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DALE COUNTY BOARD OF EDUCATION
ACCOUNTING REGULATIONS FOR SCHOOLS
 
 
The financial accounting records and reports for all Dale County Schools will be prepared using the CSI NEXTGEN ACCOUNTING SYSTEM.  No other accounting system may be used in the Dale County Schools without the approval of the Board.
The following are some general rules regarding the financial affairs of the schools.  These rules, as well as the accompanying procedures and policies, are to be followed completely and will be subject to continual audit by the Superintendent of Education, Chief School Finance Officer (CSFO) and State Department of Examiners of Public Accounts.
All money collected at the school for any purpose must be receipted and deposited in the school bank account. (Exceptions may be made for some fund raising activities conducted by parent-teacher organizations and booster clubs).
All expenditures must be paid by check and supported by a valid invoice based on a purchase order issued and signed by the Principal before a purchase is made.
All purchases must conform to the policies of the Board of Education and to the State Bid Law. 
Authority to enter into a contract or a lease for a subsequent year for debts beyond the current cash assets for a school requires written approval of the Superintendent of Education and the Board of Education.  Copies of any contracts entered into must be on file at the Board of Education.
The Principal must be familiar with all policies of the Board of Education so that he or she will not permit practices which are contrary to policy or which would cause embarrassment to his/her school or to the school system.
 
 
The Principal should work with those members of the Central Administrative staff who have general supervision of particular functions.  The CSFO or the Superintendent of Education should be consulted if accounting problems are encountered.
The attached instructions relate to the keeping of school financial accounting records.  They should be read carefully and followed closely.
The accounting procedures contained herein may vary only with the written consent of the Superintendent.  Suggestions for the accounting system may be submitted to the Superintendent or CSFO.  
Adoption of the accounting procedures and any revisions to procedures will only be done after review and input from the accounting staff which includes:  Board of Education, Superintendent of Education and CSFO.
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ACCOUNTING PROCEDURES AND POLICIES

FOR HANDLING SCHOOL FUNDS

TO:  Principals
        Bookkeepers
The attached regulations pertain to the handling of financial records for schools under the supervision of the Dale County Board of Education.  All monies received from any source in or about the School funds. 
Funds are received, receipted, and deposited DAILY into the school’s bank account.  Deposits are entered and posted daily or regularly into Nextgen’s cash receipting journal entry program (cash receipts program).  
Expenditures are incurred only under the authorization of the Principal.  All expenditures are processed through the “batch” process through Nextgen.  The expenditures are posted and summarized at the end of each month.
Monthly financial postings, principals reports and reconciliations should be completed by the end of the following month.  (Example: January end of the month reports and reconciliations will be due by February 28th; February’s will be due March 31st, etc.)  In the event that a school cannot make this deadline, the Bookkeeper will notify the CSFO.
The following reports should be completed by the deadline:
 
1) Verification Report
2) Monthly Principal’s Report
3) Reconciliations Report
4) Copy of Bank Statement sent to Central Office signed by Principal
5) Checklist for Local Schools Monthly Financial Report
 
The accounting procedures contained herein may vary only with the written consent of the Superintendent.  Additional suggestions for the accounting system may be submitted to the Superintendent or CSFO.  
STATE DEPARTMENT OF EDUCATION PROCEDURES FOR LOCAL SCHOOL ACCOUNTING

Every school must keep on hand for reference a copy of the State Department of Education’s FINANCIAL PROCEDURES FOR LOCAL SCHOOLS.  The accounting procedures outlined in this publication has been approved by the State Department of Education for use by local schools.

 

Revisions are made to the FINANCIAL PROCEDURES FOR LOCAL SCHOOLS occasionally; and are found on the State of Alabama Department of Education website; www.alsde.edu.  This website should be checked periodically by School Bookkeepers and CSFO for any changes to manual.  This is found under Sections, Financial Assistance, and Accounting Manual.  It is the responsibility for the bookkeeping personnel to stay abreast of any manual changes.

 

RECEIPT PROCEDURE FOR SCHOOLS
 MASTER RECEIPT BOOK
All monies must be receipted in receipt books that are pre-numbered.  Each school principal is responsible for obtaining and furnishing the approved pre-numbered receipts for use in the school office and for individual teachers.
Receipts written in the Master Receipt Book must be recorded in Nextgen and all funds deposited on the day received, if possible.  Schools may establish a daily cut off time after which funds will not be received and receipted.  All receipts must be handled with the utmost accuracy.
Receipts are never to be destroyed or changed.  If a mistake is made, write VOID on both copies and staple the original to the duplicate.
Receipts are to be issued only when money is received.  Under no circumstances are receipts to be issued in advance.  If time does not permit proper receipting, money should not be accepted.
Interest earned on bank accounts does not constitute “money received” in the school office therefore a receipt is not necessary.  The amount of interest earned must be entered into Nextgen at the end of each month.
Receipts written MUST state source of funds.  Receipts must always be written to a person or business.  Receipts must never be written to such things as “Picture Sales”, “Coke Machine”, “Candy Sales”, “School Supply Store”, “Junior Class”, “First Grade Field Trip”, etc.
Receipting Money
Receipts must be completely filled out including the date, to who receipted, source of the funds, amount received, and then signed by the person receipting the funds.  The original copy of the master receipt must be given to the person turning in the monies by attaching the receipt to teacher receipt page.
The Principal is directly responsible in the handling of the receipt books and/or monies received.  This responsibility cannot be delegated unless written permission is secured from the Superintendent.
THE PRINCIPAL IS ULTIMATELY RESPONSIBLE FOR ANY SHORTAGES RESULTING FROM ERRORS OR OTHERWISE IN THE HANDLING OF SCHOOL MONIES.
The Principal is responsible in the handling of this master receipt book.
TEACHER RECEIPT BOOKS

Each teacher will be issued by the Principal or designee an individual receipt book to record all funds collected in his/her class.  (This includes funds derived from the selling of pictures, fund-raising items, tickets, etc.)  All receipts must be pre-numbered.  The receipts must be written in the same manner as described in the instructions above under Master Receipt Book and follow the Guidelines for Turning in Money handout.
Each principal has the option of waiving the requirement to write an individual receipt to each student in a class when the amount being collected from each person does not exceed five dollars $.00.  In this case, the teacher must submit a list with the purpose of the collection, the date, the names of students, the amount paid by each student and the signature of the person collecting the funds.  One receipt from the teacher receipt book should be written for the total of the list and the list attached to the teacher receipt book.  The “Received From” line of the teacher receipt should state the activity and reference the attached list.  Example “3rd Grade Field Trip Collections – See Attached List”.  
A permanent record must be kept by the Principal or designee of each numbered receipt book issued; this record must be retained with the school’s accounting records.  The principal is responsible for checking these books.  Any major errors or mistakes must be reported to the Superintendent or CSFO immediately.
Receipting Money

Funds should be remitted to the principal’s office daily.  A teacher is never to hold funds in excess of $20.00 beyond the date of collection. All collections regardless of the amount should be turned in within same week. 
 
The Principal or designee must issue a Master Receipt to each teacher for all money brought into the office.  Teachers should take money and their receipt book to the office personally and must remain until receipts are totaled, money counted and a master receipt written and attached to the receipt page.  All receipt books must be checked by the principal periodically.
 
A. RECEIPTING AND DEPOSITING MONIES 
 
1. A school Master Receipt must be issued in the office for all funds “received in the school”.  A master Receipt must not be issued in the office for funds collected by the teacher or others unless the Teacher Receipt book is submitted to the office at the same time the money is turned in to the office.
 
2. The Master Receipt must show the numbers (inclusive) of the Teacher Receipts from the teacher’s book, which covers the total amount collected and submitted. 
 
3. The Master Receipt must be attached to the last teacher receipt comprising the total remittance.  The person receiving the funds must also sign or initial the last receipt in the Teacher Receipt Book. 
 
4. The Principal must check the procedures as often as necessary to assure compliance and correctness. 
 
5. The bank deposits must be made in such an orderly manner that each deposit will reflect the total daily receipts (in the Master Receipt Book) that comprise the deposit. 
  
6. Monies receipted should be deposited intact in so far as possible. (Example, checks written by individuals and cashed as a matter of convenience from money receipted could result in a problem if an individual’s check is returned not paid by the bank; thus cashing checks for school employees is prohibited). 
 
ACCOUNTING PROCEDURES

 

In an effort to maintain separation of duties while working with limited personnel, the Dale County Board of Education Finance Department will practice the following procedures for issuing purchase orders, verifying satisfactory completion of shipments received, preparing invoices for payment, processing accounts payable checks, entering a personnel payroll and processing personnel payroll checks.


School Purchase orders will be issued by bookkeepers and authorized by principal.   Completed purchase orders will be checked and prepared for payment by bookkeepers.  Purchase orders should be entered in the Nextgen Budgetary Accounting Purchase Order Entry system to establish an encumbrance.
 
Purchase orders must be complete, all items either received or cancelled if not available.  Do not accept backorders.  If however, the company ships items separately; make sure all the invoices have been received before preparing to pay.

The person receiving materials, and/or principal must sign the original invoice.  No payment will be made from a statement.  

A copy of the check will be stapled to the invoice and purchase order copy.

PURCHASE ORDER

A Purchase Order must be completed and signed by the Principal BEFORE a purchase is made or a service procured.  The form must be numbered in the upper right-hand corner.  The State approved Form LA-5 may be used or a form that contains the same information plus additional information.

 

The Purchase Order should adequately describe the items to be purchased.  Do not order by item number alone—identify items.  Avoid using “per attached list”. If this method must be used in unusual situations, the total should be written on Form LA-5. 
 

A purchase order register must be maintained at the school for school purchases.  The form must be in a bound book.  A notebook may be used provided that it contains space for all the required information listed below:

 

Date

Vendor

P.O. Number

Activity Number

Amount

 

The purchase order must be completed and signed by the person making the purchase and approved by the principal.  

 

The invoice received for a given purchase order must be compared to the items listed on the purchase order.  Items received must be checked off with notes made for items cancelled, no longer available or not received as well as notations regarding items received that were damaged.

 

A Receiving Report will be used as a materials receipt and attached to the completed purchase order.

 

Schools that make numerous purchases at one or more given vendors during a month will be permitted to issue that vendor a purchase order number at the beginning of the month for use during that month.  These “Blanket Purchase Orders” must be on a very limited basis.  An example of this use would be when a school purchases many small items at a hardware store where obtaining a purchase order would delay the work of the janitor and others.  The amount of the purchase order must be a reasonable estimate of the amount expected to be spent during the month.  The hardware store must provide a sales ticket (invoice), which must have the purchase order number, recorded on it.  The Principal must approve all such purchases.  Great care should be given to vendors where there is more than one account related to the school system (example:  there is Board Account 

AND a school account) to ensure that the sales clerk charges the purchase to the correct account and indicates the correct purchase order.

 

 

 

BLANKET PURCHASE ORDER

 

The “blanket” purchase order must be completed each month and a new one issued at the beginning of the next month.  If no purchases were made, void the purchase order and issue a new one anyway.

 

Students should never be allowed to purchase items on any purchase orders.

