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Finance Officer Qualifications
All finance officers shall meet the qualifications of and be in compliance with the certification requirements noted in 702 KAR 3:320.
REFERENCES:
KRS 160.431
702 KAR 3:320
Adopted/Amended:
Order #:
FISCAL MANAGEMENT
04.0


Page 1 of 1



PLANNING

Budget Planning and Adoption
FISCAL MANAGEMENT
04.1
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The Superintendent shall establish procedures to provide for annual community, parent, school and, where appropriate, student input in the development of recommendations to be considered for the District budget. These procedures shall include a needs assessment process to identify, confirm, reassess and/or prioritize recommendations regarding District goals for future financial emphasis. The plan shall provide for reviewing the achievement of established goals and academic expectations of the District.
PREPARATION OF BUDGETS
As part of the annual budget process, the Board shall determine priorities to guide the Superintendent in developing draft budgets for the next fiscal year. Prior to the Board setting budget priorities, the Superintendent shall provide the Board with the estimated amounts that will be received from available sources, including tax rate(s) necessary to generate such amounts. In setting budget priorities, the Board shall consider the following:
1. Results of the current needs assessment, recommendations resulting from that process, and current District/school improvement and/or long-range plans.
2. Revenue projections for the coming year.
After receiving the Board’s budget priorities, the Superintendent shall prepare for Board consideration and action proposed District budgets for all active MUNIS fund accounts. Budgets shall address the educational needs of the District as reflected by priorities established by the Board and shall show the amount of money needed and source of funds for the upcoming school year.
Each year, school councils shall review the budgets for all categorical programs and provide comments to the Board prior to the adoption of the budgets.
TIMELINE
On or before January 31, the Board shall formally and publicly examine a detailed estimate of revenues and proposed expenditures by line item for the following fiscal year. On or before May 30, the Board shall adopt a tentative working budget, which includes a minimum reserve of two percent (2%) of the total budget. When permitted by the Kentucky executive branch budget, the District may adopt, and the Kentucky Board of Education may approve, a working budget that includes a minimum reserve less than two percent (2%) of the total budget.
Within thirty (30) days of receipt of property assessment data, the Board shall levy tax rates for the District and forward them to the Kentucky Board of Education for approval or disapproval. By September 30, the Board shall adopt a close estimate or working budget for the District.
REFERENCES:
KRS 156.160; KRS 157.330; KRS 157.350; KRS 157.360
KRS 157.440; KRS 160.370; KRS 160.390
KRS 160.460; KRS 160.470; KRS 160.530; KRS 424.250
702 KAR 3:100; 702 KAR 3:110; 702 KAR 3:246; OAG 67-510
RELATED POLICIES:
01.11; 02.4242; 02.4331; 04.91
Adopted/Amended:
Order #:
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By the end of the second month of the school year January, each site administrator shall conduct and submit to the Superintendent a needs assessment. In SBDM schools the administrator shall conduct the assessment at the direction of the council. 
The annual needs assessment shall include Impact and Implementation recommendations, state and local student assessment results, non-cognitive variables, and operations and personnel reviews. Needs to be addressed shall be categorized by student achievement, operations, and personnel.
If the school has developed a strategic plan or improvement plan, items identified in those plans should help determine needs. As the school develops its improvement plan, as outlined by the Department of Education, the needs assessment will assist in determining the contents of that plan.
GUIDELINES FOR SCHOOL ASSESSMENTS
The annual needs assessment shall identify existing programs, strengths of the school, and where needs exist. Examples of needs to be addressed are:
1. Instructional program
2. Student support services (counselors, music teachers, etc.)
3. Major equipment (science, technology, etc.)
4. Major maintenance (roof, heating and cooling, painting, door replacement, etc.)
DOCUMENTS TO BE REVIEWED
In preparing the District needs assessment, the Superintendent shall include a review of pertinent information, including but not limited to:
· Student academic assessment results (state-mandated tests, AP scores, nationally normed tests, SAT, ACT, etc.)
· Student noncognitive variables (attendance, drop-out rates, retention rates, etc.)
· District strategic plan or recommendations from the District’s long-range plan
· Goals and objectives established by the Board and those set out in statute
· Needs assessments of individual schools
· Capital outlay needs of the District, including major maintenance needs
· Personnel salaries (Specific salary increases should not be included in the needs assessment.)
· Recommendations of accrediting associations such as the Southern Association for Elementary and Secondary Schools
· Staffing levels (The needs assessment should review staffing and programs included or funded in the schools’ and District budgets.)
PRESENTATION TO THE BOARD
By December May 1 the Superintendent shall have completed the District needs assessment, tabulated the results, and presented a summary report to the Board for its review and utilization in developing budget priorities. The report shall include the estimated cost for each item, and costs shall be within the revenues available to the District.
The Superintendent, at his/her discretion, may involve a committee to assist in development of the District needs assessment.

(CONTINUED)
Needs Assessment
DISTRICT NEEDS ASSESSMENT (ESSA TITLE IV)
As needed to qualify for a federal Title IV grant, the District needs assessment must be conducted once every three (3) years as specified in Every Student Succeeds Act of 2015 (ESSA). The needs assessment shall be done with input from stakeholders, including, but not limited to: parents, teachers, principals, school and community leaders, local government representatives, and others with relevant and demonstrated expertise in the area. The assessment shall examine needs for improvement of the following:
1. Access to, and opportunities for, a well-rounded education for all students;
2. School conditions for student learning in order to create a healthy and safe school environment; and
3. Access to personalized learning experiences supported by technology and professional development for the effective use of data and technology.
REFERENCE:
20 U.S.C. § 7116(d)
Review/Revised:
FISCAL MANAGEMENT
04.1 AP.1
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Budget Planning Timeline

	Month
	Due Dates/Event
	Date Completed

	END OF 1ST
SCHOOL MONTH
	Each school site administrator records that school’s official student enrollment for the current school year.
	

	OCTOBER
	15 - The Superintendent projects the enrollment for the next five (5) years for each school site and gives that enrollment figure to the school’s administrator. Each site administrator, under the direction of the school council in SBDM schools, shall conduct a needs assessment of program and support services,
facility, and maintenance.
	

	NOVEMBER
	15 - School needs assessment presented to the Superintendent.
	

	DECEMBER
	1 - The Superintendent completes the District needs assessment and presents a summary report to the Board.
31 - Superintendent presents to the Board revenue projections for the District for the ensuing year.
	

	
	
	

	JANUARY
	15 - Superintendent presents draft District budget plan, including estimated salary increases, to the Board. Board reviews District priorities along with the educational plan/needs assessment for the District.
*31 - Board reviews draft budget plan and establishes budget parameters for the ensuing school year.
	

	
	
	

	MARCH
	*1 - Board provides tentative notice of allocations to school councils.
2 - Based on the educational plan/needs assessment developed earlier, the site
administrator begins work with parent and teacher groups on development of the school budget.
	

	
	
	

	APRIL
	1 - School council adopts school working budget and presents to the Superintendent.
15 - Superintendent and/or council members present school council budgets to the Board for review.
	

	
	
	

	MAY
	*1 - Board provides final notice of allocations to school councils.
*15 - Superintendent notifies certified staff of any reduction(s) in responsibilities no later than ninety (90) days before the first student attendance day of the school year or May 15, whichever comes first.
*30 - Board adopts tentative working budget, including salary schedules.
	

	
	
	

	
	
	

	JUNE
	30 - By this date, each school/school council shall make an annual report at a public meeting of the Board describing the school’s progress in meeting the
educational goals set forth in KRS 158.6451 and District goals established by the Board. (KRS 160.345)
	

	JULY
	*1 - Board sets tax rates. (Date may vary, depending when tax rates are certified by the Chief State School Officer per KRS 160.470.) Board must levy rates and send them to KDE within 30 days of receiving assessment data.
25 - Annual financial report and balance sheet submitted electronically to KDE.
	

	
	
	

	SEPTEMBER
	*15 – Staffing allocations to school councils are adjusted if changes in enrollment occur.
*30 - Board adopts a working budget to be submitted electronically to KDE.
	

