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 From time to time, checks may be drawn to the chief faculty counselor in an amount 
which shall not exceed payments made in cash as indicated by receipts, receipted bills, or 
other evidence of payment in form available to audit. 

 
 The central treasurer as indicated by the records of the chief faculty counselor, shall 

charge expenditures from the extraclassroom activity petty cash fund to the benefiting 
activity funds. 

 
 The chief faculty counselor shall keep such records as may be necessary for the accurate 

accounting of all transactions. 
 

 The extraclassroom activity petty cash fund must be completely closed out at the end of 
each year and the extraclassroom activity fund shall be reimbursed by the original 
amount transferred to the petty cash fund. 

 
 The central treasurer will report the amount of the petty cash fund, which is on loan to the 

chief faculty counselor, on the monthly reconciliation of cash balances and the periodic 
central treasurer's report for the extraclassroom activity fund. 

 
Operation of School Store 

 The school store may be operated under the sponsorship and guidance of a teacher-
coordinator and accounting is treated as an extraclassroom activity of the school.  Under 
these circumstances, the approved accounting system would be the system in this 
pamphlet. 

 
 In addition to the approved accounting procedures to control receipts and disbursements, 

it is desirable for the teacher-coordinator and the school business manager to agree on 
acceptable operating and year-end financial statements and inventory valuation methods 
that will reflect the financial soundness of the store activity.  Periodic profit and loss 
statements and balance sheets not only constitute good accounting procedures but also 
afford excellent instructional opportunities. As a general practice, the teacher-coordinator 
should adhere to control policies and procedures which have been established by the 
board of education. 

 
 A list of key duties for personnel assigned to the store, duty checklists for students 
assigned to the store, various control forms, daily balance forms, cash record sheets, 
register forms, etc. should be developed and used. 

 
Sales Tax 

 A school district is not exempt from the provisions of the Sales Tax Law whenever it 

becomes the vendor of services or property ordinarily sold by private persons.  Each faculty 

advisor should know which of the activities an organization undertakes are subject to sales tax 

and take steps to see that all sales tax information is accurately recorded and sent to the central 

10 



treasurer.  In order to provide a ready reference, a list of common undertakings of extraclassroom 

fund raising and social activities should be prepared and distributed indicating their taxable 

status.  An illustrative list is provided, but is not an exhaustive tabulation and is merely presented 

as a guide for ready reference. 

 If a district routinely conducts fundraising activities involving the resale of goods or 

merchandise, the district should register with the New York State Department of Taxation and 

Finance as a vendor by filing an application.  Only one application is required for all 

extraclassroom activities of the school district.  As a registered vendor, the district will receive a 

certificate of authority and the extraclassroom activity fund may issue Resale Certificates to its 

suppliers and make tax-free purchases for the student organizations if such purchases are 

intended for resale.  However, the student organizations must collect tax on receipts for all sales 

of taxable merchandise. The extraclassroom activity fund must file returns periodically and pay 

any tax due to the Department.  

 When student organizations purchase merchandise for resale, vendors selling the resale 

merchandise are required to collect the sales tax from the buyer of the merchandise unless they 

receive a resale certificate from the buyer.  This Resale Certificate (ST-120) is available from the 

State’s Fax on Demand ordering system (800-748-3676) or on the Internet from its Website at 

http://www.tax.state.ny.us. It is recommended, therefore, that the central treasurer of the 

extraclassroom activity fund, or some other responsible individual who is required to approve 

purchase orders, secure and control a supply of these certificates.  Upon his/her approval of a 

purchase, he/she should supply the vendor with a certificate. 
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Sales Tax Guide 
Sale of Candy, Soda and 
Soft Drinks 

Taxable, 
except for 
certain drinks. 

Tax Law §1115(a)(1) generally provides an exemption for the sales and purchases of 
food, food products, beverages sold for human consumption.  However, the exemption 
does not apply to candy, sodas or soft drinks, and fruit drinks that contain less than 70% 
natural fruit juice. 

Spaghetti dinners and 
catered meals 

Taxable Tax Law §1115(a)(1) generally provides an exemption for the sales and purchases of 
food, food products, beverages sold for human consumption.  However, the exemption 
does not apply to catered situations, where the students of the club would be serving, 
assisting in serving, cooking, or otherwise providing services with respect to the food 
items in question. 

Bake Sales Non-Taxable. Tax Law §1115(a)(1) generally provides an exemption for the sales and purchases of 
food, food products, beverages sold for human consumption.  This provision exempts 
bake sales from the collection of sales tax. 

Vending Machine Sales – 
Food Items 

Taxable, 
generally. 

Where tables, chairs, benches, etc. are provided where the vending machine operations 
are conducted, the sales through the vending machine are taxable.  Where no eating 
facilities are provided, the sales are exempt from sales tax. 

Pizza, Chicken, Popcorn, 
Coffee, Tea, etc. 

Taxable. All sales of prepared food sold in a heated state (where the food is maintained at a 
temperature warmer than surrounding air temperature) are subject to sales tax, including 
those sold for off-premises consumption. 

Admission Charges Taxable, 
except for 
certain events. 

Exemption is provided from sales tax for admissions to dramatic or musical arts 
performances, which do not include variety shows, magic shows, circuses, ice shows, 
dances, and similar performances.  Included in the exemption is an admission charge to 
choreographed performances to music, which may exempt color guard admissions. 

Sale of Newspapers and 
Magazines 

Non-Taxable.   

Sale of  shrubs, plants and 
trees 

Taxable.  

Sale of Yearbook Taxable, 
generally. 

If the entire cost of the yearbook is underwritten by the Board of Education and the 
revenue is recognized as a General Fund item, the sale becomes an exempt transaction, 
not subject to sales tax. 

Sale of Yearbook 
Advertising Space 

Non-Taxable.   

Sale of Sweatshirts, T-
shirts, Jackets, Jewelry 

Taxable. Tax Law §1105(a) provides that sales tax is imposed on the sale of tangible personal 
property. 

Book Store Sales Taxable. Unless specifically exempt. 
Pre-packaged Popcorn, 
Potato Chips, Pretzels 

Non-Taxable, 
generally 

When packaged and sold in a cold state, prepackaged snack foods are exempt.  This 
exemption does not apply to caramel or other candy coated snack foods. 

Hair Cuts and Styling Non-Taxable. The cutting and styling of hairpieces is not included in this exemption. 
Repair/Maintenance 
Services, Car Washes 

Taxable, 
generally. 

An exemption is provided for the repair, maintenance or service of farm machinery. 
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