such as tax I.D. numbers, 
purchase order numbers, sales tax exemption forms, and the like 

C. Each organization agrees that any donations made to the District shall be done in accordance with 
Board Policy 7230 and the accompanying guidelines. 

D. Each organization agrees to abide by the policies and guidelines established for the use of District 
facilities and grounds. (see Form 9211 F1) 
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SCHOOL RELATED ORGANIZATION REGISTRATION

SCHOOL YEAR_____________________________________________________________________

ORGANIZATION NAME______________________________________________________________

CONTACT OFFICER_________________________________________________________________

OFFICERS_________________________________________________________________________
Name Address Phone

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Faculty or Administration Representation_________________________________________________

Purpose of Organization______________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Please define types and degree of student involvement______________________________________

__________________________________________________________________________________

__________________________________________________________________________________

What procedures are used for bookkeeping and financial records?_____________________________

__________________________________________________________________________________

__________________________________________________________________________________

Statement of Assurances:

On behalf of the above named organization, I certify that we will use funds within the organization and
the funds will not be considered public moneys; that any sponsored activity will be in the best interest of
the students of the School District; will guarantee that at least seventy percent (70%) collected will be
spent on student activities; will obtain permission to use school property; will use teacher, staff, or
student volunteers to conduct it's activities only if approved by the administration; and will be willing to
pay for any or all additional expenses incurred by the activity.

________________________________________
Certified by Authorized Officer
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