	
	
	

	*Board action required by statute and/or regulation


Review/Revised:
FISCAL MANAGEMENT
04.1 AP.2
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FISCAL MANAGEMENT	04.11
Administrative Procedures
DEVELOPMENT OF PROCEDURES
The Superintendent shall develop administrative procedures necessary to implement the fiscal management policies of the Board.
REFERENCES:
KRS 160.290
KRS 160.370
Adopted/Amended:
Order #:


Page 1 of 1

FISCAL MANAGEMENT	04.11 AP.1
Budget Implementation
MUNIS FUND ACCOUNT BUDGETS
The Superintendent shall prepare the draft District Budget, and the MUNIS Fund Account Budgets annually. These budgets which will:
1. Provide an educational program that will meet the educational needs of the students in the District.
2. Estimate the revenue—local, state, and federal—for the fiscal year.
3. Present a spending program to implement the educational plan and other necessary expenditures.
4. Determine the local tax rate needed.
BUDGET ADMINISTRATION
After the MUNIS Fund Account Budgets have been adopted, they will be transferred to the accounting system with copies made for staff members responsible for budget administration. Expenditures must stay within the budget, and the Superintendent/designee must give written approval if major expenditure categories are to be exceeded.
BUDGET APPRAISAL
The budget document will be appraised throughout the fiscal year using the following criteria:
1. Was the educational plan implemented to a high degree?
2. Were revenue receipts within reasonable proximity of the amount estimated?
3. Were the budgeted amounts appropriately distributed?
4. Was budget administration a problem?
5. Was the format functional?
6. Were the audit comments and suggestions helpful?
Review/Revised:
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PREPARATION OF BUDGETS
Each school council or Principal, as appropriate, shall prepare a budget for all internal accounts for the school year. The budget shall include a complete financial forecast of anticipated receipts and expenditures for the school year for each activity fund and shall be prepared on the state- required forms.
DUE DATE
Each club and organization shall prepare a tentative budget of receipts and expenditures for the next school year to be submitted to the Principal by April 15 on the state required form. The Principal shall submit the internal accounts budgets to the Superintendent no later than May 15 for submission to the Board.
REFERENCES:
KRS 160.160
KRS 160.290
KRS 160.340
OAG 60-1149
702 KAR 3:130; Accounting Procedures for Kentucky School Activity Funds
RELATED POLICY:
04.312
Adopted/Amended:
Order #:
FISCAL MANAGEMENT
04.12
Internal Account Budgets
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PREPARATION
Internal account budgets shall be prepared in compliance with the dates specified in Procedure
04.1 AP.2.
FUND BALANCE
In the preparation and administration of internal school account budgets, Principals shall endeavor to establish a fund balance at the end of the fiscal year to accommodate a potential cash flow problem at the beginning of the next year.
Review/Revised:

School Budget and Financial Reports
Principal to Prepare Budget
The Principal of each school shall prepare an internal budget for his/her school on the state-required form (F-SA-3). The Principal may appoint a committee to assist in the preparation of the internal account budget.
Each club and organization shall prepare a tentative budget of receipts and expenditures for the next school year to be submitted to the Principal by April 15 on the state required form. The Principal shall submit school budgets to the Superintendent no later than May 15 for submission to the Board. The Superintendent shall present all school internal account budgets to the Board by the end of May.
Fund Balance
The Principal must be sure that a sufficient account balance is available before authorizing expenditures. A negative (deficit) balance, after considering accounts payable and/or receivable, is not permitted in any line item of the budget. A fund transfer shall be made prior to completing the financial report to eliminate any negative balance that otherwise would have occurred. 
In the preparation and administration of internal school account budgets, Principals shall endeavor to establish a fund balance at the end of the fiscal year to accommodate a potential cash flow problem at the beginning of the next year.
Financial Reports
Monthly and annual financial reports shall be prepared using a school activity fund software program approved by the Superintendent. These financial reports (which are prepared in lieu of state forms F-SA-14 and F-SA-15A) shall be submitted to the Superintendent no later than the 10th day following the end of the previous month or the following weekday if the 10th day falls on a weekend or holiday. These financial reports shall be submitted with any additional supporting documentation deemed necessary by the Superintendent including, but not limited to, a reconciliation of the cash balance to the bank statement and ledger, a photocopy of the bank statement, a listing of outstanding checks, and a listing of accounts payable and accounts receivable.
Administration
The internal account budgets and financial reports are financial tools that can help ensure strong internal controls over the accounts for which the Principal is responsible. The Principal is responsible for monitoring the school’s finances and reporting to the Superintendent any financial irregularities. 



FISCAL MANAGEMENT
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Internal Account Budgets


Page 1 of 1


SELECTION
The depository(ies) for all school funds, including internal accounts of schools, shall be determined annually by the Board. The depository(ies) so selected shall be accessible, capable of handling short-term investments, capable of providing those services necessary for the efficient operation of the schools, and subject to the requirements of KRS 160.570.
The Board shall issue an invitation to bid banking services prior to selection of depositories.
Written agreement(s) with the depository(ies) shall designate types of interest bearing accounts available and how the rate(s) of interest on deposits will be determined.
COLLATERAL
In accordance with KRS 41.240 and Kentucky Board of Education administrative regulations, each depository selected shall, before entering upon its duties, provide collateral to be approved by the Board and by the Commissioner of Education.
REFERENCES:
KRS 41.240
KRS 160.570
702 KAR 3:090
Accounting Procedures for Kentucky School Activity Funds
Adopted/Amended:
Order #:
FISCAL MANAGEMENT
04.2
Depositories
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SELECTION OF DEPOSITORY(IES)
The Superintendent shall notify the Board if a depository or depositories (up to 3) are to be selected with an effective date of July 1.
INVITATION TO BID
The Superintendent shall recommend to the Board for its approval an invitation to bid for bank depository services. Following consideration of bids received, selection of depository(ies) to provide services will be placed on the Board agenda as an action item no later than the June Board meeting.
BIDDING
Prior to the June Board meeting, the Superintendent/designee shall prepare and send the bid documents to local financial institutions meeting the requirements of KRS 160.570 and capable of providing the necessary services.
Review/Revised:
FISCAL MANAGEMENT
04.2 AP.1
Depositories
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MANAGEMENT

District Accounts
FISCAL MANAGEMENT
04.21
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The Superintendent shall have general supervision, subject to the control of the Board, for the management of District business affairs.1 The District treasurer shall fulfill the duties of the position as set out in KRS 160.560.2 The Board secretary shall be custodian of District securities.3
CAPITAL OUTLAY FUND
The expenditure of public school capital outlay funds shall be determined by the Board on the recommendation of the Superintendent and in accordance with the provisions set out in KRS
157.420 4 and applicable state budget provisions.
REFERENCES:
1KRS 160.370
2KRS 160.560
3KRS 160.440
4KRS 157.420
KRS 160.476
KRS 157.620
RELATED POLICIES:
01.412
01.413
02.12
Adopted/Amended:
Order #:


FISCAL MANAGEMENT	04.21 AP.1
Collection of Outstanding Charges
Every effort will be made to collect monies due to a school or the District in a timely and efficient manner.
Checks returned from the bank for any reason may be assessed a reasonable service charge. In addition, a third-party entity may be utilized to assist in collection of outstanding payments.

Authority to Encumber and Expend Funds
FINANCIAL STATEMENT
The daily administration of the budget shall be the responsibility of the Superintendent. The Superintendent shall provide the Board with a monthly financial statement. This shall include a report of receipts and disbursements and estimated status by major budget category, the cash balance on hand, and the amount of invested funds at the end of the immediate preceding month.
EXPENDITURE OF FUNDS
Expenditures from any District fund shall be made in accordance with the budgets approved by the Board. All purchases shall require the prior approval of the Superintendent or the Superintendent's designee.
AUTHORITY TO OBLIGATE
Administrators designated by the Superintendent may initiate a purchase order, subject to the limits of their designated budgeted funds and approval by their supervisor.
The Board shall not be responsible for expenditures not properly authorized and not made according to the purchasing procedures developed by the Superintendent.
REVIEW OF CREDIT CARD TRANSACTIONS
The Superintendent shall establish a process consistent with Board policy to regulate use of credit cards and credit card accounts. This process will include procedures for recovery of District funds for any unauthorized purchases.
Employees shall report immediately any District/school credit card that is lost. Personal purchases on District/school credit cards are prohibited. Unauthorized charges made by employees to District/school credit cards may result in disciplinary action.
BOARD APPROVAL REQUIRED
Prior Board approval shall be required in order for the District to participate in any cash management, bond issuance, tax revenue anticipation note, or other program involving commitment of District funds. The Board shall designate the fiscal agent and bond counsel.
REFERENCES:
KRS 160.340; KRS 160.370
KRS 160.390; KRS 160.470
KRS 160.530; KRS 160.550
702 KAR 3:050; 702 KAR 3:120
702 KAR 3:246; 702 KAR 3:300
School Council Allocation
RELATED POLICIES:
02.4242; 04.311; 04.3111
Adopted/Amended:
Order #:
FISCAL MANAGEMENT
04.31
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SCHOOL PURCHASING

Purchasing
FISCAL MANAGEMENT
04.31 AP.1
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1. Funds for expenditures authorized by the approved budget are to be made available to each Principal and school council who will advise staff of the available appropriations.
2. Principal/school council shall budget the allocations available to the school. Purchases made from these allocations shall be on Board purchase orders.
3. Purchase orders are to be completed by the department head or teacher and sent to the Principal /designee for approval.
A standard invoice, copy of a contract, or some documentation of approval for the payment must be attached if no purchase order has been issued.
4. If the purchase order is approved, the Principal/designee shall record the date, vendor, and amount of the purchase on the appropriate record form (computer or binder).
5. The purchase order is then forwarded to the school/Central Office designee.
6. Unless otherwise specified, copies of the purchase order shall be forwarded to the vendor, the school/District finance officer, and the person who placed the order.
7. When an order arrives, the person who placed the order checks the items received and signs and dates the receiving report or packing slip. A notation is made on the receiving report or packing slip as to the condition of the items received and any shortage in the shipment. The receiving report or packing slip is then returned to the school/District finance officer to be matched with the invoice.
8. The school/District finance officer clears the invoice for payment and charges the expenditure to the appropriate school account. The Superintendent/designee shall send a budget update to each school at least once each quarter.
9. If a purchase needs to be made on an emergency basis as defined by the Principal/designee, the employee shall complete a purchase order, obtain the signature of the Principal/designee, and arrange for the purchase. The employee shall then complete all other purchasing procedures.
All orders for the current fiscal year must be approved by the Principal/designee by May 30