INVOICES

An original invoice (per state examiners, no photo copied or faxed invoices are acceptable) must be obtained for each purchase order before payment is made.  Payments should never be made from a statement unless the statement also itemizes the items purchased with a price for each and NO invoice is available.  The invoices must include the name and address of the vendor, quantity and description of the items purchased, unit price, extensions and the total.  Every effort should be taken to obtain an invoice if the original is misplaced or lost.  Most vendors will re-issue a copy of the invoice.

 

If a vendor provides work or materials but does not have an invoice, the school may furnish a Form LA-6 Invoice to the vendor to be completed or write the following information on a form: (Social security or Employer I.D. number of vendor should be obtained prior to issuance of a purchase order)

 

The purchase order number

Date

Name and address of vendor 

Description of work done

Amount to be paid

Signature of Vendor

 

Attached the duplicate copy of the computerized checks to the appropriate purchase order and invoice.  The invoice must be stapled to the purchase order with the invoice on top.  Each month’s paid invoices must be put in numerical order by check number and filed in “batch” order in an envelope or file folder plainly marked as “Invoices Paid for __________(Month/Year). 

 
 
EXPENDITURES
 
All obligations of the school are to be paid from the official school checks.  Only authorized school expenses are to be paid from this checkbook.  A check is never to be destroyed.  When an error is made, mark the check VOID and file with the appropriate bank statement.
 
Two of three signatures are required on checks for payment.  The school principal and local bookkeeper are authorized and bonded to sign checks on a regular basis.  In the absence, (extended illness, period where one has retired, resigned, etc.) of either of these, the CSFO may be one of the signatures. Prior approval must be obtained from the Superintendent before a bank account signature is changed.
 
A valid invoice must be secured to serve as a basis for issuing any check; statements are insufficient.  The invoices must be itemized with prices listed for each item.  The person for whom the purchase is intended as well as the person who receives the goods at the school must sign invoices.  The invoice must be an original copy.  State Examiners will not accept photocopies and/or faxed copies.
 
The principal must approve all invoices before payment is made.   The duplicate copy of check must be attached to the paid invoice.
 
If for any reason a check is outstanding for six months, efforts must be made to ascertain that the check reached the proper party.
 
 
Although the school bookkeeper is maintaining the accounting of school funds, the proper handling of the School Bank Account is the primary responsibility of the Principal.  The Principal does not have the authority to issue a check unless an itemized purchase order is secured beforehand, completed and invoiced. 
 
 
POSTING
 
Each school must post all receipts and expenditures into the Nextgen Accounting System.  Entries into the accounting system are to be made in accordance with procedures prescribed in the McAleer Local School Accounting Manual.

 
The security of the computerized accounting system must be protected by the use of an access password.  This password must be protected, and is the responsibility of the school’s principal and bookkeeper.
  
Changes, updates, or alterations of any type to the accounting system will be made by CSI Technologies, Inc. and must be authorized by the Superintendent of Education or the CSFO.
 
 
 
 
TRANSFERS BETWEEN SCHOOL ACCOUNTS (ACTIVITIES) AND CLEARING OF DEFICITS IN ACCOUNTS (ACTIVITIES)

Revenues may be transferred from one account (activity) to another by following the procedures for the transfer of funds included in the LSA manual.  (This will be a transfer- out from one activity and transfer-in to another activity)  This prevents overstatement of total revenues.  Generally, these transfers would be made at or near the end of the school’s fiscal year.  The Principal must first approve all such transfers.  Transfers should be documented in a manner that can be easily traced.  (Such as written in chronological order and filed with the yearly accounting documents.  The principal should initial each of these transfers.)

 

The utmost caution should be taken to prevent any account from ending in a deficit on September 30th each year. IT IS THE RESPONSIBILITY OF THE ACTIVITY SPONSOR TO WORK WITH THE BOOKKEEPER AND PRINCIPAL.  In the event an activity ends the year with a deficit; a TRANSFER must be made, initialed by the Principal authorizing transfer and the Bookkeeper will follow the steps in the Transfer Program of the Nextgen Accounting System.

 

NOTE:  PUBLIC FUNDS MAY NOT BE TRANSFERRED TO NON-PUBLIC FUND ACTIVITIES

 
BOOKKEEPERS:  WHEN POSTING A TRANSFER BETWEEN SCHOOL ACTIVITIES USE FUNCTION/OBJECT 9910 – 920 AND THE TRANSFER IN WILL BE REVENUE 4-9210

 
***************************************

 
TRANSFERS BETWEEN SCHOOL ACCOUNTS AND CENTRAL OFFICE

It will be necessary for schools to transfer monies to the central office to cover payroll, transportation costs, or portions of a purchase order that is being paid with school funds but will be processed at the central office.  When the Central Office is making the expenditure the School will send a check made payable to Dale County Board of Education.  The Bookkeeper will process the check as she does all other checks through the Nextgen Invoice Processing System BUT will code the expense as an Operating Transfer Out – School Sources….USE EXPENDITURE 5-9910-923 FOR THIS EXPENSE.  The Central Office will record the check as a TRANSFER IN using Revenue 4-9230.

 

Occasionally the Central Office will transfer monies to local schools (on behalf of legislators for example).  In this case the CSFO will cut a check to the school and record the expense as Operating Transfer Out – School Source (5-9910-923)  

SCHOOL TRANSFERS

 

 

THE SCHOOL WILL RECORD THE TRANSFER IN FROM THE CENTRAL OFFICE WITH REVENUE 4-9230.

Please utilize caution when posting transfers so that transfers in the System’s Books will Balance.  All transfers in and out between activities at the school should equal.  All transfers Between Schools and Central Office should also equal.  Using the appropriate codes will eliminate unnecessary hours of reconciling at the end of the fiscal year.

 
 
ACCOUNTS PAYABLE

Unpaid items of any nature at September 30th of each year should be recorded in the school’s books as an Accounts Payable.
 
 
 
 
BANKING

Money received by the school must be deposited DAILY.  If school has safe, after hour collections may be help until the next working day. If school does not have safe, a night deposit drop must be made. 
 
The total deposit made each day must coincide with total receipts.  The date and amount of the deposit must be written on the last Master Receipt comprising each respective deposit.  All checks payable to the school or department should be endorsed immediately “FOR DEPOSIT ONLY _______________ SCHOOL”.  
 
The funds in all deposits must be counted and a deposit ticket prepared before being taken to the bank for deposit.  The school must keep a copy of all deposit tickets while the deposit is in transit to the bank.  The school principal must have an employee of the school present when the bank counts the funds in a deposit and a copy of the deposit ticket must be obtained at the time of deposit.  If a deposit is left at the bank near closing time or left in a night deposit receptacle, it is recommended that the deposit bag be locked with the school officials holding the only keys and then someone from the school must be present to unlock the bag and be present when the funds are counted.
 
Principals must assess all areas of receipting and depositing funds in order to develop the internal control measures needed to safeguard funds.  In order to ensure the proper segregation of duties, at least two (2) Board employees should be involved in all cash collection, cash receipting, and cash disbursement functions.  As a part of internal control, the teacher must remain with the deposit until all money is counted and receipted in the Master Receipt book.
 
Each school principal must set up a system of internal control to assure that all deposits reach the bank TIMELY.
 
Principals are prohibited from establishing a bank account for school funds in a name other than that of the school.  All school funds must be kept in school bank accounts and accounted for in the official accounting records of the school.
 
No outside organization, not run through the LSA books, may use the Dale County Board of Education FIN.
 
  
EXTREME CAUTION SHOULD BE TAKEN TO PREVENT THE THEFT OF BLANK CHECKS!
The use of school funds for the personal use of any member of the school is prohibited.  
School funds must be deposited only in banks and financial institutions that are Qualified public Depositories (QPDs) under the Security for Alabama Funds Enhancement (SAFE) Program law.  The SAFE Program eliminates the need for school boards to individually collateralize deposits.  Under this program, banks designated by the State Treasurer as QPDs will pledge securities to the SAFE collateral pool.  A copy of the certification should be obtained from the financial institution.  The pool will insure all public depositors with deposits held in a QPD.  Each year, a QPD should send each school a “SAFE Statement” which identifies all public accounts held by the school and the cash balances at September 30th.  The balances on these statements should be checked for accuracy and completeness and a copy forwarded to the CSFO.
 
Where permissible and feasible, school funds should be placed in interest earning checking accounts. When schools have sufficient funds available for a period of time, the principal may purchase certificates of deposit provided that so doing will result in increased interest earnings.
 
RETURNED CHECKS

Procedures for Accounts not enrolled in “Nexcheck” check collection service:
 
Wherever a check is returned, the school (CNP bookkeeper for CNP returned checks) must notify the person who issued the check to bring cash to the school to cover the check.  Do not charge the returned non-paid check off in the ledger.  The returned check may be returned to the person who wrote the check after cash has been received to cover the amount.  Returned checks not promptly redeemed by cash must be collected by legal means.  Assistance should be obtained from the CSFO.
 
The school will recover the bank fees charged to the school account in the event of an overdrawn check.
 
If a returned check is collected prior to the end of the month in which it is returned, NO ENTRY is needed in the LSA system.
 
If the returned check is not collected by the MONTH END, it must be shown as a return check receivable. 
 
In the event a returned check is not collected by the school or the District Attorney, a school must request permission from the Superintendent of Education before writing off the check.  A returned check should be written off by reducing the revenue and cash.  A journal entry must be made to reduce (Debit) receipts (revenue) for the appropriate activity account and reduce (Credit) cash.  All documentation, including District Attorney’s statement and the written permission from the Superintendent of Education to write off the item must be retained with the school’s accounting records for the period in which the item is written off the school’s books.
 
Each school should have in place a Returned Check Register.  This register should contain:
 

Date Check Returned

Name of Person Signing Check

Activity

Amount

Date Letter Sent


Date Money Collected
 
Procedures for accounts enrolled in Nexcheck’s collection services:

At MONTH END, all returned checks should be posted to the “RETURNED CHECKS RECEIVABLE” By Debiting account XX-1-0137-000-00X0-XXXX-0-0000-0000 and Crediting the “CASH” Account.  All Payments received from Nexcheck for returned checks should be posted by a Credit to “RETURNED CHECKS RECEIVABLE” and a Debit to “CASH”.
 
 
PAYMENTS FOR NON-EMPLOYEE SERVICES

CONTRACT LABOR

Local schools must comply with the Internal Revenue Service requirements for the reporting of payments to non-employees (such as athletic officials, plumbers, electricians, etc) for services rendered.  Records must be maintained to account for any payments or any service rendered by any individual or organization that is not an employee of the Board, and is not incorporated.  The school shall obtain a completed and signed IRS Form W9 from the vendor before payment is made for services rendered and shall mark the vendor with a checkmark in the “1099 Vendor” box in the Vendor Maintenance File in the McAleer Accounting System on the Vendor tab.  Also, on the 1099 tab, the W9 info should be completed to indicate the W9 has been sent, received, etc.  The school will provide a vendor file to the central office at the end of the calendar year in order for 1099-Miscellaneous forms to be issued.

 

The provision for “Contract Labor” does not apply to employees of the Board.  Compensation for employee services is covered in SECTION 9, paid on the regular monthly payroll for employees, and reported on the employee’s Form W-2 (Wage and Tax Statement) at the end of the year.
No Contract Labor shall be performed on School premises without approval of Superintendent and notification of Payroll Department. 
 