10. All invoices for the current fiscal year must be presented to the school/Central Office designee by June 30


School Purchases from School Activity Funds
All orders for the current fiscal year must be approved by the Principal/designee by the end of the fiscal year or an earlier date designated by the Principal.
1. Funds for expenditures authorized by the approved budget are to be made available to each Principal.
1. The Principal will advise staff of the available appropriations.
1. A purchase order must be prepared for every purchase and approved by the sponsor and Principal before a payment is obligated.
1. The order will be placed with the vendor. One copy is retained by the School Treasurer’s office and a copy is returned to the person who placed the order.
1. When an order arrives, the person who placed the order checks the items received, signs and dates the receiving report or packing slip. A notation is made on the receiving report or packing slip as to the condition of the items received and any shortage in the shipment. The receiving report or packing slip is then returned to the School Treasurer to be matched with the invoice.
1. Before being processed, each disbursement shall be documented by a completed purchase order and an original vendor invoice. If a vendor invoice is not available, the standard invoice, signed by the payee, shall be used.
Purchase Requisitions and Purchase Orders from District Funds
Procedures below address District purchases other than those purchases made from school activity funds (which are outlined above).
A purchase order is required for all purchases made from the district bank account except salaries and benefits, utilities, bond payments, payments for construction supported by proper documentation, travel reimbursements, and insurance premiums. 
Approval of Purchases
Purchases must be approved by a Supervisor (Principal or Coordinator level or above) and then approved by the Budget Administrator, if a different individual. Purchase orders for goods/services to be purchased using federal grant money go through the administrator of the grant. The Director of Finance or designee approves all purchases. A typical purchase is processed in the following manner:
1. Purchaser: Initiates the purchase process. The purchaser must complete all areas of required information. The purchaser may be the same person as the Supervisor or the Budget Administrator.
1. Director of Finance: Approval indicates the purchase is within the Model Procurement Code and he/she approves the amount to be expended. Account coding, allowability in accordance with state and federal laws and regulations, commodity codes, fixed asset identification, and other elements are subject to review by the Director of Finance.

1. Supervisor/Budget Administrator/Grant Administrator: Approval indicates that he/she has:
1. Approved the item/services being purchased,
1. Determined money is available in the program budget,
1. Verified allowability in accordance with State and Federal laws and regulations,
1. Verified the correctness of the information on the purchase order, and
1. Verified the items are properly coded according to the program budget.
1. Superintendent: Approves any purchase over $40,000.
Reimbursements
Employees cannot be reimbursed for out-of-pocket expenses other than expenses incurred while in approved travel status. Employees are not permitted to purchase items and subsequently be reimbursed for those items.






DISTRICT PURCHASING


Purchasing

(CONTINUED)
04.312 AP.1
FISCAL MANAGEMENT
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1. Expenditures authorized in the approved budget are made available to authorized Central Office personnel who make purchases.
2. Purchase orders shall be completed and sent to the Superintendent/designee for approval.
3. If approved, the order is placed, copies of the purchase order are distributed, as appropriate, and a record of the purchase is completed.
4. When an order arrives, the person who placed the order checks the items received and signs and dates the appropriate copy of the purchase order. A notation is made on the receiving report as to the condition of the items received and any shortage in the shipment. The receiving report is then returned to the District finance officer for payment.
5. If a purchase needs to be made on an emergency basis as defined by the Superintendent/designee, the employee shall complete a purchase order, obtain the signature of the Superintendent/designee, and arrange for the purchase. The employee shall then complete all other purchasing procedures.
6. All orders for the current fiscal year must be approved by the Superintendent/designee by    March    April   May.
7. All invoices for the current fiscal year must be presented to the Central Office designee by    March    June    June 30.
Review/Revised:


Eligible for Payment
No invoice shall be cleared for payment without the following supportive data:
1. Itemized original invoice or a completed Standard Invoice for goods and/or services.
1. Preapproved purchase order except for those purchases specifically exempt. 
1. Receiving documentation confirming that invoiced materials were received in good order, in correct quantity, and whether any funds should remain encumbered except purchases of a seat (including, but not limited to, registration fees, airline tickets, and theater tickets) which may be paid in whole or in part in advance of receipt.
Payment Made
Payment shall be made subject to the following:
1. Invoice and receiving report has been directed to the Superintendent or designee.
1. A report listing all invoices to be paid has been provided to the Board.
1. Checks are written and proper documentation has been filed for each payment.
Some payments may be released prior to Board review: salaries and benefits, bond payments, utilities, insurance premiums, travel reimbursements, payments to avoid penalties or late fees, payments to take advantage of discounts, payments for construction supported by proper documentation, and payments deemed necessary by the Superintendent or designee to insure the health and welfare of staff or students. All payments will be subsequently presented to the Board for approval in the Orders of the Treasurer.
School Activity Funds
School Activity Funds Defined
School activity funds consist of all funds derived from fund-raising activities and Board approved fees sponsored under the auspices of the school by student clubs or student organizations. Fund raising activities may include athletic contests, classes and clubs, school entertainment, sale of school yearbook, newspaper, and fund drives by school groups.
Exception
Funds maintained by parent-teacher groups and booster clubs may not be deposited in a school’s bank account.
Procedures
Accounting for school activity funds shall be in accordance with the Department of Education’s manual, Accounting Procedures for School Activity Funds. This system is based on the following general procedures:
1. All money received shall be deposited in one (1) bank account.
1. Receipts are to be issued for all monies received.
1. There shall be a central fund treasurer with whom all school activity funds are deposited.
1. The Principal or designee shall authorize all expenditures from school activity funds.
1. Funds shall be expended only by check.
1. Two (2) signatures (the Principal and the School Treasurer) are required on all checks.
1. The school treasurer shall reconcile bank statements each month.
1. Documentation for expenditures shall include an itemized invoice or an executed standard invoice  and a purchase order. A standard invoice is appropriate for certain purchases for which nothing tangible is received in exchange for payment. Transactions of this nature include services/items such as officials of athletic events, commencement speakers, etc. A standard invoice is not to be used in place of a purchase order when a purchase order was not prepared in advance of the purchase.
1. Monthly and annual financial statements shall be prepared using a school activity fund software program approved by the Superintendent.
1. The Principal shall prepare a detailed annual budget and submit it in accordance with Administrative Procedure 04.12 AP.1.
1. The Principal shall provide the Superintendent with an annual financial statement for school activity funds by July 25.
1. An audit by an approved certified public accountant or accounting firm shall be made at the close of the fiscal year. This audit shall be presented to the Superintendent and the Board.

FISCAL MANAGEMENT	04.312 AP.1
	(Continued)
School Activity Funds
Procedures (continued)
1. Competitive bids must be taken on like items in which the total purchases for the entire school District exceed $40,000 in a fiscal year. When the Principal suspects a bid should be called for, s/he shall notify the Superintendent, prior to Board agenda preparation, providing a list of items to be bid, along with specifications and a list of possible vendors. The bid will be advertised, received, and presented to the Board with a recommendation.
Suggested
Competitive bids are encouraged even though the total purchase price is less than $40,000, when a savings may result. Bidding is a Central Office responsibility.
Responsibility and Authority
Responsibility for school activity funds rests with the Board and the Superintendent, and is delegated to the Principal of each school, together with the necessary authority.
Related Procedures:
04.12 AP.1
04.32 AP.1
04.9 AP.1
 

FISCAL MANAGEMENT	04.31 AP.2
Use of District Purchasing Card(s)

CREDIT CARD
Credit cards shall be issued in the name of the District and used by employees to purchase food, lodging, transportation, and other items incurred in the course of District/school business as approved by the Superintendent/designee. Personal items, spouse/family expenses, etc., are not to be charged to the District credit card even if later reimbursed to the District.
SURPLUS PROPERTY AUTHORIZATION CARD
The Superintendent or Central Office designee is authorized by Board action to use the District’s Surplus Property Authorization Card. Other District employees must have a letter of authorization from the Superintendent or Central Office designee to present with the card to make purchases charged to the Board account. Purchases charged by schools must be reimbursed to the Board account, unless otherwise authorized by the Superintendent or designee. Surplus property items purchased for District use become District property.
SECURING
All individuals using the District purchasing card(s) shall complete the following purchasing card checkout form.
NOTE: Instead of this form, please use the form provided in the KDE document, Accounting Procedures for School Activity Funds, when using a District credit card to make a school activity fund expenditure.

	District purchasing cards may not be lent to or used by anyone other than the individual to whom it is issued.

	Individuals using a District purchasing card shall submit a detailed receipt, in addition to a purchasing card receipt, indicating the date, purpose, and nature of the expense for each claim item. Failure to provide a proper receipt shall make the individual responsible for expenses incurred.*

	
Name
	
Purpose/PO #
	Purchasing Card Name
	Purchasing Card #
	
Date Out
	
Date In
	Initials of Superintendent/Designee

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


*In exceptional cases, the Superintendent or Board may allow a claim without proper receipt. Written documentation explaining the exceptional circumstances shall be considered part of the District’s record of claims.
RELATED POLICIES:
01.821; 03.125; 03.225
Review/Revised:
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SYSTEM OF ACCOUNTING

District Accounts
FISCAL MANAGEMENT
04.311
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The Board intends that accounting practices follow state and federal laws and regulations and generally accepted accounting principles. Therefore, the District shall follow a uniform financial accounting system provided by the Kentucky Department of Education.
As advised by the Board’s auditor/Certified Public Accountant, determination of liabilities and assets, prioritization of expenditures of governmental funds, and provisions for accounting disclosures shall be made in accordance with governmental accounting standards. This process shall include leave accumulated by employees and all Board properties and funds, including those that have been escrowed.
ELECTRONIC FUNDS TRANSFER (EFT)
The District may participate in EFTs. Properly approved electronic payments on behalf of the District may be made in accordance with applicable laws and regulations. The Board authorizes schools to accept electronic receipts and make payments in accordance with Accounting Procedures for Kentucky School Activity Funds and applicable laws and regulations.
REFERENCES:
KRS 157.060
KRS 160.340
KRS 160.560
702 KAR 3:120; KETS District Administrative System Chart of Accounts and Chart of Accounts Descriptions
702 KAR 3:130; Accounting Procedures for Kentucky School Activity Funds Governmental Accounting Standards Board (GASB)
Adopted/Amended:
Order #:
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The treasurer shall prepare warrants or "Orders of the Treasurer" to be acted upon at each regular Board meeting. Except for situations as defined below providing for subsequent Board approval, before checks are issued, the treasurer shall have received the approved warrant or “Orders”, or approved equivalent properly executed, which shall include signatures of the chairperson and secretary of the Board.
The Board shall designate one (1) or more Board members to review bills before a meeting for items that may need clarification prior to presentation for final approval for payment.
PAYMENT OF BILLS
With the exception of recurring monthly payments such as utilities and fixed charges, no bill shall be paid without the following supportive information:
1. A purchase order signed by the Superintendent or his designated representative;
2. An invoice as to goods or services received; and
3. Confirmation that invoiced materials were received in accurate quantity and in good order.
BOARD MINUTES
The original copy of warrants or “Orders” shall be maintained on file as a part of the official Board minutes.
SUBSEQUENT APPROVAL
The Board shall give subsequent approval to all budgeted disbursements made between meetings of the Board. Payments made between regular Board meetings shall be confined to the following:
1. contract salaries,
2. payments to take advantage of discounts,
3. payments made to prevent penalties and disruption of services, and
4. payments for approved purchases made in accordance with District policy and procedures to avoid invoices being more than thirty (30) days past due as of the date of the Board meeting.
REFERENCES:
KRS 160.290; KRS 160.340
KRS 160.370; KRS 160.560
OAG 79-321; 702 KAR 3:120
Accounting Procedures for Kentucky School Activity Funds
Adopted/Amended:
Order #:
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In order to facilitate refunds of minor purchases, the Board authorizes a petty cash fund in the Board office. The custodian for such account will be the Superintendent or his designated representative. The petty cash fund shall not exceed $50.
PURPOSES
Petty cash funds shall be used for the following purposes: miscellaneous, postage, collect deliveries, and other small disbursements. The petty cash fund will be replenished as imprest funds and is to be reimbursed to each account through accounts payable. Each transaction must be supported with proper receipts by the account custodian. Petty cash funds must be reconciled at the end of each month.
REFERENCES:
KRS 160.340
KRS 160.290
Adopted/Amended:
Order #:

School Activity Funds
School activity funds may be expended for purposes which contribute generally to the benefit of the students, provided expenditures are consistent with requirements set out in Accounting Procedures for Kentucky School Activity Funds (Redbook). Based on a schedule developed by the Superintendent, the Board shall review the status of school activity funds at least twice each fiscal year.
UNIFORM ACCOUNTING
All personnel shall comply with the uniform financial accounting system1 and activity fund accounting procedures set out in Kentucky Administrative Regulation.2
TWO SIGNATURES REQUIRED
The Principal, or school councils in SBDM schools, shall be responsible for the manner in which accounts are kept and preserved. Two (2) signatures shall be required on each check drawn against school activity funds, neither of which may be a signature stamp. The two (2) signatures shall be the manual signatures of the Principal/designee and the school treasurer.
PURCHASE ORDERS
Activity funds may only be expended as authorized in the Accounting Procedures for Kentucky School Activity Funds.
Activity fund purchases must be supported by a properly executed purchase request and authorization for payment by the Principal.
Because no school activity fund is permitted to end the fiscal year with a deficit balance, the school shall not expend or commit to expend any activity fund in excess of revenue received for the fiscal year. Should this occur, the employee(s) responsible shall be subject to appropriate disciplinary action, and the Superintendent may require the school/council to present for Board approval a plan for reimbursement of any deficit amount.
FINANCIAL REPORTS
Each month the Principal shall provide the District Finance Officer with a financial report for activity fund accounts. On or before July 25, following the end of the fiscal year, the Principal shall submit to the District Finance Officer an annual financial report for those accounts.
DEFINITION OF SCHOOL ACTIVITY FUNDS
School activity funds refer to all school funds including funds derived from fund-raising activities and Board approved fees sponsored under the auspices of the school by student clubs or student organizations. Funds raised or received by organizations that do not come under the direct supervision of school authorities shall not be considered school activity funds.
DEFINITION OF DISTRICT ACTIVITY FUNDS
Non-student generated funds collected at the school level to be used for operating costs. Operating costs are the expenses which are related to the operation of a District, or to the operation of a device, component, or a piece of equipment or facility. They are the cost or resources used by a District just to maintain its existence.1
Funds carry over at year end subject to board policy.
FISCAL MANAGEMENT
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DONATIONS
With the Principal’s approval, schools may receive donations, including gifts of personal property, for the benefit of the school or for the students of the school, that are valued at an amount as determined by the Board in Policy 04.61 and hold and use as requested. Donations valued at more than that amount must be approved by the Board.
Donations specifically for instructional materials or operating expenses must be sent to the District as District Activity Funds.
Donations valued at $250 or more require a Donation Acceptance Form be completed. A listing of all donations shall be submitted to the Board at the end of each fiscal year. AUDIT OF FUNDS
All school activity funds shall be audited annually by a certified public accountant. All audit reports shall be reviewed and appropriate action taken as required by Kentucky Administrative Regulation.1
SUPPORT/BOOSTER CLUBS
Parent-teacher associations and booster club funds are not subject to deposit and accounting procedures as school activity funds.3 However, each year the Principal shall be provided the following from all support/booster club organizations as required by state activity fund accounting procedures:
1. Within the first thirty (30) days of the school year or within thirty (30) days of the first transaction for the group:
a. Names of club officers;
b. Federal Employer Identification Number (FEIN); and
c. A copy of the annual budget.
2. An annual financial report by July 25 for the year ending June 30 reporting receipts, expenditures, and beginning and ending balances;1 and
3. All other information required by Accounting Procedures for Kentucky School Activity Funds.
External support/booster organization officers are solely responsible for ensuring that their group is in compliance with District policies, external support/booster organization guidelines in the Redbook, and state and federal regulations. The District, including any District employee, shall not be held responsible for any deficiencies by the external support/booster organization.
All support/booster organizations wishing to be recognized by and/or affiliated with the District shall comply with the following:
· Adhere to applicable state and federal laws, including taxable income reporting requirements, when conducting fund-raising activities to benefit the school or District; and
FISCAL MANAGEMENT
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SUPPORT/BOOSTER CLUBS (CONTINUED)
· Conduct fund-raising activities to benefit the entire group and not permit credit to be earned through fund-raising for an individual student.
Each year the Superintendent shall report to the Board when all support/booster organizations have been informed of requirements from the Accounting Procedures for Kentucky School Activity Funds that apply to them.
External support/booster organizations shall obtain prior Board approval to establish and lend support, seek assistance, and/or raise funds in the name of the District or school or students or a District or school program.
All funds expended by a support/booster organization shall be from their fund-raising activities and donations. No dues, fees, or charges shall be assessed to students or parents, except for the PTA forwarding membership fees to national/state/district/local chapters.
External support/booster organizations cannot reimburse District employees for personal and booster club purchases.
Although they may be general members, Board members and employees shall not serve as the treasurer or any other officer with check-signing authority on a bank account for an external support/booster organization. Employees may serve as a member of the executive board of an organization.
FUND-RAISING PROJECTS
Schoolwide fund-raising projects must be approved by the Board.4
Proof of general liability insurance for external support/booster organizations must be submitted to the Principal prior to commencing any fund-raising activities.
All fund-raising activities conducted by school-sponsored groups shall be for the benefit of the entire school or group.
REFERENCES:
1702 KAR 3:130; Accounting Procedures for Kentucky School Activity Funds
2702 KAR 3:120
3OAG 79-556
4KRS 158.290
KRS 139.497; KRS 156.070; KRS 160.290; KRS 160.340
RELATED POLICIES:
04.61; 09.33
Adopted/Amended:
Order #:

FISCAL MANAGEMENT	04.312 AP.1
Internal School Accounts

ACCOUNTING
Accounting for internal accounts shall be in accordance with the Department of Education's Manual, Accounting Procedures for School Activity Funds.
Review/Revised:
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In order to facilitate refunds of minor purchases, the Board authorizes a petty cash fund in each school. The custodian for such account will be the Principal or his designated representative. The petty cash fund shall not exceed $50.
PURPOSES
Petty cash funds shall be used for the following purposes: miscellaneous, postage, collect deliveries, and other small disbursements. The petty cash fund will be replenished as imprest funds and is to be reimbursed to each account through accounts payable. Each transaction must be supported with proper receipts by the account custodian. Petty cash funds must be reconciled at the end of each month.
REFERENCES:
KRS 160.290
702 KAR 3:130
Accounting Procedures for Kentucky School Activity Funds
Adopted/Amended:
Order #:
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Purchasing procedures shall conform to the Model Procurement Code, KRS 45A.345 – KRS 45A.460.1 All contracts or purchases shall be awarded by competitive sealed bidding or competitive negotiation, both of which may include the use of a reverse auction, except as otherwise provided by law.2
All purchases of Kentucky Education Technology System (KETS) components shall adhere to KETS architectural standards and procedures.
The District may purchase supplies and/or equipment outside an established price contract of the federal government (GSA), the State Division of Purchases, a cooperative agency bid approved by the Board, or a District bid if:
1. The supplies and/or equipment meet the specifications of contracts awarded by the Division of Purchases, a federal agency (GSA), a cooperative agency, or a District bid;
2. The supplies and/or equipment are available for purchase at a lower price;
3. The purchase does not exceed $2,5004 & 8; and
4. The District’s finance or purchasing officer has certified compliance with the first and second requirements.
Prior to purchase of education technology components defined in the master technology plan, the Department of Education must certify that the items to be purchased meet or exceed the specifications of components of the original equipment of manufacturers currently holding Kentucky price contracts.4
PUBLIC-PRIVATE PARTNERSHIPS
The Board may utilize a public-private partnership delivery method. Public-private partnerships shall comply with KRS 65.028 and other applicable state laws and regulations.
FEDERAL AWARDS/CONFLICT OF INTEREST
No employee, officer, or agent of the District may participate in the selection, award, or administration of a contract supported by a Federal award if he or she has a real or apparent conflict of interest. Such a conflict of interest would arise when the employee, officer, or agent, any member of his or her immediate family, his or her partner, or an organization which employs or is about to employ any of the parties indicated herein, has a financial or other interest in or a tangible personal benefit from a firm considered for a contract.7
The officers, employees, and agents of the District may neither solicit nor accept gratuities, favors, or anything of monetary value from contractors or parties to subcontracts. In determining whether an activity constitutes an impermissible acceptance of a gratuity or item of monetary value, the definition of “gratuity” (covering anything of more than fifty dollars [$50] value) set forth in KRS 45A.445 shall apply. Violation of these standards may result in disciplinary action including, but not limited, to suspension, dismissal, or removal.


ETHICAL STANDARDS
To avoid conflicts that may arise during the decision-making process for procurement of services and products for the District, employees shall adhere to the ethical standards set out in KRS 45A.455.
PREFERENCE FOR RESIDENT BIDDERS
For all contracts funded in whole or in part by the District, the Board shall apply the reciprocal preference for resident bidders required by law. Geographical preferences relating to school nutrition service purchases may be utilized only as permitted by applicable federal law.3
EXEMPTIONS
Federal regulatory requirements do not provide a bidding exception for purchase of perishables using school nutrition service funds. Such purchases must follow applicable federal regulations.7
PRICE REDUCTIONS
Price reductions may be accepted on supplies and/or equipment being offered by the vendor with whom a price agreement has been made if the supplies and/or equipment meet all terms and conditions specified in the price agreement except for price and if the price reduction is offered to all participants in the price agreement. Price reductions may be accepted even if the reduced price requires the purchase of a specified quantity of units different from the quantity stated in the original price agreement.
SMALL PURCHASES
District small purchase procedures may be used for any contract in which the aggregate amount does not exceed $40,000.00.5
BACKGROUND CHECKS
The Superintendent shall require an adult who is permitted access to school grounds on a regularly scheduled and continuing basis pursuant to a written agreement for the purpose of providing services directly to a student or students as part of a school-sponsored program or activity to submit, at no expense to the District, to a national and state criminal history background check by the Kentucky State Police and the Federal Bureau of Investigation and to provide a clear CA/N check in keeping with KRS 160.380.6
Link to DPP-156 Central Registry Check and more information on the required CA/N check:
http://manuals.sp.chfs.ky.gov/chapter30/33/Pages/3013RequestfromthePublicforCANChecksandCentralRegistryChecks.aspx
FISCAL MANAGEMENT
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REFERENCES:
1KRS 45A.343
2KRS 45A.345; KRS 160.290; KRS 45A.380
3KRS 160.303; 200 KAR 5:400; KRS 45A.494
4KRS 156.076
5KRS 45A.385
6KRS 160.380
72 C.F.R. 200.318
8KRS 45A.360
KRS 45A.352; KRS 45A.365; KRS 45A.370
KRS 45A.420; KRS 45A.445; KRS 45A.455; KRS 45A.460; KRS 45A.620 KRS 65.027; KRS 65.028; KRS 160.151; KRS 164A.575; KRS 176.080
200 KAR 5:355
OAG 79-501; OAG 82-170; OAG 82-407
Kentucky Educational Technology Systems (KETS)
RELATED POLICIES:
05.6; 06.4; 07.13
Adopted/Amended:
Order #:

Procurement
A. Conditions, including emergencies, and procedures under which purchases may be made by means other than competitive sealed bids.
Purchasing officers are authorized to acquire goods, services, or construction through noncompetitive negotiation under the following circumstances, providing a written determination is made that competitive bidding is not feasible. If available, quotes from three
(3) suppliers shall be secured if for purchases exceeding $1,000. At least one (1) of the following conditions shall be met:
1. An emergency has been determined.
An emergency condition is a situation that creates a threat to public health, welfare, or safety such as may arise by reason of floods, epidemics, riots, and equipment failures. The existence of such a condition creates an immediate and serious need to supplies, services, or construction that cannot be met through normal procurement procedures and the lack of which would seriously threaten (a) the functioning of the District; (b) the preservative or protection of property; (c) the health or safety of any person. When such conditions exist, the Superintendent and designated purchasing agents are authorized to purchase through noncompetitive negotiation. The determination of an emergency and the details of the procurement shall be stated in writing and reported to the Board at its next regular meeting.
2. The product or service to be procured is available from a single source.
3. A necessity is temporarily unavailable from the contracted supplier.
When a particular necessity is temporarily unavailable from the contract supplier and the purchasing officer makes a written determination to that effect, the purchasing officer has the authority to treat such items as a single source of services or products and has authority to proceed to procure the same by noncompetitive negotiation.
4. Contracts for services.
The District may contract for the services of licensed professionals such as attorney, physician, psychiatrist, psychologist, certified public accountant, registered nurse, or educational specialist: technicians such as plumber, electrician, carpenter, or mechanic; or an artist such as a sculptor, aesthetic painter, or musician; printers for special projects. This provision shall not apply to architects or engineers providing construction management services rather than professional architect or engineer services.
Noncompetitive negotiations for services of licensed professionals shall occur only when specialized training is required of the contractor, when a specific program or service can be delivered by only one or a few individuals, or when travel costs and time dictate constraints on the bidding process.
5. The contract is for the purchase of perishable items, as indicated in applicable federal and state law, purchased with funds other than school nutrition service funds on a weekly or more frequent basis.
Purchase of such items with school nutrition service funds shall be done consistent with methods authorized by federal regulation (7 C.F.R. §3016.36).
FISCAL MANAGEMENT
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6. The contract or purchase is for replacement parts where the need cannot be reasonably anticipated and stockpiling is not feasible.
7. The contract is for proprietary items for resale.
8. Items for resale include printed documents; stocks and inventories for school bookstores; candies; soft drinks, and, all other items that are sold to students and to the general public. Supplies that must be processed prior to resale such as food purchases for the lunchroom are not included as items for resale.
9. The contract or purchase relates to an enterprise in which the buying or selling by students is a part of the educational experience.
10. The contract or purchase is for expenditures made on authorized trips outside the boundaries of the service area of the agency.
11. The contract or purchase is for purchase of supplies that are sold at public auction or by receiving sealed bids.
12. The contract is for group life insurance, group health and accident insurance, group professional liability insurance, worker’s compensation insurance, or unemployment insurance.
13. The contract or purchase is for a sale of supplies at reduced prices that will afford a purchase at savings to the school district.
14. The contract or purchase is from a state, U.S. Government, or other public agency.
15. The contract or purchase is from a state, U.S. Government, or other public agency price contract.
16. Specifications cannot be made sufficiently specific to permit an award on the basis of either the lowest bid price or the lowest evaluated bid price.
17. Sealed bidding is inappropriate because the available sources of supply are limited.
18. The bid prices received through sealed bidding are unresponsive or unreasonable.
B. Reverse Auction
Competitive bidding or competitive negotiation for goods and leases may include use of a reverse auction, which is to be conducted as provided in KRS 45A.365 (competitive sealed bidding) or KRS 45A.370 (competitive negotiation).
C. Rejection of bids, consideration of alternate bids, and waiver of informalities in offers.
The conditions for bidding shall be applicable to and incorporated in all invitations for bids. Failure to comply with such conditions shall be cause for rejection of the bid. The Board or its designee retains the right to waive any informalities in offer.
D. Confidentiality of technical data and trade secrets information submitted by actual and prospective bidders or offerors.
Technical data and trade secrets information submitted by actual and prospective bidders are exceptions to the open records requirements and shall be rated confidentially.
FISCAL MANAGEMENT
04.32 AP.1 (CONTINUED)
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E. Partial, progressive and multiple awards.
The District purchasing officer is authorized, when feasible, to advertise for bids as a discount from a price list or catalog. The conditions shall state that multiple awards may be made. When such multiple awards are made, purchases at the contract discount may be made from such price lists or catalogs without further negotiation. However, any changes in the price list exceeding ten percent (10%) during the period of the contract shall disqualify such items from purchase.
F. Supervision of store rooms and inventories, including determination of appropriate stock levels, and the management, transfer, sale or other disposal of government-owned property shall be the responsibility of the purchasing officer of the district.
G. Definitions and classes of contractual services and procedures for acquiring them.
The District may obtain the services of various classes of professionals, technicians, and artists by noncompetitive negotiation when specialized training is required of the contractor, when a specific program or service can be delivered by only one or a few individuals, or when travel costs and time dictate constraints on the bidding process.
H. Procedures for the verification and auditing of local public agency procurement records.
The Superintendent shall maintain sufficient records for the Board to verify all purchasing agreements and purchases made through such agreements. Financial records of all transactions related to the purchase of goods and services for the District or individual schools are subject to an annual financial audit.
I. Annual reports from those vested with purchasing authority as may be deemed advisable in order to insure that the requirements of this policy are complied with.
1. Each staff member authorized to approve purchase orders shall:
a) Keep a copy of all purchase orders issued.
b) Maintain a log to include the name of the vendor from which products or services were obtained.
c) Record the purpose of the product or service.
d) Record how the decision was made to purchase from the vendor (bid, negotiation, single source, state price contract, etc.)
e) List other vendors contacted and their cost for the product or service.
2. All Board policies and District procedures pertaining to procurement, whether promulgated under KRS 45A.345 to 45A.460 or otherwise, shall be maintained in the District Central Office and shall be available to the public upon request at a cost not to exceed the cost of reproduction.
J. Except as permitted by law, every invitation for bid or request for proposals shall provide that an item equal to that named or described in the specifications may be furnished.
Review/Revised:

Bidding/Procurement
(Vacant)
Review/Revised:
FISCAL MANAGEMENT
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Purchase Certification
PROVIDED THIS FORM IS CERTIFIED BY THE DISTRICT FINANCE OFFICER PRIOR TO THE PURCHASE, DISTRICT/SCHOOL PERSONNEL MAY MAKE PURCHASES OF UP TO $2,500 OUTSIDE ESTABLISHED PRICE CONTRACT AGREEMENTS.

School Name: 		 Requested By: 		 Purchase Date: 	(Certification date precede purchase date.)
Vendor Name: 	

List below the item(s) to be purchased:

	Description
	Cost (*)
	Contract (**)

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL
	
	


(*)	Cost from the vendor named above.
(**)	Cost on GSA, State Price, or other Board-approved bid contract
====================================================================
I certify that this purchase will not exceed $2,500 and that the item(s) listed above meet or exceed the standards and specifications fixed by the following (Check appropriate box.):
 Federal (GSA) Price Contract number 	
 State Price Contract number 	
 Cooperative Agency Bid number 	
 Other Entity Bid	Entity Name 	
Bid number 	

I further certify that the sales price of this purchase is lower than the sales price in the noted bid and/or contract.

Finance Officer/Designee’s Signature	Date
Review/Revised:
FISCAL MANAGEMENT
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FIDELITY BOND REQUIRED

Bonding of Employees
FISCAL MANAGEMENT
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The treasurer of the Board shall be bonded in an amount sufficient to meet the requirements of Kentucky Administrative Regulation.
The finance officer and all others who hold similar positions and are responsible for District funds and who receive and expend funds on behalf of the District also shall be covered by a fidelity bond provided by the Board.
Each year on advice of the Commissioner of Education, the Board shall determine the amount of the fidelity bond of the treasurer of the Board and other school employees responsible for District funds. No later than July 31 of each year, the Board shall submit the fidelity bonds to the Commissioner of Education for approval.
REFERENCES:
KRS 160.560; KRS 160.640
702 KAR 3:080
Adopted/Amended:
Order #:

Fraud Prevention
All employees, Board members, consultants, vendors, contractors and other parties maintaining a business relationship with the District shall act with integrity and due diligence in matters involving District fiscal resources.
DEFINITION
As used in this policy, “fraud” refers to intentionally misrepresenting, concealing, or misusing information in an attempt to commit fiscal wrongdoing. Fraudulent actions include, but are not limited to:
· Behaving in a dishonest or false manner in relation to District assets, including theft of funds, securities, supplies, or other District properties.
· Forging or altering financial documents or accounts illegally or without proper authorization.
· Improper handling or reporting of financial transactions.
· Personally profiting as a result of insider knowledge.
· Disregarding confidentiality safeguards concerning financial information.
· Violating Board conflict of interest policies.
· Mishandling financial records or District assets (destroying, removing, or misusing).
STAFF RESPONSIBILITIES
Employees who suspect that financial fraud, impropriety or irregularity has occurred shall immediately report those suspicions to their immediate supervisor and/or the Superintendent/designee who shall have the primary responsibility for initiating necessary investigations. If the Superintendent is an alleged party in the fraud complaint, provision shall be made for addressing the complaint to the Board chairperson.
Investigations shall be conducted in coordination with legal counsel and other internal or external departments and agencies as appropriate.
The Superintendent/designee shall inform employees with financial/accounting responsibilities of the following anti-fraud standards established by the Board:
1. The District shall operate in a culture of honesty and ethical behavior with employees doing all within their power to further that goal.
2. Employees shall comply with all laws, rules, regulations and court orders of the Commonwealth of Kentucky and of the United States, as well as Board policy addressing fiscal matters.
3. Employees shall practice good stewardship of District financial resources, including timely reporting of fraudulent expenditures.
4. Employees with financial/accounting responsibilities shall support and follow sound business practices to the best of their ability and in keeping with their assigned responsibilities and job-related training by:
a. Maintaining and protecting District financial records;
b. Performing one’s job with the highest attention to detail to minimize and prevent error, falsification of accounting records, and omission of transactions;
FISCAL MANAGEMENT
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(CONTINUED)
Fraud Prevention
STAFF RESPONSIBILITIES (CONTINUED)
c. Reporting knowledge of fraud or suspected fraud, including intentional misstatements and omissions of amounts or disclosures;
d. Guarding against misappropriation of assets;
e. Refusing to reveal investment activities engaged in or contemplated by the District to unauthorized persons or agencies; and
f. Resisting incentives, pressures, and negative attitudes that detract from performance of assigned responsibilities.
INTERNAL CONTROLS/INVESTIGATIONS
The Superintendent/designee shall be responsible for developing internal controls to aid in preventing and detecting fraud or financial impropriety or irregularity within the District. Reports of suspected fraudulent activities shall be investigated in a manner that protects the confidentiality of the parties and avoid unfounded accusations. Employees involved in the investigation shall be advised to keep information about the investigation confidential.
If an investigation substantiates occurrence of a fraudulent activity, the Superintendent/designee shall issue a report to appropriate personnel and to the Board of Education. Final disposition of the matter and any decision to file a criminal complaint or refer the matter to the appropriate law enforcement and/or regulatory agency for independent investigation shall be made in consultation with legal counsel. Results of the investigation shall not be disclosed to or discussed with anyone other than those individuals with a legitimate need to know.
REFERENCES:
Governmental Accounting Standards KRS 7.410; KRS 158.155
725 KAR 1:030; KRS 171.420
Records Retention Schedule, Public School District
RELATED POLICIES:
01.61
03.17/03.27
03.1721/03.2721
04.8; 04.81
Adopted/Amended:
Order #:
FISCAL MANAGEMENT
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SALE

Revenue Bonds
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The sale of any school revenue or school-voted bond issues is subject to the approval of the Commissioner of Education.
ISSUANCE
School revenue or school-voted bonds will be issued in accordance with 702 KAR 3:020 and KRS Chapter 162.
FISCAL AGENTS
The Board shall select the fiscal agent for the proposed bond issue. The fiscal agent shall employ appropriate bond counsel subject to the approval of the Board.
REFERENCES:
702 KAR 3:020
KRS 162.080; KRS 162.090; KRS 162.100
KRS 162.170; KRS 162.180; KRS 162.185
KRS 162.190; KRS 162.200; KRS 162.280
KRS 162.290; KRS 162.300; KRS 162.360
KRS 162.385; KRS 162.520; KRS 162.580
KRS 162.600; KRS 162.620; KRS 162.990
Adopted/Amended:
Order #:




EXCESS FUNDS

Investments
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Funds that are temporarily in excess of operating needs shall be invested by the Finance Officer. Such funds shall be invested in one (1) or more of the following:
1. Obligations of the United States and of its agencies and instrumentalities, including obligations subject to repurchase agreements, provided that delivery of these obligations subject to repurchase agreements is taken either directly or through an authorized custodian;
2. Obligations and contracts for future delivery or purchase of obligations backed by the full faith and credit of the United States or a United States government agency;
3. Obligations of any corporation of the United States government;
4. Certificates of deposit issued by or other interest-bearing accounts of any bank or savings and loan institution having a physical presence in Kentucky which are insured by the Federal Deposit Insurance Corporation or similar entity or which are collateralized, to the extent uninsured, including surety bonds, by any obligations permitted by KRS 41.240(4);
5. Uncollaterialized certifications of deposit issued by any bank or savings and loan institution having a physical presence in Kentucky rated in one (1) of the three (3) highest categories by a competent rating agency;
6. Bankers' acceptances for banks rated in one (1) of the three (3) highest categories by a competent rating agency;
7. Commercial paper rated in the highest category by a competent rating agency;
8. Bonds or certificates of indebtedness of this state and of its agencies and instrumentalities;
9. Securities issued by a state or local government or any instrumentality of agency thereof, in the United States, and rated in one (1) of the three (3) highest categories by a competent rating agency;
10. Shares of mutual funds and exchange traded funds, as permitted by law;1
11. 	Individual equity securities if the funds being invested are managed by a professional investment manager regulated by a federal regulatory agency. The individual equity securities shall be included within the Standard & Poor’s 500 Index, and a single sector shall not exceed twenty five percent (25%) of the equity allocation; and
12. Individual high-quality corporate bonds that are managed by a professional investment manager that are issued, assumed, or guaranteed by a solvent institution created and existing under the laws of the United States; have a standard maturity of no more than ten (10) years; and are rated in the three (3) highest rating categories by at least two (2) competent credit rating agencies.


EXCESS FUNDS (CONTINUED)
The Board shall not purchase any investment on a margin basis or through the use of any similar leveraging technique. In addition, the amount of money the District invests at any time in one (1) or more of the categories/options 5, 6, 7, 11, and 12 listed above shall not exceed twenty percent (20%) of the total amount of money invested. The amount of money the District invests in categories/options 10, 11, and 12 above shall not, aggregately, exceed forty percent (40%) of the total money invested, unless the investment is in a mutual fund consisting solely of the investments authorized above, or any combination thereof.
At the time the investment is made, no more than five percent (5%) of the total amount of money invested by the District shall be invested in any one (1) issuer unless:
1. The issuer is the United States government or an agency or instrumentality of the United States government, or an entity which has its obligations guaranteed by either the United States government or an entity, agency, or instrumentality of the United States government;
2. The money is invested in a certificate of deposit or other interest-bearing accounts as authorized by law;
3. The money is invested in bonds or certificates or indebtedness of this state and its agencies and instrumentalities as authorized by law; or
4. The money is invested in securities issued by a state or local government, or any instrumentality or agency thereof, in the United States as authorized by law.
GUIDELINES
The primary objectives of investment activities, in priority order, shall be:
1. Legality - All investments shall be made in accordance with applicable legal requirements.
2. Safety - The Finance Officer shall consider safety of principal, along with reduction of credit and interest rate risk, in making investment decisions.
3. Liquidity - Investments shall remain sufficiently liquid to meet reasonably anticipated operating requirements. To promote this objective, the Finance Officer shall develop a fiscal year anticipated cash flow projection schedule.
4. Yield - The Finance Officer shall select investments or recommend investments with the objective of attaining the maximum rate of return.
Prior to investment, the Finance Officer shall ascertain the current rate of interest payable for the investment at all financial institutions approved by the Board.
FISCAL MANAGEMENT
04.6 (CONTINUED)
Investments
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GUIDELINES (CONTINUED)
At the next regular Board meeting following the investment, the Board shall be informed as to the amount invested, type of investment, date of investment, rate of interest, length of investment, and current market value of the funds invested. The Finance Officer also shall provide a monthly report to the Board of the total amount invested at the end of the previous month, the maturity date of those investments and the rate of interest being earned.
The Finance Officer shall prepare for Board review an annual review of the District's investment program, which shall summarize the information that has been presented monthly.
REFERENCES:
1KRS 66.480
KRS 160.570
KRS 41.240
KRS 160.431
702 KAR 3:090
RELATED POLICIES:
04.2
04.21
Adopted/Amended:
Order #:

Gifts and Donations
The Board may directly accept gifts or donations that are restricted by the grantor to be used in furtherance of lawful school safety, security, and student health purposes to the extent allowed by applicable laws and shall use any accepted gift or donation for the purpose for which it was granted.1
DONATIONS
With the Principal’s approval, schools may receive any gifts of real or personal property for the benefit of the school or for the students of the school that is valued less than $1000 and hold and use it as requested. Donations valued at more than $1000 must be approved by the Board.
A listing of all donations shall be submitted to the Board at year-end.
FAMILY RESOURCE AND YOUTH SERVICE CENTERS
The District may accept monetary donations for the operation and maintenance of Family Resource and Youth Service Centers (FRYSCs). Any donations given to the District for operation and maintenance of FRYSCs shall be used for that purpose only.2
REFERENCES:
1KRS 160.580; 158.4461
2KRS 156.496
Accounting Procedures for Kentucky School Activity Funds (Redbook)
RELATED POLICY:
04.312
Adopted/Amended:
Order #:
FISCAL MANAGEMENT
04.61
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EQUIPMENT AND ASSETS

Inventories
FISCAL MANAGEMENT
04.7
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The District shall adhere to the property inventory procedures developed by the Kentucky Department of Education. Principals and other supervisors designated by the Superintendent are accountable for inventory, control and maintenance of all assets and equipment in their area of responsibility.
Each school year, results of inventories shall be reconciled, coordinated and reported to the Superintendent and the Board as required by the Finance Officer.
A complete, up-to-date inventory of the following shall be maintained:
1. Fixed assets (real property) with an acquisition value of $5,000 or more that has a useful life of more than one (1) year;
2. ALL computer workstations and laptops, regardless of value; and
3. Any additional items designated by the Superintendent/designee.
The Superintendent shall develop procedures and forms for the annual inventory and be responsible for maintaining the inventory.

1. Fixed assets (tangible property) with a useful life of more than one (1) year and an acquisition value that meets the minimum threshold limits adopted by the Board; and
1. Any additional items designated by the Superintendent/designee.
Minimum threshold limits adopted by the Board are:
	$0	Land, buses, and other mechanized vehicles
	$5,000	Computers and other technology equipment, rolling stock, furniture and fixtures, audio visual equipment, food service equipment, and other general equipment
	$10,000	Land improvements, infrastructure, building, portable buildings, building improvements, and construction work-in-progress

CAPITAL ASSETS
The District shall refer to the KDE Capital Asset Guide for guidance in establishing capitalization threshold amounts.
TRANSFER AND DISPOSAL
Fixed assets no longer needed or useable shall be returned to a designated central location and transferred or disposed of in compliance with Board policy, District inventory procedures and applicable legal requirements.
CAREER AND TECHNICAL EDUCATION PROGRAM
Inventory management and control for equipment purchased with state funds for use in the career and technical program shall be administered in compliance with applicable legal requirements.1
REFERENCES:
1780 KAR 7:060
KRS 160.290
Kentucky Education Technology System
Accounting Procedures for Kentucky School Activity Funds
 KDE Capital Asset Guide
RELATED POLICIES:
04.8
05.21
Adopted/Amended:
Order #:

Inventory Form
SUBMIT THIS FORM TO THE PRINCIPAL OR CENTRAL OFFICE DESIGNEE BEFORE THE LAST DAY OF THE SCHOOL YEAR.


SCHOOL/WORKSITE 	DATE 		  LOCATION (ROOM #, LABORATORY, OFFICE, STORAGE, ETC.) 	 EMPLOYEE’S NAME (PLEASE PRINT):			
	Item
	ID/Tag#
	General Condition of Item
	Location
(room # or name of area)

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	

	11.
	
	
	

	12.
	
	
	

	13.
	
	
	

	14.
	
	
	

	15.
	
	
	

	16.
	
	
	

	17.
	
	
	

	18.
	
	
	

	19.
	
	
	

	20.
	
	
	

	21.
	
	
	

	22.
	
	
	

	23.
	
	
	

	24.
	
	
	

	25.
	