 
 
DISPOSAL OF EQUIPMENT

The requirements for the recording of the fixed assets of the Dale County Board of Education shall be the same as that of the State of Alabama.  That requirement is that items that are not consumable with an acquisition cost of $5,000.00 or more must be recorded as CAPITALIZED FIXED ASSETS. (Any item purchased meeting this definition will be coded with a “541 – 589” object code when paying the invoice – refer to latest update of the Alabama State Department of Education Accounting Manual for the appropriate code Manual is located on the web at www.alsde.edu under Sections; Financial Assistance; Publications).
 

In addition, the Dale County Board of Education requires that a supplementary inventory be kept by each school for items that are not consumable with an acquisition cost of $100.00 or more for electrical items and $500.00 or more for non-federal items
And will be recorded at NON-CAPITALIZED FIXED ASSETS.  (Any item purchased meeting this definition will be coded with a “491 – 499” object code when paying the invoice – refer to the latest update of the Alabama State Department of Education Accounting Manual for the appropriate code.  Manual is located on the web at www.alsde.edu under Sections; Financial Assistance; Publications).
 
The removal of worn out, obsolete or lost general fixed assets from the fixed asset accounting system must be reviewed and authorized either by the Superintendent or Assistant Superintendent of Education.
 
One of the individuals listed above must sign and date the school’s copy of the asset inventory (Inventory Additions / Deletions Form) before it is sent to the central office bookkeeping department for processing.  The school should retain a copy.
 
A copy of the police report for stolen or destroyed fixed assets must be attached to the school’s copy of the fixed asset inventory card and sent to the central office bookkeeping department.  The school should retain a copy of this information.
 
All equipment and furniture purchased with Federal Funds must be marked as being purchased with Federal Funds and indicate which Fund (ex:  Title I, Title VI, IDEA-Part B, Federal Vocation, etc.)
 
Local schools will have in place inventory forms for adding, changing locations and disposing of non-capitalized and fixed asset items.  Disposal of non-capitalized items at the local school level requires the signature of the school principal.
FUNDS COLLECTED FOR LOST

OR DAMAGED SCHOOL PROPERTIES

 

TEXTBOOKS – Funds collected from students for lost or damaged textbooks that are property of the Board of Education must be receipted and accounted for in the local school and remitted by the school to the Board of Education at the end of each school year.  The funds will be used by the Board to purchase textbooks.  Central Office staff will monitor these transactions.

 

LIBRARY BOOKS, EQUIPMENT, AND MATERIALS - Funds collected from students for lost or damaged library books, equipment and/or materials must be receipted and accounted for in the local school and expended for library items.  These funds are retained at the local school.  These funds may not be expended for any other purpose.
 

OTHER BOOKS, EQUIPMENT AND MATERIALS – Funds collected from students for lost or damaged books, equipment, and/or materials purchased with funds collected by a specific class, club or other “Activity” must be expended to purchase books, equipment and/or materials for that specific “Activity”.

 

TRAVEL EXPENSE REIMBURSEMENT

The Superintendent is permitted to reimburse school employees for actual travel expenses while such employees are conducting school business.  Such payment must be on a reimbursement basis according to approved board policies.  The rate of reimbursement for travel mileage shall be the rate approved by the Board of Education.  Allowable documentation for meal reimbursement should be the detailed restaurant receipt, not a credit card receipt.  Lodging reimbursement should be accompanied by an agenda or other documentation stating the purpose of the trip and the dates.  Receipts for registration charges for attending conferences, etc. must be submitted.  All such requests for travel reimbursement must be made in accordance with the Board Policy for travel.

 

All travel reimbursement must be requested on a “Statement of Official Travel” form, filed by the employee, which includes the date of the travel, points of travel, miles traveled and the purpose of the travel. Agenda or Certificate of Attendance should be attached. 
 

Reimbursement for mileage, meals and lodging must be claimed by the employee making a statement and signing the request under a statement that reads, “I hereby certify that the travel and expense indicated hereon was accomplished in the performance of official duties pursuant to travel authority granted me.”  ” All travel claims must be submitted within 60 days of the date of return from travel.
Professional Development and all other school related travel should have proper approval prior to travel. 
 

 

 

SALARY SUPPLEMENTS-GIFTS

No school is authorized to make supplemental payments to personnel for any services rendered in connection with the normal and customary duties associated with the employee’s job description.  ANY supplemental payment for extra work “above and beyond” the normal duties of a specific job must have prior approval of the Principal/Program Coordinator and Superintendent and must be paid through payroll.  Contact Payroll Clerk or CSFO for instructions on calculation of any supplemental pay.  Supplemental pay rates must follow the rates approved by the Board of Education.
 

Schools are expressly prohibited from making loans to employees.

 

Gifts of money or school property to any individual or organization are prohibited.   

 
 
OBLIGATIONS

 
 
All obligations of the school must be paid in full by the tenth of the month following purchase unless a written contract is made setting forth definite time payments.  Written contracts for time payments must be approved by the Superintendent of Education before a purchase is made.  Only the Board of Education may authorize the entering of a contract.  Any contract entered into by the Principal may be cancelled by the Superintendent and the Principal held personally responsible unless written permission is secured beforehand.

 
REQUIRMENTS OF REGULATING BORROWING

OF FUNDS AND ENTERING INTO

LEASE-PURCHASE AGREEMENTS BY SCHOOLS

The Dale County Board of Education expressly prohibits the Principal and/or any employee at a school from borrowing any funds from any source in the name of the school or the Board of Education without first obtaining the written approval of the Superintendent of Education and the Board of Education.

 

The principal and/or any employee at a school are prohibited from entering into any contract or lease-purchase agreement without first obtaining the written permission of the Superintendent of Education and the Board of Education.

 

The Code of Alabama, Section 41-16-57(e) states, that “contracts for the purchase of personal property or contractual services shall be let for periods of not greater than five years.”

 
 
BID LAW

Board policies must be followed for all purchases. In addition to Board policy, the Code of Alabama, Section 16-13B must be followed for purchases which meet the requirements under the State Bid Law. All bids will be completed from the Central Office by the CSFO and Appropriate Director. 
NOTES:
Federal funds spent in the range of $3,500-$15,000 in a single transaction must have more than one quotation. 
 
SALES TAX

Principals are required to follow the Alabama Department of Revenue’s Sales and Use Tax Rules (Code of Alabama 1975, Sections 40-23-4(a)(11) and 40-23-62(13)) The CSFO will renew State Sale Tax Exemption Certificate on an annual basis. 
 

Schools are not required to pay sales taxes on purchases, or generally, collect sales taxes on sales at the school with the exception of the following:

 

1) sales of class rings to students, either directly to the students or through a teacher or school organization,

2)  sales of school photographs either directly to students or to students through a teacher or school organization, and

3) sales of sweaters and jackets to students either directly to students or to students through a teacher or school organization.

 

Such property listed in the three items above is not school property and is not used for school purposes, but becomes solely the property of the student who ultimately pays for the item.

 

 

 

FINANCIAL RECORD RETENTION SCHEDULE

All records of the school must be filed and retained in compliance with the requirements of the STATE OF ALABAMA, BOARD OF EDUCATION RECORDS DISPOSITION SCHEDULE, Sections LG-6-2-14 and LG-6-2-15, LOCAL BOARDS OF EDUCATION GENERAL RECORDS SCHEDULES as revised (Posted on Dale County Website under Finance/Reports and Documents/Form Downloads/Local School Form Downloads)  Additionally, records being audited or that are the subject of unresolved audit questions must be kept until such time as all audit questions are satisfied.

THEFT OF SCHOOL FUNDS

If a theft or loss of school funds occurs, notify the police and the Superintendent or Associate Superintendent of Education and the CSFO immediately.  A police report should be completed and filed for any significant loss of property. The CSFO will determine the necessity of such report.
 

 

 
ATHLETIC TICKET SALES

All funds collected for the sale of athletic tickets must be supported by a “Athletic Gate Receipts Report”, an example may be found on the Dale County Website under Finance/Reports and Documents/Form Downloads/Local School Form Downloads.  This form should be signed by the person or persons in charge of ticket sales.  Any exceptions or problems should be noted on this form.  Gate receipts should never be counted by one person.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

CHANGE CASH

 

Change needed for athletic gates and school stores will follow the purchase order procedure.  The purchase order and check will be made out to the principal or Assistant Principal.   The journal entries for change cash transactions will be coded to the activity with the following general ledger numbers:   
  

Use the following general ledger numbers when the check for change cash is written:

 


Debit:  XXXX- XX-1-0115-000-00XX-7X01-0-0000-0000 


Credit:  0000- XX-1-0111-00-00XX-7X01-0-0000-0000
 

Use the following general ledger numbers to deposit gate/school store change cash:

 


Credit:  XXXX- XX-1-0115-000-00XX-7X01-0-0000-0000 


Debit:  0000- XX-1-0111-00-00XX-7X01-0-0000-0000
 

School store change should be obtained at the beginning of each school year.  After daily deposits are made, cash in money box should equal to the original change cash amount.  Money box, when not is use, must be in a secured (locked) location.  School store change will be deposited back into the appropriate activity at the end of each school year.  

 

Athletic gate change will be secured prior to the first home game in the fall.  As each season ends, change amounts will be reduced as needed for the next sport.  (For example:  less change is needed for basketball than for football, etc.)  These amounts will be incrementally deposited back into the appropriate activity until all gate change has been deposited to the original account by the end of all sports for the school year.

As you deposit change cash back in, referencing the purchase order for the check is a good audit trail for examiners.

 

Remember:  State examiners randomly check change cash.  Change cash, when not in use, should always be kept in a secured location.
 

 

 

 

FIELD TRIPS

Monies collected from pupils for Field Trips must be receipted*, deposited and expended through the school’s Financial Records.  FIELD TRIPS ARE NOT TO BE CONDUCTED FOR A PROFIT.  Local schools should have procedures for field trips in place.

 

Field trips must comply with the Dale County Board of Education policies and must be pre-approved by the Superintendent.

 

 

 

FUNDRAISING ACTIVITIES

An accounting MUST BE MADE of the total revenues and expenditures for each fundraising event.  The Master Receipt issued must identify the source of funds for items sold or activities conducted (the notation “class project”, “senior class”, etc. is not acceptable).
A “Fundraiser Accountability Report” should be used to account for fundraising activity.  An example can be found on the Dale County Website under Finance/Reports and Documents/Form Downloads/Local School Form Downloads.
 

Fund raising activities held during class time, activity periods, before or after school must be reported.  This includes school organizations, classes or clubs.

 

It is a good practice to have any organization/class/club conducting a fundraiser to submit a copy of the class/club minutes outlining the fundraiser.  

 

 

 

 

 

 

PROCEDURES FOR VOIDED AND OFF-LINE CHECKS 


Off-line checks are strongly discouraged.  In the event that it becomes necessary to void a check and issue a replacement check, the following procedures will be observed:

 
1.
Determine a legitimate need for voiding the check.  The approval of either 

the CSFO, the Assistant Superintendent of Education, the Superintendent of Education or Principal at school is required before a check can be voided and a replacement issued.  

EXAMPLES: 


· A check that is written to the wrong vendor

· A check that is written for an incorrect amount 
2. The Bookkeeper or CSFO will verify with the Board approved bank that the check has not cleared the bank checking account.    If the check HAS NOT cleared the bank account, a STOP PAYMENT must be placed on the check.  This statement is filed and retained for future audits.  School bookkeepers will follow the same procedure for school checks requiring a stop payment.

 
3. The bookkeeper will VOID the check through the CSI NEXTGEN  BUDGETARY ACCOUNTING “ACCOUNTS PAYABLE VOID CHECK” Transaction.  When a check is voided, all invoices and/or purchase orders associated with the check are reopened!!  If a replacement check will not be issued, select the invoice and delete it before exiting the void check program.
 
4. Make any necessary corrections.
A. If a check was written to the WRONG VENDOR or the AMOUNT of the check is INCORRECT and the check has NOT cleared the bank:

 
Void the Check using the “ACCOUNTS PAYABLE VOID CHECK” Transaction.
In “INVOICE ENTRY/MAINTENANCE” Make the desired changes and issue a new check for the invoice.

B. If a check has been LOST:
Void the Check using the “ACCOUNTS PAYABLE VOID CHECK” transaction then issue a new check for the Invoice.
C. If an INVOICE IS PAID IN ERROR: 
  (A check may have been written for an invoice, which should never have been paid; the invoice may be a duplicate of an invoice that has been previously paid, etc.)  VOID the check, which has been issued in error:

 
Void the Check and the Invoice using the “ACCOUNTS PAYABLE VOID CHECK” Transaction.

If the invoice had a PURCHASE ORDER, delete the PURCHASE ORDER using the “PO ENTRY/MAINTENANCE” Transaction.

IN SOME EXTREME CASES, it may be necessary to issue a check without going through the normal batch processing procedures.  In this case, the CSFO, the Assistant Superintendent of Education, the Superintendent of Education or the local school principal will give the bookkeeper instructions to issue an off-line check.  A copy of the check will be retained by the bookkeeper.

 
The OFF-LINE check will be entered into the accounting system through the “OFFLINE CHECK MAINTENANCE” Transaction. .
 
 

5. The Bookkeeper or payroll clerk will VOID payroll checks through the 

      CSI NEXTGEN PAYROLL SYSTEM with authorization from the CSFO.
A. To replace a lost or destroyed check when the new check is an exact duplicate of the original check use the “REPLACE AND VOID CHECK NUMBER” Transaction.
B. To void an employee checks, direct deposit statements, and deduction payments, and vendor deduction checks use the “VOID PAYROLL CHECKS” Transaction.
NOTE:  Any change in the amount of a check will result in an overage/shortage in the clearing fund bank accounts.  To cover the transfer corrections.
PROCEDURES FOR THE RECONCILIATION OF BANK STATEMENTS

ALL BANK ACCOUNTS of the Dale County Board of Education will be reconciled between the BANK STATEMENT, CHECK REGISTER/BOOK and the GENERAL LEDGER CASH ACCOUNT on a monthly basis.  This reconciliation will be prepared as soon as is practicable after the end of each month.  This reconciliation shall be performed in the following manner:

 
1. Bank statements received from the Board approved bank shall be delivered UNOPENED to the CSFO for central office and principal at schools, who will open and inspect the statement, cancelled checks and deposit tickets. 

 
2. The CSFO or School Bookkeeper will also verify that the interest rate posted by the bank is the agreed upon rate.  Cancelled checks will be scanned for vendor, endorsement, alteration or any other discrepancy.  Any error, discrepancy or unusual circumstance will be noted and brought to the attention of the Principal , CSFO and/or the Superintendent of Education immediately.  

 
3. After inspecting the statement, the CSFO / School Bookkeeper will reconcile the bank statement or give it to the bookkeeper responsible for performing the bank reconciliation.

 
4. All outstanding checks that have not cleared within 1 year of issue date should be cancelled and a stop payment made at the bank.  Prior approval from the superintendent must be received before these checks can be cleared from the accounting records.

 
5. The CSFO / bookkeeper will reconcile all bank statements to the check register/book and to the General Ledger Cash Accounts using the “CHECK RECONCILIATION” transaction in the CSI NEXTGEN  BUDGETARY ACCOUNTING SYSTEM.
6. Upon completion of the reconciliation of Central Office accounts, the CSFO or Superintendent (if prepared by the CSFO) will review, approve and sign the reconciliation on a monthly basis.
7. Upon completion of reconciliation of the local school accounts, the Principal will review, approve and sign the reconciliation on a monthly basis.  The Bookkeeper will save the Reconciliation file on the CSI NEXTGEN server in the “Links” folder by cost center and send a copy of the bank statement to the CSFO.
NOTE: 
No bank account will be opened without the consent of the Superintendent of Education or CSFO and the approval of the Board.  
 
ACCOUNTING PROCEDURES FOR BONDS AND/OR WARRANTS
CENTRAL OFFICE

From time to time, the Dale County Board of Education may find it necessary to issue bonds or warrants to finance a capital project of the Board.  A bond or warrant issue requires approval of the Board and the following accounting procedures shall be observed:

 
TO RECORD THE CLOSE OF A BOND OR WARRANT ISSUE: 

1. The Full (Face) Amount of the Bond or Warrant issue is recorded to the LONG TERM DEBT ACCOUNT GROUP

 
DEBIT – (Fund) Account Number 89-1-0192-000-0000-0000-0-0000-XXXX

Amount to be provided for retirement of long-term debt

 
CREDIT – (Fund) Account Number 89-2-0291-000-0000-0000-0-0000-XXXX

Bonds payable

 
2. The Actual Amount of the Cash Received is recorded in the CAPITAL PROJECTS FUND (Fund Number 14)


DEBIT – (Fund) Account Number 14-1-0111-000-000-XXXX-0-0000-0000


Cash Account

 
CREDIT – (Fund) Account Number 14-4-9110 Sale of School Bonds or Warrants 

A DEBT SERVICE FUND will be established for each issue if required by the bond covenant (Fund Number 13).

 
3. As specified in the Bond or Warrant, specific amounts may be required to periodically be paid into the DEBT SERVICE FUND.  An internally prepared ACCOUNTS PAYABLE voucher will be processed through the ACCOUNTS PAYABLE CHECKS process and recorded as follows:

 
PAYING FUND – (The fund source providing the cash to pay the obligation)  

This will normally be the fund where the obligated revenues are recorded.

 
DEBIT – (Fund) Account Number 5-9910-920-CC-XXXX-0-9700-8913

Fund Transfers Out

 
CREDIT – (Fund) Cash Account

 
RECEIVING FUND – The Debt Service Fund serving the Issue

 
DEBIT – (Fund 13) Debt Service Cash Account

 
CREDIT – (Fund 13) Debt Service Account Number 4-9210 Fund Transfer 

In

 
4. At the specified due dates (as designated in the bond/warrant issue) a check will be written to the ISSUE PAYING AGENT.  This transaction will be recorded:

 
DEBIT – (Fund) Account Number 1-114-000-00 CASH WITH PAYING 

AGENT 

 
CREDIT – (Fund) Account Number 1-0111-000-00 CASH ACCOUNT

This transaction shows that the cash from the debt service fund for this 

specific issue has been sent to the paying agent.  This is accomplished by 

issuing an accounts payable check through the process designated for the 

preparation of accounts payable checks.

 
5. When the PAYING AGENT sends verification that payment has been made to the BOND or WARRANT HOLDERS, the Accounting Supervisor/Finance Director will record the following accounting entries through the CSI NEXTGEN ACCOUNTING SYSTEM GENERAL LEDGER JOURNAL ENTRY PROCESS.

 

DEBIT – (Fund) Account Number 5-8100-931 PRINCIPAL, LONG TERM LOANS

 

DEBIT – (Fund) Account Number 5-8200-932 INTEREST, LONG TERM LOANS

 

CREDIT – (Fund) Account Number 1-0114-000-00 CASH WITH PAYING AGENT

 

NOTE:  When the first interest payment is made, the entry will include the 

accrued payable on the books for the portion of the interest received from 

the purchaser for the interim period.

 
DEBIT – (Fund) Account Number 2-0289-000-00 OTHER CURRENT LIABILITIES

 
CREDIT – (Fund) Account Number 5-8200-932-00 INTEREST, LONG TERM DEBT

 
The only interest expenditure claimed by the Board of Education will 

be the actual interest incurred by the Board!!!!

 
PROCEDURES FOR PREPARING ACCOUNTS PAYABLE CHECKS 

CENTRAL OFFICE


The CSFO will prepare the board invoices for payment.  The board invoices will be entered by the CSFO or his/her designee.  The invoices will be proofed and processed for payment by the CSFO. The Child Nutrition Program Director will prepare CNP invoices and the CNP Director or his/her designee will enter and process the invoices for payment.  

 

The bookkeeper will process the accounts payable invoices in the following manner:

 
1. Line up invoices alphabetically.

2. Check vendor numbers.

3. Check all invoices for purchase order, materials receipt, administrative authorization and Superintendent’s approval.

 
4. Create the batch.
5. Enter invoices following instructions in program.

 
6. Print INVOICE BATCH report.

 
7. Check the INVOICE BATCH, if possible, by comparing all information with the original invoice.  

 
8. Make any needed corrections or additions through INVOICE ENTRY/MAINTENANCE.
9. After corrections or additions have been made, print a new INVOICE BATCH report and recheck. 

 
10. Select MERGE AN INVOICE BATCH.

11. When merge is complete, print checks by following the instructions in the CSI NEXTGEN ACCOUNTING SYSTEM.
 
 
12. Cash is transferred from the paying fund into the Accounts Payable Clearing Fund. These transfers are posted through the CSI NEXTGEN ACCOUNTING SYSTEM General Ledger APT process automatically.  
The CSFO or his/her designee is responsible for making bank deposits and taking the transfer deposit to the bank. 

 
13. Determine the amount of money to transfer into the Accounts Payable Clearing Fund from the 
ACTUAL CASH DISBURSEMENTS REGISTER.  Determine the amount to transfer from each bank account by using the totals by fund source and transfer the cash by check or electronic transfer to the Accounts Payable Clearing Fund Bank Account. 
  
14. Place a copy of the Accounts Payable Register and place in front of the batch of checks, purchase orders, and invoice copies and place in an expandable folder for the month.

 
PROCEDURES FOR ISSUING REQUISITION/PURCHASE ORDERS 

FOR CENTRAL OFFICE
The requisitions/purchase orders used by the Dale County Board of Education are maintained at the central office by the designated personnel. A purchase order is a requisition which has been approved and/or signed by all required supervisors/approvers.  A purchase order is a binding agreement with a vendor that monies are available for payment when materials are received and/or services have been rendered.  Thus it is imperative that all persons making purchases to be paid by the Dale County Board of Education follow the purchase order procedure. All purchases will require a requisition to initiate the process with the exception of utilities and travel reimbursements.  Once approval/signatures are obtained, the requisition becomes a purchase order.  Any purchase made not utilizing this process will require approval of the Superintendent of Education before payment will be made and the school or employee making the purchase is subject to reimbursing the Board of Education for the unauthorized purchase.

 
1. One person at each school (school secretary or the principal’s designee) will obtain all requisition/purchase order numbers.   The following information will need to be provided:

 
· Person requesting purchase order

· Vendor Name

· Approximate amount of purchase request (remember to include shipping and handling in the estimate)

· Date of request

· Source of payment (ex: Instructional Fee, Library Enhancement, Title I, IDEA-Part B, etc.

2. Requisitions/Purchase orders will be issued by the designated personnel.  The requisition/purchase order must be completed with all pertinent information and submitted to the administrator responsible for the fund or program from which the vendor is to be paid for approval of the expenditure.  (Example:  Any purchase order issued for a Federal Program requires the approval of the administrator of that program.  Classroom Instructional, School Principal; Federal Title I, Title VII, Migrant, Federal Programs Coordinator; Transportation and/or Maintenance, Transportation and Maintenance Supervisor; Vocational, Vocational Director; Special Education, Special Education Coordinator.)

 
3. The person requesting the purchase order will complete the requisition/purchase order and obtain the appropriate signature for authorization.

 
4. The person requesting the purchase order will keep a copy to use after materials are received – to check against invoice.

 
5. The purchase order will be returned to the Central Office where it will be coded, signed and entered into the CSI NEXTGEN ACCOUNTING SYSTEM and mailed or faxed to the vendor.  

 
6. Purchase orders to local vendors where items are picked up will require the signature of the Superintendent of Education and be given to the person requesting the purchase order to carry, complete and return to the Central Office after materials are obtained.  

 
7. All purchase orders will be accounted for.  If you make an error or decide to not use, please return it to the central office, mark it as “Void” and request a new purchase order, if needed.

 
8. Do not change vendors on a purchase order without approval of the designated personnel.

 
9. Any purchase order not used after 30 days must be returned to the Central Office to be voided.  You may request another purchase order at this time.

 
10. Purchase orders not completed, or filled out incompletely will be returned to the school for correction.  Make sure Vendor Name, Address, Items, Quantities, Total and Allowances for Shipping and Handling are included.

Process for Handling of Invoices After Materials are Received and Processing of Payment

 
1. The original should be sent to the Central Office where a copy will be made and sent to the teacher.  The invoice copy must be signed by the one receiving materials ONLY after ALL materials have been received and the purchase order is complete.  You should use this time to check materials listed on the invoice and compare items to the blue copy of the purchase order you kept for your files.  

 
2. If a vendor indicates items are backordered please call and cancel those items.  Occasionally items are just shipped separately and the vendor will send separate invoices.  Make sure ALL invoices have been signed when ALL materials have been received; THEN the signed invoice will need to be returned to the Central Office for processing of payment.

 
 
PROCEDURES FOR ENTERING PURCHASE ORDERS
 
1. Designated personnel check the information on the purchase order, which shows the vendor, the source of payment, the purchase order number, and the items to be ordered.

 
2. The Purchase order will be given to the CSFO to be coded with the appropriate the general ledger account number (expenditure code) and to verify that funds are available in the expenditure code.

 
3. The purchase order will be returned to the designated personnel’s basket and entered into the CSI NEXTGEN ACCOUNTING SYSTEM by her or her designee.
  
4. Designated personnel monitor the open purchase orders and tracks status of 

invoices between schools and central office.  Periodically an open encumbrance report should be run to detect any errors that may occur in posting purchase order information.
 
5. When purchase orders are ready for payment, designated personnel puts purchase order, original and signed invoice into the “Ready to Pay” File in the office of the CSFO where “Processing Accounts Payable Invoice” Procedures are enacted.
 
In the event that a purchase order is cancelled for any reason, the white original purchase order is marked VOID and filed in a file maintained by the designated personnel.  The purchase order will be marked void in the purchase order register and cancel the purchase order in the CSI NEXTGEN ACCOUNTING SYSTEM Encumbrance/Purchase Order files in the computer.

PROCEDURES FOR HANDLING CASH (CHECK) RECEIPTS 

 CENTRAL OFFICE


All checks and/or cash items are disseminated by designated personnel. 

 
1. Secretary sorts the mail, logs any funds received and distributes it to the proper recipient.

 
2. Checks are delivered to the CSFO in order to be entered into the master receipt files.

 
3. Copies are made of all checks, dated and  initialized by the one receiving and are filed in the Monthly Activities File.

 
4. The CSFO determines into which bank account the item should be deposited and prepares the deposit ticket and takes the deposit to the bank.

 
A. Items received should be deposited in the bank on the date received.  NOTE:  In the event that the bank has a 2 p.m. cutoff, any deposit received at the bank after 2 p.m. will show the next banking day date.  Deposits received at the bank after 2 p.m. on Friday will show the following Monday’s date or the next business day date.

 
1. The CSFO will assign the proper General Ledger code to each item on the deposit ticket and enters the deposit through the journal entry procedure for cash receipts as follows:

 
A.  DEBIT – CASH ACCOUNT OF PROPER RECEIVING FUND

B. CREDIT – REVENUE ACCOUNT OF PROPER RECEIVING FUND

OR

CREDIT – ACCOUNTS RECEIVABLE ACCOUNT OF PROPER RECEIVING FUND

The CSFO keeps copies of cash receipts entered into the system, and files it in a file labeled with the applicable month and year. These copies of deposit tickets are retained for end of month cash reconciliation and audit purposes.

 
Retention period for bank deposit tickets is six (6) years after receipt of audit as designated by the City and County Board of Education General Records Schedules of the State of Alabama Department of Archives and History.

 
See Retention Schedule
PROCEDURES FOR PREPARING AND ENTERING A PERSONNEL PAYROLL


The payroll for the employees of the Dale County Board of Education is processed on the CSI NEXTGEN PAYROLL SYSTEM on the computer.  All information regarding the payment of any employee is given to the payroll clerk who checks and prepares it for entering into the payroll system.  All employees of the Board are paid on a monthly payroll.  Payroll is issued on the last business day of each month.  The monthly payroll is processed as follows:

 
1. PERFORM EMPLOYEE FILE MAINTENANCE.  Enter all payroll changes for taxes, deductions, insurance, addresses, etc.  Any change to an employee’s personal or tax information must be supported by the written authorization of the employee.  A copy of the written authorization is to be placed in a file in the office of the Payroll Clerk.

 
SALARY CHANGE: 

Any change in an employee’s salary must be documented with a complete written calculation by the payroll clerk, and approved by the CSFO.  A copy of the calculation is to be placed in the file in the Payroll Clerk’s office.

 
NEW HIRES:
Documentation of the hiring of an employee by the Dale County Board of Education MUST be furnished to the payroll clerk.  The Secretary to the Board shall give to the payroll clerk a copy of the minutes of each Board meeting as soon as possible after the meeting has been concluded.  This Board approval shall show the employee’s name, the hire date, and the position.

The Board Secretary will establish a PERSONNEL FILE for all teachers of the Board including all support personnel.  These files will be maintained in the bookkeeping department of the CENTRAL OFFICE.

 
CONTENTS OF THE TEACHER PERSONNEL FILE

A. Teacher Certificate

B. Application for Employment

Write in upper right corner

1. Date of Board approval

2. Date entered on duty (EOD)

3. School to which assigned

C. Transcripts of ALL college credits earned to receive certificate

D. Experience Statements from other systems

 
 
E. Copies of Board correspondence

1.
Letter of Board approval of employment

2.
Leaves of absence

 
 
OPTIONAL:

Resume

Letters of recommendation

 
Contents of Personnel Payroll File:  (All employees)

 
These forms will be on file in the Payroll Clerk’s Office:

 

A.
Copy of Social Security Card


B.
Copy of I-9 (Determination of Eligibility for Employment)



Immigration Form

C. State and Federal Tax Withholding forms

D. Teacher Retirement Enrollment form

E. Copies of Insurance Enrollment forms

F. All payroll deduction authorizations

G. Drug-free Workplace Policy form

H. Sick Leave Bank form

 
SICK LEAVE TRANSFER IN:

(Put pink form in personnel file – make notation and initial after entered into computer.)

SUBSTITUTES:


Any person who substitute teaches for an employee of the Board of Education must hold a valid SUBSTITUTE TEACHER’S CERTIFICATE from the State of Alabama Department of Education.  This certificate is obtained by submitting an application along with two money orders or cashier’s checks made payable to the State of Alabama Department of Education.

 

The person in charge of fingerprinting must obtain an application, the appropriate fees, fingerprints, background checks and a Determination of Eligibility (Form I-9) from any individual proposing to substitute BEFORE allowing the individual to work.  A copy of the individual’s social security card and driver’s license or other appropriate identification as specified on the I-9 must accompany the I-9 when submitted to the payroll clerk.  The Payroll Clerk will not enter an individual into the payroll system until all of these documents have been properly obtained.

BOARD MEMBERS 


The Dale County Board of Education is made up of five (5) members representing five (5) districts.  Members serve a six (6) year term.  Members are elected in the General Election, which is held on the Tuesday following the first Monday in November of election year.  A newly elected board member may take the oath of office prior to the first day of the next month (December); however, compensation shall not begin until the first day of the month of December following the election.  Compensation will continue through the month of November in the FINAL YEAR OF THE TERM.  Thus, a retiring or terminating member who is being replaced by a newly elected board member shall continue to receive compensation through the last day of the month of November in which a new member is elected.  This ensures that a board member will receive compensation for a full six-year term of service.

 

In the event that a board member retires, resigns, is deceased or leaves the service of the board for any reason prior to the completion of the term for which elected, the board member shall be paid for the number of days served in the month of termination.  (Example:  A board member leaving the board on the 15th day of a month shall be compensated for the portion of the month served prior to termination.)

 

The new board member who replaces a terminating member shall be paid from the date on which he/she takes the oath of office.  (Example: A new board member taking the oath of office on the 20th day of a month shall be paid for the portion of the month remaining to be served.)

 
Compensation for board members shall be paid on the monthly dale CountyBoard of Education payroll and is subject to all applicable taxes.

1. PRINT INPUT EDIT LIST.


FROM MASTER MENU, select
02 – PAYROLL MENU







01 – MONTHLY PAYROLL 

                   PROCEDURES MENU


01 – EMPLOYEE FILE MAINTENANCE


        MENU


02 – PRINT INPUT EDIT LIST

 
This CLEARS all input from the prior month.  The payroll clerk may now 

enter the input for the new payroll.

 
2. INPUT PAYROLL INFORMATION FROM THE PRINCIPAL’S SERVICE 

 
REPORT TO THE SUPERINTENDENT

 
To input this information:

 
From MASTER MENU, select
02 – PAYROLL MENU

(If not on remote)


01 – MONTHLY PAYROLL 

                   PROCEDURES MENU


01 – EMPLOYEE FILE MAINTENANCE


        MENU


01 – EMPLOYEE FILE MAINTENANCE


O5 – INPUT PAY

 

When input has been complete, PRINT THE INPUT EDIT LIST to verify all 

input.  The payroll clerk and another bookkeeper will check all input (leave taken, substitutes hired, pay docked amounts, etc.) and sign a verification statement on the report.

 
NOTE:  A checklist designating all items necessary for the “payoff” of an employee terminating employment with the Board during the current payroll period shall be maintained and followed by the payroll clerk in preparing the final payment to an employee.

 

This employee termination procedures checklist shall include the following:                                                                                                                                                                                                                                                                           

A. Repay all days due to the Sick Leave Bank.

B. Deduct for all required deductions such as Professional Membership dues.

C. Comply with COBRA LAW.

1. Have employee sign appropriate form

2. Notify PEEHIP

D. Teacher Certificate – If a teacher picks up the original copy of his/her certificate, make a copy of it and have the teacher sign a statement showing that he/she received the original – put this copy in the teacher’s file.

 
 
3.  COMPUTE PAYROLL

 
From Payroll Procedures Menu, select 02 – Process Payroll Checks






         01 – Compute Payroll Checks

From Compute Payroll Screen, select  02 – Print Payroll Register

 

The payroll clerk and the CSFO will check all information on the payroll register for accuracy.  Any needed corrections must be made and another payroll register printed.  When all information is correct, the payroll checks are printed.

 
4.  PRINT ALL REPORTS and verify accuracy BEFORE proceeding with the payroll   

     checks.

 
From the MONTHLY PAYROLL PROCEDURES MENU, select and print:



02 – Process Payroll Checks Menu



03 – Computed Reports and Direct Deposit Menu



01 – Fund Distribution



02 – Fund Distribution



03 – Fund Distribution



04 – Fund Distribution



05 – Fund Distribution



06 – Prior Period Comparison Report



07 – Insurance Remittance Report



08 – Insurance Distribution Report



09 – Non-Mandatory Deduction Report

 
From the PROCESS PAYROLL CHECKS MENU, select:

 


03 – Payroll Checks Menu



05 – Print Check Register

 
5.  PRINT PAYROLL CHECKS    

 
Note:  In order to maintain a clear audit trail, a PAYROLL CLEARING FUND ACCOUNT has been established with the bank designated by the Board of Education.  All payroll checks are issued on this CLEARING FUND BANK ACCOUNT.  A transfer of funds from the REGULAR PAYING FUND bank account to the CLEARING FUND bank account is made at the time a payroll is completed and includes a sum equal to ALL payroll expenditures debited to the paying fund for the payroll period.  (See GENERAL LEDGER POSTING GENERATED in step 8 in the PROCESS PAYROLL CHECKS menu.)

 
 
Load payroll checks (CLEARING FUND) onto printer.  From the MONTHLY PAYROLL PROCEDURES MENU, select:

 


02 – Process Payroll Checks Menu



04 – Print Payroll Checks

 
Do a TEST PRINT to check alignment.

Print the payroll checks.  


NOTE:  The payroll checks are given to the Superintendent delivers checks to School Principals who disseminate checks to that school’s employees.  

 
IMPORTANT!!!  Backup the payroll files at this point! 

 

Any employee who has instructed the bookkeeping department to hold his or her check to be picked up must come into the office in person to pick up the check.  If an employee is sending a spouse or someone else to pick up his or her check, the employee must notify the payroll clerk or bookkeeping department and that person will be required to sign for the check when picking it up.


Payroll checks are mailed in time to reach employees by the last working day of the month.  

 
6.             
UPDATE PAYROLL FILES (one time only!)

 
From MASTER MENU, select:



02 – Payroll Master Menu



01 – Monthly Payroll Procedures Menu



02 – Process Payroll Checks Menu



07 – Update Payroll Files (once only!)

 
POST PAYROLL TO GENERAL LEDGER



08 – Post Payroll to General Ledger

7.
  PREPARE ALL TEACHERS’ RETIREMENT SYSTEM REPORTS

02 – Other Monthly Payroll Procedures Menu

09 – Retirement, RSA-1 and Insurance Menu

 
01 – Print Retirement Report (for submitting paper report)

02 – Print Retirement Report & Gen. Magnetic Media File

03 – Maintenance to Retirement Magnetic Media Work File

04 – Reprint and Regenerate Retirement Report and Magnetic 

Media

05 – Copy Retirement Magnetic Media File to MS-DOS Diskette

06 – Print RSA-1 Report & Gen. Magnetic Media File

07 – Copy RSA-1 Magnetic Media File to MS-DOS Diskette

08 – Print Insurance Report & Gen. Magnetic Media File “TINS-

        REC” 

09 – Copy ‘TINS-REC” File to MS-DOS Diskette

10 – Reset Retirement and Insurance Flags (After above are run)

 
8.  
PRINT CURRENT EMPLOYEE LEAVE REPORT AND CLEAR FILE.

 
From the PAYROLL MASTER MENU, select:



02 – Other Monthly Payroll Procedures



01 – Print Employee Leave Report

 
Input numbers for payroll checks spoiled in test alignment

 


05 – Input Unused Checks

 
9.  
From the General Ledger Posting printout, The CSFO prepares the 

transfer of funds.  This transfer designates the amount of money to be transferred from each paying fund to the Payroll Clearing Fund.  The transfer must be separated  BETWEEN GENERAL FUND BANK ACCOUNTS and FEDERAL FUND BANK ACCOUNTS, CNP.  The totals DUE TO THE PAYROLL CLEARING FUND from each paying fund is shown on the GENERAL LEDGER POSTING report. 

(Generated in STEP 8 OF THE PROCESS PAYROLL CHECKS menu.) The transfer of funds to the PAYROLL CLEARING FUND requires the authorization of the SUPERINTENDENT OF EDUCATION. The CSFO/bookkeeper is responsible for preparing checks.  These checks will be written from the appropriate regular bank accounts and deposited into the Payroll Clearing Fund bank account in accordance with the procedures for the writing of all Board checks.  

 
10.
The CSFO will PREPARE FEDERAL TAX (FORM 941) Electronic 

Federal Tax Payment System (EFTPS) and call in the tax deposit by the next banking day since the Board falls into the 24-hour deposit category as specified by the Internal Revenue Service (IRS) Guidelines.

 
The CSFO will prepare the State of Alabama Withholding Report and mail it to the State of Alabama Department of Revenue.

 
11.
The CSFO will prepare the A-6 State of Alabama Employer’s Monthly Return of Income Tax withheld and mail it to the Alabama Department of Revenue.

 
12.
The unemployment compensation report is completed by the payroll clerk.   Quarterly this amount is applied against the average advance payment calculation of  SUI made by the State of Alabama Department of Industrial Relations Unemployment Compensation Agency.

 
15. The payroll clerk will prepare a Bureau of Labor Statistics Report on Employment and submit it to the Alabama Department of Industrial Relations (1-800-447-7296).

 
16. Alabama New-hire Program:  On April 22, 1997, the Governor signed into a 

       law a bill requiring the establishment of a mandatory system for employer  

       reporting of all newly hired and recalled workers.  Its purpose is to reduce fraud    

       in public programs and locate non-custodial parents who are delinquent in paying 

       court-ordered child support.  The law, which is mandated by the Federal Welfare     

       Reform Act of 1996, is effective October 1, 1997. 

 
The New-Hire Act of 1997 (Act 97-228) requires all employers to report all newly hired, rehired, or recalled employees to the State Directory of New-Hires within seven (7) days from the first day of work.  As defined by Act 97-228, an

employer is “a person or entity, including a state or local government entity or labor organization, which employs an individual to perform of a service for hire and pays wages directly to the individual.”  An employee is “an individual in the employ of another who performs a service for hire and receives wages.”


All employees are to be reported to the New-Hire Program when they are newly hired, rehired or recalled to work.  As defined by law, a newly hired employee is “an individual who is employed by a particular employer for the first time.” An individual is considered a new hire the first day such individual performs services for remuneration, i.e. the first day of work.  As defined by law, a rehired employee is “an individual who was separated from an employer on other than a temporary basis but who is returning to work for that same employer.”  An individual is considered a rehired employee if the employer/employee relationship has been severed and the returning individual is required to submit a W-4 form to the employer.  As defined by law, a recalled employee is “an individual who was temporarily separated from an employer but who was called back to work for that same employer.”

 

Although not required by law, job refusals may be reported to the State New-Hire Directory.  Job refusals are individuals who refuse work when they are offered employment.  Reporting job refusals will identify individuals who refuse jobs while receiving unemployment benefits.  An individual can be denied U.C. and/or T.A.N.F. (formerly AFDC) benefits for failure to accept suitable employment.


Under the new law, New-Hire will serve to benefit employers and other taxpayers by reducing the cost of Unemployment Insurance, Worker’s Compensation, Food Stamps, T.A.N.F. and Medicaid.  Much of the savings will come as a result of locating non-custodial parents who are delinquent in paying court-ordered child support.  Fraud detection and prevention will be greatly increased under mandatory coverage.

 

A New-Hire Report Form must be completed on every newly hired, rehired or recalled employee and mailed to the State Directory of New-Hires within seven (7) days of the first day of work.  Monetary penalties not to exceed $25.00 per violation may be assessed for not complying with the New-Hire Program.

 


Mailing address:
Alabama Department of Industrial Relations






New Hire Unit






649 Monroe Street, Room 283






Montgomery, AL  36131-0283  

 
17. PREPARE QUARTERLY REPORTS.  After the monthly payroll for the final 

month of a calendar has been run and all entries completed and posted, the quarterly reports should be prepared.

 
From the PAYROLL MASTER MENU, select:



03-Quarterly P/R Procedures Menu

Print all reports:



01-PRINT 941 REPORT



02-PRINT QTR/YTD REPORT



03-PRINT UNEMP COMP REPORT



04-PRINT UNEMP COMP REPORT & GENERAL. 

     MAGNETIC MEDIA FILE FOR “ALAWAGES” 

 

Prepare two (2) diskettes for ALAWAGES.




05-COPY “ALAWAGES” TO MS/DOS DISKETTE


PREPARE QUARTERLY UNEMPLOYMENT REPORT (Form UC CR4G)


Mail to:
State Department of Education




Division of Administrative and Financial Services




Gordon Persons Building




50 North Ripley Street




Montgomery, AL  36130-3901

 

Prepare quarterly report to Department of Industrial Relations.



06-Alabama Dept. of Industrial Relations Multi-worksite Report


Mail to:
Alabama Department of Industrial Relations




Research & Statistics




Industrial Relations Building, Room 427




Montgomery, AL  35131-2280

 
16.

PREPARE ANNUAL REPORTS

 
These procedures must be performed before any payroll information is processed for the new calendar year!!!  After all payrolls for the calendar year ended December 31, XXXX have been processed and any needed corrections made, the YEAR END PAYROLL PROCEDURES must be completed from the PAYROLL MASTER MENU, select:

 


04-YEAR END PAYROLL PROCEDURES MENU

PERFORM EACH STEP:



PAYROLL CALENDAR YEAR END PROCEDURES MENU



01-Enter W-2 Adjustment Amounts (Ex. 3rd Party Sick Pay)



02-Generate W-2 Data File and Magnetic Media File “W2REPORT”




03-W-2 Control Number Listing




04-Display Individual Employee’s W-2 Data




05-Print ‘W2report” Magnetic Media File




06-Alabama State Department of Revenue Report




07-Print W-2’s (6 LPI, 11 IPP) (Interrupt Spooler)




08-Copy “W2REPORT” File to MS-DOS Diskette




09-Print Local Tax Report




10-Print Employee Check Records (Interrupt Spooler)




11-Drop Records from Employee Permanent Records Files




12-Initialize QTR and YTD Fields to Zero

 
From the Payroll Master Menu, select:

 



05-OTHER ANNUAL PAYROLL PROCEDURES MENU

 

PERFORM EACH STEP:

 



01-Roll Personal Days to Sick Days at Fiscal Year-End




02-Initialize Sick and Personal Days Taken to Zero




03-Annual Retirement Withheld Report (End of June)




04-Clear Annual Retirement Field (After Above)




05-Print Employee Leave Taken Detail Report (Optional)




06-Print Employee Leave Reimbursement Report




07-Add 1 to Salary Schedule Years Experience




08-Update Substitute File from Employee Files (Optional)




09-Annual Substitute Purge/Update

 


10-Calculate Prior Scholastic Year Salary (Optional)




11-Calculate Taxable Fringe Benefit for Life Ins. (Optional)

 

From the PAYROLL MASTER MENU, select:

 



06-Miscellaneous Payroll Procedures Menu




01-Miscellaneous Payroll Maintenance

 

Update TAX TABLES AND PARAMETERS FOR THE NEW YEAR:

 



1-Alabama State Tax Table




2-Federal Tax Table




3-FICA, SUI, FUI




4-Payroll Parameters (1)




5-Payroll Parameters (2)




6-G/L Posting Accounts




7-EIC Table

 
These tax tables and parameters must be updated to reflect any changes in tax 

rates applicable to FEDERAL, STATE OR LOCAL TAXES.

AEA PAYROLL DEDUCTIONS

AEA deductions must be remitted to AEA on one single check per month.

STEP 1:


Pay Period Procedures Menu


3 – Payroll Deduction Check Menu


01 – Maintenance to Deduction Check Work File (choose “update”



        and modify to put the $_____ amount for each deduction into 

        file.)

02 – Print Deduction Check Work File Report

03 – Print Deduction Check

04 – Print Deduction Check Register

05 – Update Files for Deduction Check

06 – Post Deduction Checks to General Ledger

 
STEP 2:

 

Payroll Master Menu

 


01 – Create AEA Magnetic Media File 

                              (AEA – XXX.DAT) XXX=STATE ID

02 02     - Copy AEA Magnetic Media File to diskette (A printout is 

   generated)  (Make two (2) prints and two (2) diskettes)

STEP 3:


Mail Check to:



Freddie Riggins







Educator Benefit Corp.







P.O. Box 5603







Montgomery, AL  36103-5603

 
 
 
 
 
 
REPORT OF PAYMENT TO UNEMPLOYMENT COMPENSATION

TRUST FUND

 

The Alabama Department of Industrial Relations makes an assessment annually for State Unemployment Insurance.  A rate is established for the Fiscal year beginning October 1, XXXX and ending September 30, XXXX.  The average quarterly covered payroll for the calendar year is multiplied by the advance payment rate to establish the amount to be remitted each quarter.  The payment is debited to Prepaid Items:

 

11-1-0151-000-0000-6001-0-0000-0000


As the monthly payroll is processed the SUI generated is deposited and credited back against the prepaid account.

 

At September 30, XXXX, the Department of Industrial Relations performs an analysis of advance payment account of the Board and sends a Credit Memorandum if the Board has made an overpayment to the Unemployment Compensation Trust Fund Form (CR-4G) or Debit Memorandum if the Board needs to pay an additional amount.

 

If the Board has made advance payments that exceed the benefit cost, the Board may apply the credit to future payments or request a refund.

 

If a refund is received, the check from the Alabama Department of Industrial Relations should be deposited into the Board’s general fund with the following entries:

 


Credit – Prepaid Items – 
11-1-0151/6001



Debit – Cash in Bank – 
11-1-0111/6001 

PAYROLL MASTER MENU
OTHER ANNUAL PROCEDURES
TAXABLE FRINGE BENEFITS
# 11 – Calculate Taxable Fringe Benefits for Term Life Insurance

Internal Revenue Code (IRC) Section 79 requires each employer to report imputed premiums on the cost of group term life insurance provided directly or indirectly for their employees to the extent that it exceeds $50,000.

 
The Pre-retirement Death benefit (PRDB) is equal to the salary on which the member made retirement contributions for the previous SCHOLASTIC year (July 1, XXXX – June 30, XXXX) on all employees who have at least one year of contributing membership service.

 
This calculation should be made prior to the end of each calendar year. In the event that an employee is retiring or terminating, the imputed premium must be computed prior to the issuance of the employee’s final check.  

 
Enter the Premium schedule provided by the Retirement Systems of Alabama:

Payroll Master Menu

Miscellaneous Payroll Procedures

01 – Payroll Tax/ parameter File Maintenance

09 – Group Term Life

Change values as provided by Retirement Systems of Alabama

Compute Premiums 

Payroll Master Menu

 
 
 
 
 
 
 
 
 
______________________


_________

School







Date

 

 

 

 


I have read the accounting regulations as contained in the Accounting Regulations for Schools book and the Policies of the Dale County Board of Education.  I will follow these regulations and Policies and will explain them to my Bookkeeper and /or Secretary, Child Nutrition Program Employees, and all other Board of Education employees at my school.  I will monitor their actions to assure compliance with the Regulations and Policies of the Dale County Board of Education.

 

 

 









_______________________









Principal

 

 

 

Please sign and return to the Central Office.

 

Keep a copy for your file.

 

 
 
 
 
 
 
 
Purchasing Card Procedures

In order to expedite certain purchases and to take advantage of rebates, Dale County Schools are now offering authorized employees an exciting, innovative program that allows direct purchases by using a Purchasing Card.  The Code of Alabama 16-1-8.1 (as amended by Act No. 99-389) provides the authority for school systems to use the state purchasing card program.

All transactions using Dale County Schools Purchasing Card must benefit and support the district’s mission of education, research, and public service. Use of the Purchasing Card for personal purchases is strictly prohibited.  The Finance Department is responsible for monitoring the effectiveness of the Purchasing Card Program and user compliance with the procedures outlined in this manual. The Purchasing Card represents the District’s trust in you and your empowerment as a responsible employee of Dale County Schools to safeguard and protect the District’s assets. As a Cardholder, you assume the responsibility for the protection and proper use of the Purchasing Card.   

PURPOSE 

The purpose of this guide is to establish policies and procedures to control the use of the Purchasing Cards issued to their authorized employees to purchase goods and services on behalf of the Dale County Schools. This guide is intended to accomplish the following: 

•
Ensure purchases made with the Purchasing Card are in accordance with the policies and procedures established by the Dale County Board of Education and the laws and regulations of the State of Alabama.

•
Ensure appropriate internal controls are established for using the Purchasing Cards. 

•
Ensure the Dale County Schools bears no legal liability for inappropriate use of Purchasing Cards. 

INTRODUCTION 

Dale County Schools Purchasing Card Program is designed to allow you, the Cardholder, to handle authorized purchases without the delays or reimbursement process that can accompany some transactions.  This Cardholder manual was developed to assist you in better understanding the program. Remember you are representing Dale County Schools each time you use the Purchasing Card. You are acting as a Dale County School Boards’ agent, and as such you must be aware of Purchasing Ethics. 

HOW TO BECOME A CARDHOLDER 
· You must be approved by your Superintendent and Chief School Finance Officer. 

· You must receive training from the Purchasing Card Administrators regarding the Purchasing Card and software use prior to being issued a Purchasing Card. 

· You must sign the Cardholder Agreement (Attachment 1) at the time you are issued a Visa Purchasing Card. 

· You must review and understand the Policies and Procedures Manuals. 

· You must establish internal controls and procedures to safeguard the card and the Purchasing Card Program. 

The Dale County Schools Purchasing Card is to be used for Official District business purchases only. NEGLECT OR ABUSE OF THE CARD CAN AND WILL RESULT IN SEVERE CONSEQUENCES. 

DEFINITION OF PARTIES INVOLVED 
Card Issuer – Regions Bank’s services include issuing Purchasing Cards to Dale County School employees, providing electronic transaction authorizations, and billing Dale County Schools for all purchases made on the cards. 

Purchasing Card Administrator/Approving Official (Chief School Finance Officer)– The official who has fiscal responsibility for the account to which Visa transactions are charged.  The Approving Official must review and approve all transactions and documentation listed on the Regions Bank monthly statement and reconciliation report.  

Reconciler – The employee designated to be responsible for reviewing transactions of individual Cardholders, assuring that the transactions are legitimate business expenses and are classified appropriately, and reconciling all transactions to the monthly credit card statements. 

Cardholder – An employee who is approved by the Superintendent to use the Purchasing Card to execute purchase transactions on behalf of Dale County Schools. 

Vendor – The supplier from whom a Cardholder is making a purchase. 
Dale County Schools arranges with the card issuer, Regions Bank, to have Purchasing Cards issued to authorized employees and agrees to accept liability for the employees’ use of the cards. 
RESPONSBILITIES

Cardholder 
In order to become a cardholder you must sign the Cardholder Agreement (Attachment 1).  The Purchasing Card may only be used for goods or services which have been approved following proper purchasing procedures adopted by the Dale County Board of Education.  The Cardholder must: 

· Ensure the Purchasing Card is used for legitimate authorized school business purposes only. 

· Maintain the Purchasing Card in a secure location at all times.

· Adhere to the purchase limits and restrictions of the Purchasing Card and ensure the card does not exceed the preset limit established by the Superintendent and Chief School Finance Officer.

· Obtain all sales slips, register receipts, and/or Purchasing Card slips and provide them to the Department Reconciler for reconciliation, approval and allocation of transactions.  The sales slips/register receipts must include the name and address of the vendor, description of items purchased, date, quantities, individual prices, extended totals, and a receipt grand total.

· Ensure that tax has not been charged (except in the cases of authorized travel expenses). 

· Not accept cash or gift card instead of a credit to the Purchasing Card account in the event of refund or return. 

· Immediately report a lost or stolen card to Chief School Finance Officer. (24/7, 365 days a year)

· Return the Purchasing Card to Department Manager upon terminating employment with Dale County Schools or transferring between Departments within Dale County Schools. 

· Ensure the vendor will accept Visa.

· Report erroneous declines to the Department Reconciler during normal business hours. 

Reconciler 
The Chief School Finance Officer will designate a Reconciler for each school/department issued a card.  Responsibilities include: 

· Reconciling all cardholder charge slips and receipts to Regions Bank Cardholder Statement. 

· Reviewing vendor receipts for inappropriate purchases or uses of the Purchasing Card and to ensure that tax has not been charged, except in the cases of authorized travel expenses.

· Attempt to resolve disputes or billing errors directly with the vendor and notify Regions Bank if the dispute or billing error is not satisfactorily resolved by contacting Regions Bank and completing any required Dispute Forms. 

· Ensure that an appropriate credit for the reported disputed item or billing error appears on a subsequent Cardholder statement. 

Signing the reconciled statement(s) each month as the approving official for all designated

cardholders ensuring that all purchases are appropriate and all appropriate documentation is attached.  Note: Cardholders who reconcile their own transactions cannot act as their own Approving Official.  There must be an independent review of all reconciled Statements at a different level in such cases.   

•
Attempt to resolve any returns, damaged goods and/or credits with vendor and/or Regions Bank not resolved by the Cardholder. 

•
Notifying the Purchasing Card Administrator of lost or stolen cards. 

•
Requesting the Purchasing Card Administrator to cancel a Cardholder’s card (e.g. terminated employees, employees transferring to other departments, and loss of Purchasing Card privileges) as approved by the Superintendent. 

•
Collecting canceled cards from Cardholders and forwarding to Purchasing Card Administrator. 

•
Assisting Cardholders with erroneous declines and emergency transactions. 

•
Preparing Regions Bank statement for payment. 

Purchasing Card Administrator/Approving Official (Chief School Finance Officer)

Designated Approving Officials are responsible for oversight of and assistance for department Cardholders and Reconcilers.  Responsibilities include: 

•
Maintaining expertise in processing requirements to serve as a source of information for department users. 

•
Reviewing vendor receipts attached to the Regions Bank Cardholder statements. 

•
Reviewing Cardholder transactions on the monthly statement to ensure that all purchases are appropriate and that prohibited items have not been purchased.   

•
Signing the reconciled statements each month when the cardholder and reconciler are the same ensuring that all purchases are appropriate and all appropriate documentation is attached. Note: There must be an independent review of all reconciled statements at a supervising level above when the cardholder and reconciler are the same.   

•
Ensuring that all proper and completed documentation is attached to the Cardholder monthly statement. 

•
Resolving problems when department reconcilers/cardholders do not follow procedures and fail to respond to requests for corrective measures. 

•
Assigning an alternate Approving Official in his/her absence. 
CARDHOLDER ELIGIBILITY 

The criteria to receive a Purchasing Card are as follows: 

•
Individual Applicant must be employed by Dale County Schools. 

•
Applicant’s request for a VISA Purchasing Card must be approved by the Superintendent and Chief School Finance Officer.

•
Employee must read and sign Purchasing Card Procedures.

•
Each individual Cardholder must sign a Cardholder Agreement (Attachment 1) 


prior to receiving the Visa Purchasing Card. 

CARDHOLDER LIABILITY 

The Purchasing Card is a corporate charge card which will not affect the Cardholder’s personal credit; however, it is the Cardholder’s responsibility to ensure that the card is used within stated guidelines of the Purchasing Card Program Manual as well as Dale County Board of Education Policies and Procedures relating to the expenditure of school district funds. Failure to comply with program guidelines may result in permanent revocation of the card, reimbursement of charges determined unallowable, notification of the situation to management, and further disciplinary measures that may include termination. 

CARDHOLDER PURCHASE LIMITS 

Cardholder’s annual purchase limits will be determined by the Superintendent and the Chief School Finance Officer based on the budget allocations.

CARD SECURITY  

Each department must determine how to secure their cards. In some cases, it may be appropriate for individuals to carry the cards.  The Purchasing Card numbers should be protected as any blanket or department purchase order number would be.  The individual’s name that appears on the card bears the responsibility for all purchases made with that particular card.  
LOST, MISPLACED OR STOLEN PURCHASING CARDS 

The Cardholder must immediately notify CSFO about the lost or stolen card at the first opportunity during normal business hours. 

CARDHOLDER TERMINATION  

The Purchasing Card Administrator is required to close an account if a Cardholder: (a) transfers to a different department, (b) terminates employment or (c) for any of the following reasons which may also subject Cardholder to disciplinary action in accordance with District’s Policies and Procedures relating to disciplinary action and termination for cause: 

•
The Purchasing Card is used for personal or unauthorized purposes. 

•
The Purchasing Card is used to purchase alcoholic beverages or any substance, material, or service which violates policy, law or regulation pertaining to Dale County Schools.  

•
The Cardholder splits a purchase to circumvent the state of Alabama bid law or the limitations of the Purchasing Card. 

•
The Cardholder uses another Cardholder’s card to circumvent the purchase limit assigned to either Cardholder or the limitations of the Purchasing Card. 

•
The Cardholder fails to provide the Department Reconciler with required itemized receipts or facsimile thereof. 

•
The Cardholder fails to provide, when requested, information about any specific purchase. 

•
The Cardholder does not adhere to all of the Purchasing Card policies and procedures. 

UNAUTHORIZED AND/OR INAPPROPRIATE USE

The Purchasing Card must never be used to purchase items for personal use or for non-district

purposes even if the Cardholder intends to reimburse Dale County Schools.  A cardholder who makes an

unauthorized purchase with the Purchasing Card or uses the Purchasing Card in an inappropriate

manner will be subject to disciplinary action including possible card cancellation, reimbursement of charges determined unallowable, termination of employment and criminal prosecution. 

PLACING YOUR ORDER  

•
Determine the items to be ordered and pricing for each.

•
Follow Central Office Purchasing procedures including issuing purchase orders and obtaining proper approval and signatures prior to ordering, if purchases are for travel purposes, preapproval for travel must be obtained prior to charges being placed on card. 

•
Call, visit or fax the supplier that you selected to place your order.

•
Identify yourself as a Dale County Schools employee.  State that you are making a tax-exempt purchase using a school district Visa Purchasing Card.  For in-store purchases, present the vendor with the Visa card.  For telephone or fax orders, state the cardholder name, Visa account number and expiration date.  Remind the vendor that Visa regulations stipulate that vendors are to ship orders before processing transactions for payment.  Confirm the pricing, availability, and expected ship date.
BILLING INSTRUCTIONS:    
Emphasize to the vendor that the invoice copy is to be included with the shipment, preferably, or mailed to YOUR Department/Schools billing address as follows: 

Example: Dale County Schools

Ariton High School

Attn:  Josh Herring

Purchasing Card Order

264 Creel Richardson Drive

Ariton, AL 36311

SHIPPING INSTRUCTIONS:  

· If the purchase is made by fax, retain a copy of the order form and fax confirmation for your records. You are urged not to mail the original to the company, to prevent a duplicate order.  If the company requires receipt of the original, clearly mark it "confirmation: order placed by fax on (date)". 

· Ask the vendor to provide a "priced packing list" with each shipment, or a copy of the Purchasing Card sales slip and original receipt for each in-person purchase. 

· Provide the supplier with your name, department/school name, phone number, and complete delivery instructions.  All goods shipped by UPS or FedEx should be delivered directly to your department. 

RECEIVING YOUR SHIPMENT  
· Open and inspect all shipments promptly. 

· Make sure the supplier correctly filled your order and that all items are in good condition.  Verify that you have received all of the items in the quantities specified on your Purchasing Card receipt or priced packing list. 

· Verify that sales tax was not charged.  Dale County Schools is not liable for sales tax.  The cardholder agrees to reimburse the district for sales tax charged to the card.

· Save the Purchasing Card sales slip, itemized receipt, or priced packing list, and shipping documentation. 

· Always retain boxes, containers, special packaging, packing slips, etc. until you are certain you are going to keep the goods. Most items cannot be returned without the original packing materials. Also, most vendors have a thirty-day return policy. After that period, you may not be able to return your items or you may be charged a restocking fee. 

· Forward the required documentation to the Department reconciler. 

RETURNS, DAMAGED GOODS, CREDITS 
The Cardholder is responsible for working with the supplier for the return of incorrect, duplicate, or damaged merchandise purchased with a Purchasing Card.

· Read all enclosed instructions carefully.  Often a customer service telephone number and other instructions are included on the packing slip and/or receipt for returns. 

· Many suppliers require a "Return Authorization Number" or “Return Service Authorization” before they will accept a return.  If you neglect to acquire this return authorization from the supplier when it is required, the package may be refused and/or no credit issued to your account. 

· In some cases, there may be a restocking fee.  If the supplier is responsible for the error or problem, you should not have to pay this or any other fee.  However, if they are not responsible you may have to pay it.  You may use the Purchasing Card to pay this fee as long as it does not exceed any of your limits. 

ACCEPTABLE DOCUMENTATION 
Each transaction on the Purchasing Card must be represented by an itemized receipt or other acceptable forms of documentation that verifies the date of purchase, the vendor or vendor name, each item purchased and the price of each item.  For record keeping purposes, the following items should be maintained: 

· Sales receipts 

· Priced Packing slips 

· Credit card slips 

· Merchandise advertisements 

· Other information related to the purchase 


· All receipts that are smaller than 8 ½“x 11” MUST be taped or stapled to a sheet of bond paper that is 8 ½ “x 11” to prevent loss.  Multiple, small receipts can be affixed to a single sheet of paper.  

· When an itemized receipt is not available, itemized supporting documentation must be secured. In many cases, when placing orders by telephone or fax, the packing slip may provide the itemization needed. 

DISPUTED TRANSACTIONS (RETURNS, DAMAGED GOODS, CREDITS)
If there is a discrepancy on the Visa Purchasing Card monthly statement, you should first contact the vendor to try to resolve the problem. If it is resolved, verify that the correction has been made when the next monthly statement arrives. 

ERRONEOUS DECLINES 

There may be situations when a vendor receives a transaction-declined message at the point of sale when processing a VISA Purchasing Card transaction. If you do not know the reason for the decline, contact the CSFO for an explanation. If the decline was in error, the Cardholder should immediately contact the Purchasing Card Administrator for assistance.  If the purchase is being made outside of normal business hours, the employee must find an alternate payment method or cancel the purchase and contact the Purchasing Card Administrator during normal hours. 

CONTROLS 
The District’s Purchasing Card program uses both internal management controls and management reports designed to ensure the proper use of Purchasing Cards.  The Finance Department will monitor card use for compliance with Dale County Schools policies and procedures and state law.  Personal use of the Visa Purchasing Card is not allowed.  All purchases made on the card must be for official school district business.  Misuse of the card will result in revocation of the card, disciplinary action up to termination, and possible filing of criminal charges. 
CANCELING AN ACCOUNT   
When a Cardholder leaves a department or separates from Dale County Schools, the Cardholder must provide immediate notification to the Purchasing Card Administrator. The cardholder is required to return the card and all current outstanding documentation on the account to the assigned Reconciler prior to final separati
RENEWAL OF EXISTING PURCHASING CARDS 
A new Purchasing Card will automatically be sent to the Purchasing Card Administrator at least thirty 

(30) days in advance of your current card’s expiration date.  Renewed cards will be distributed by the Purchasing Card Administrator to existing cardholders.
DALE COUNTY SCHOOLS

FINANCE DEPARTMENT

The use of the Dale County Schools Visa Purchasing Card at the district level includes responsibilities and accountability.  The following code of ethics, modeled after the National Association of Educational Buyers’ Code of Ethics, is being offered to provide guidance in the procurement function.

CODE OF ETHICS

· Give first consideration to the objectives and policies of my institution.

· Strive to obtain the maximum value for each dollar of expenditure.

· Decline personal gifts or gratuities in connection with the purchasing function.

· Refrain from entering into purchasing contracts with students, faculty and staff or members of their immediate families unless full disclosure of the background facts is presented in writing to the Superintendent.

· Grant all competitive suppliers equal consideration insofar as state or federal statute and institutional policy permit.

· Conduct business with potential and current suppliers in an atmosphere of good faith, devoid of intentional misrepresentation.

· Demand honesty in sales representation whether offered through the medium of a verbal or written statement, an advertisement, or a sample of the product.

· Receive consent of originator of proprietary ideas and designs before using them for competitive purchasing purposes.

· Make every reasonable effort to negotiate an equitable and mutually agreeable settlement of a controversy with a supplier.

· Accord a prompt and courteous reception insofar as conditions permit to all who call on legitimate business missions.

· Cooperate with trade, industrial and professional associations, and with governmental and private agencies for the purposes of promoting and developing sound business methods.
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