	
	



I certify the above to be a true and accurate record. 	
Employee’s Signature
Review/Revised:
FISCAL MANAGEMENT
04.7 AP.2
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BIDS OR AUCTION

Disposal of School Property
FISCAL MANAGEMENT
04.8
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The Superintendent shall advise the Board when certain properties are no longer needed for public school purposes. Upon receiving this report, the Board may, at such time as it deems proper and after compliance with applicable state1 or federal regulations, authorize the disposal of school properties through closed sealed bids, public auction, or sale for at least the fair market value established by certified appraisal. The Board reserves the right to reject any and all bids.
DISPOSITION OF REAL PROPERTY
School property proposed for disposal shall be surplus to the educational program need of the District as determined by the effective District facility plan. Surplus property includes real property designated as a "Transitional Center" or not listed on the effective District facility plan. Request for approval to dispose of real property shall be submitted in writing to the Kentucky Department of Education. The request shall identify the property by its address and last reported name and include a plan for resolving mortgage liens or other encumbrances. Upon receipt of written contingent approval from the Department, the District may start the disposal process using one of the following methods that secures the fair market value for the property and ensures that the District retains no residual interest as owner or lender:
(a) By public auction;
(b) By accepting sealed bids; or
(c) By setting a minimum acceptable price, which is at least the fair market value of the property.
Dependent upon the method of disposal above, the District shall follow the requirements specified in 702 KAR 4:090.
CONFLICT OF INTEREST
If the Board uses a third party to dispose of or lease property, the third party shall not have any financial interest in the transaction or adjacent property beyond a standard commission approved by the Board. If the third party has any financial interest in the transaction or adjacent property beyond a standard commission, the third party shall publicly disclose his or her conflict of interest to the Board and the conflict shall be spread on the Board’s meeting minutes. The Board shall provide minutes of any such meeting to the Department when requesting approval.2
REFURBISHED SURPLUS TECHNOLOGY
If the District receives a written determination that surplus technology does not meet Kentucky Education Technology System standards, it may choose to distribute the refurbished surplus property to eligible low-income students.
First priority shall be given to eligible students in the free or reduced lunch program, and they or their parent/guardian must request the property in writing.

(CONTINUED)
Disposal of School Property
REFURBISHED SURPLUS TECHNOLOGY (CONTINUED)
Efforts will be made to involve local businesses and organizations to participate in refurbishing efforts with career and technical programs and student organizations.
The Superintendent shall designate the staff member(s) who shall review requests and make recommendations for approval of the Superintendent/designee. The District shall document to whom the technology is distributed.
REFERENCES:
1KRS 160.290
2702 KAR 4:090; KRS 160.335; KRS 45A.425
704 KAR 3:455
OAG 76-291; OAG 91-85
34 CFR 80.32
Adopted/Amended:
Order #:
FISCAL MANAGEMENT
04.8
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REAL PROPERTY

Disposal of School Property
FISCAL MANAGEMENT
04.8 AP.1
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School property that is no longer needed for school purposes will be disposed of as follows:
1. The latest Effective Facility Plan or amendment lists the property as surplus to educational need.
2. A request is made in writing to the Chief State School Officer to dispose of property.
3. Official approval is granted.
4. The property is appraised by qualified appraiser.
5. The Board now advertises the property for sale and disposes of it as directed by Policy 04.8.
6. The Board may accept or reject any or all bids.
FURNITURE, EQUIPMENT, VEHICLES
Furniture, equipment and vehicles will be disposed of as follows:
1. Designated personnel shall present in writing to the Superintendent a complete description of items no longer needed for school purposes.
2. The Superintendent shall advise the Board that certain furniture, equipment, and vehicles are no longer needed for public school purposes.
3. Once the Board declares the property surplus, the Superintendent/designee shall advertise the property for sale as directed in Policy 04.8.
4. The Board may accept or reject any and all bids.
Review/Revised:


RETENTION AND DISPOSAL
Unless otherwise provided for in Kentucky Administrative Regulation, the Board shall retain or dispose of financial records as outlined in the Records Retention Schedule, Public School District.1 Financial records shall include those documents specified in this document and in KRS 171.410.
PERMANENT RECORDS
Financial records, including annual financial reports, funds ledgers, annual audit reports, bond record files, and annual approved budgets shall be retained permanently by the District.
REFERENCES:
1725 KAR 1:030; Records Retention Schedule, Public School District KRS 171.410
725 KAR 1:061
RELATED POLICIES:
01.61
04.41
10.11
Adopted/Amended:
Order #:
FISCAL MANAGEMENT
04.81
Management of Financial Records
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Active financial records are under the management of the	 Director of Finance Officer	 Finance Coordinator	 Superintendent	 Other 			.
1. Current financial records that are designated as “permanent” shall include, but not be limited to:

	Annual Financial Report
	Annual Audit Report

	Annual Approved Budget
	Funds Ledger

	Bond Record File
	


After audit the	 Finance Officer	 Finance Coordinator	 Superintendent
[bookmark: _GoBack] Other 	 shall file those financial records designated as “permanent” in an approved space in the Central Office.
2. Current financial records that are designated as “indefinite” shall include, but not be limited to:

	Budget Draft/Proposal
	Budget Work Papers

	Cancelled Bonds and Coupons
	Bid Files-Successful

	Contracts and Service Agreements
	Payroll Personnel File

	Assets/Equipment Inventory File
	


The retention period for indefinite records is defined by the explanation found in the Disposition Instructions column of the Records Retention Schedule/Public School District.
3. The District may dispose of certain financial records marked as “destroy after audit” in the Disposition Instruction, which indicates that such records shall only be destroyed after the retention period has expired and an official audit has been performed.
For complete information about retention and disposal of school/District financial records, consult the Records Retention Schedule/Public School District, which may be accessed online at:
http://kdla.ky.gov/records/recretentionschedules/Documents/Local%20Records%20Schedules/Pu blicSchoolDistrictRecordsRetentionSchedule.pdf
Review/Revised:
FISCAL MANAGEMENT
04.81 AP.1
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The Superintendent shall recommend for Board approval a CPA firm to conduct annual audits of all accounts under the jurisdiction of the Board. Before any audit is initiated, the Superintendent shall secure the necessary approval from the appropriate state agencies. The Superintendent shall be responsible for the distribution of copies of each audit to members of the Board and appropriate state agencies. The Board shall see that actions are taken to respond to significant deficiencies and material weaknesses identified in the audit report.
All audits shall be conducted in compliance with requirements for local school districts established by the State Committee for School District Audits.
REFERENCES:
702 KAR 3:130; 702 KAR 3:150
KRS 156.255; KRS 156.265
KRS 156.275; KRS 156.285
KRS 160.290
OAG 61-407
Governmental Accounting Standards Board, Statement on Auditing Standards (SAS) No. 112
Adopted/Amended:
Order #:
FISCAL MANAGEMENT
04.9
Audits
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BOARD ACCOUNTS

Audits
FISCAL MANAGEMENT
04.9 AP.1
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All accounts under Board control shall be audited annually by an approved CPA/CPA firm. The following procedures will be implemented:
1. The Board shall request audit proposals containing criteria set forth by appropriate state agencies.
2. The Superintendent shall review the proposals and through competitive negotiations recommend for Board approval a CPA/CPA firm to conduct the audit. The recommendation shall include a cost estimate.
3. The CPA/CPA firm shall meet requirements imposed by the State Committee for School District Audits (Committee) and the contract with the CPA/CPA firm shall be subject to approval by the Committee.
The Board may request to meet with the auditor prior to the audit to discuss expectations.
4. The CPA/CPA firm shall conduct the audit as soon as possible after the close of the fiscal year. Copies of the audit report shall be sent to Board members prior to the auditor’s presentation of the report to the full Board.
Unless the CPA/CPA firm obtains authorization from the State Committee for School District Audits for a later date, the audit report shall be presented to the Board at the October meeting.
5. Following presentation of the audit report, the Superintendent/designee shall present to the Board for its approval, internal control strategies to respond to significant deficiencies and material weaknesses identified in writing by the auditor. In addition, a timeline for taking action and reporting progress back to the Board shall be established.
6. A written report is made to the Chief State School Officer of any audit exceptions and the progress made to correct them.
7. Copies of the audit report shall be distributed to Board members and to appropriate state agencies by the date in November designated by KDE (unless an extension has been granted at District request). The audit report shall be accompanied by a management letter from the auditor to the Superintendent and other documents required by the State Committee for School District Audits. File copies are placed in the office of the Principal(s) and in the office of the Superintendent and shall be open for public inspection.
An exit conference shall be held between the auditing staff and District staff, with two (2) Board members in attendance.
8. When funding is available, a request is made to the state for reimbursement.
Review/Revised:

Financial Statements and Reports
The Superintendent shall cause financial statements and annual financial reports to be produced and reported in accordance with KRS 160.431 and KRS 160.463. Annual financial reports shall be posted on the District website as required by law.
The finance officer shall present a detailed monthly financial report for Board approval to include the previous month's revenues and expenditures of the District. Financial reports shall be posted on the District website as required by law.
REFERENCES:
KRS 160.431
KRS 160.463
KRS 424.230
Governmental Accounting Standards Board
RELATED POLICY:
04.1
Adopted/Amended:
Order #:
FISCAL MANAGEMENT
04.91
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Uniform Guidance
Federal funds received by the District are to be administered and federally funded personnel expenses documented in accordance with applicable Uniform Grant Guidance requirements.1
REFERENCES:
12 C.F.R 200.430(i)
2 C.F.R. Part 200
RELATED POLICIES:
01.11
08.1345
Adopted/Amended:
Order #:
