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Training

ÂTier I ðat least 2 per district, 12 hour initial 
training, 4 hour annual updates, for people with 
entity-wide purchasing and coding responsibility

ÂWe have  four currently trained

ÂTier II ðannual training for anyone involved in 
school accounting practices who do not code or 
who have a limited number of codes they can 
use

ÂAdministrators, bookkeepers, directors, others



Tier II Training ðOther Groups

ÂFor Library/Media Specialists, Counselors, 

Career/Tech Teachers and anyone else who 

manages expenditure budgets

ÂProper documentation in purchasing and 

authorizing expenditures

ÂWhen these employees return to work in August





Agenda

ÂAccount Coding

ÂPurchasing

ÂBudget Management and Control

ÂEmployee Compensation

ÂFixed Assets

ÂFiscal Reporting

ÂAudit and Ethics

ÂPersonnel Records

Â Issues of Local Concern



Account Coding



Who cares about coding?

Â The Governor 

Â The Legislature and the taxpayers

Â Arkansas Department of Education

Â The Superintendent and Board

Â The Finance and Personnel Office 

Why?  Consistency



Do We Have a Statewide Uniform 

System of Accounting?

ÂYes, it is called the 

Arkansas School and Educational Cooperative

Financial Accounting Manual (Handbook IIr²)



Diagram of a Budget Unit
XXXX-XXXX-XXX-XXX-XX-XXXXX

ÂFund

ÂFunction

ÂLocation

ÂProgram

ÂSubject 

ÂObject



FUND

XXXX-XXXX-XXX-XXX-XX-XXXXX

ÂEach fund is created for a unique purpose

Â1000 series ðTeacher Salary Fund

Â2000 series ðOperating Fund

Â3000 series ðBuilding Fund

Â4000 series ðDebt Service Fund

Â6000 series ðFederal Fund

Â7000 series ðActivity Fund

Â8000 series ðFood Service Fund

Â9000 series ðFixed Assets Fund



Fund/Source of Funds

Â First number is the òFund Family.ó
Â Example:  ò2ó in 2000 represents Operating Fund

The next three numbers are the òSource of Fundsó

- Source of Funds is  ò281ó is NSLA

- 2281 means NSLA

Example: ò7ó in 7506 represents Activity Fund

ò5ó in 7506 means junior high

7506 is the junior high library account



Which Fund Do I use?

Â 1000 ðTeacher Salary Fund ðCertified Salary Only!!

Â 2000 ðOperating ðClassified Salaries, ALL benefits, supplies, 
utilities, textbooks, purchased services, etc.

Â 3000 - Building ðMajor projects, new construction

Â 4000 - Debt Service ðBond payments only!!

Â 6000 - Federal ðSalaries (both certified & classified), benefits, 
supplies, etc.

Â 7000 ðActivities & Athletics ðMainly supplies & purchased 
services

Â 8000 ðFood Services ðFood service program and supplies

Â 9000 ðFixed Assets ðSelf-balancing, used to account for 
property



FUNCTION

XXXX-XXXX -XXX-XXX-XX-XXXXX

Â The Function describes the activity being performed when a 
service is provided or a material object is received.

Â 1000 series ðInstruction 

Â1110 Kindergarten, 1120 Elementary, 1130 
Middle/Junior, 1140 High School, 1150 Athletics, 1160 
Activities, 1220 Resource Room, 1330 Business 
Education, 1360 Home Economics, 1910 GT 

Â 2000 series ðSupport Service

Â2120 Guidance Services, 2134 Health Services, 2219 
Athletic Director, 2220 Library/Media Services, 2410 
Office of Principal, 2510 Accounting, 2600 M&O, 2700 
Transportation, 2580 Technology



FUNCTION (Continued)

XXXX-XXXX -XXX-XXX-XX-XXXXX

Â3000 series ðOperation of Non-Instructional 

Services

Â3100 Food Service Operations

Â4000 series ðFacilities Acquisition & Construction 

Services

Â5000 series ðOther uses

Â5200 Fund Transfers, 5500 Indirect Costs



LOCATION

XXXX-XXXX-XXX-XXX-XX-XXXXX

ÂEach campus in our district has a unique three-

digit location code.  Do you know yours?

000 District Wide 015 High School

011 Avondale 016 Middle School

012 Marion Elementary 017 Intermediate

014 Junior High  



PROGRAM

XXXX-XXXX-XXX-XXX-XX-XXXXX

Â The Program classification is a plan of activities and 
procedures designed to accomplish a predetermined 
objective or set of objectives.

-200 Special Education

-001, 002, 003, 006, 007,008, 009, 011,012,014

-NSLA  Program Codes

-115 Athletics 

-116 Activity Funds (Extracurricular Activities)
(Example 7300-1160-012-116-00)

-270 Gifted/Talented



SUBJECT

XXXX-XXXX-XXX-XXX-XX-XXXXX

ÂThe subject classification is used for local 

accounting purposes.  This is not required but 

we do  currently use the last two digits of the 

budget unit for copy paper.  The number that 

we use is 11.



OBJECT

XXXX-XXXX-XXX-XXX-XX-XXXXX
Â The object classification is used to describethe service 

or commodity obtained as a result of a specific 
expenditure.

-61000 series ðSalaries (Employees Only)

-62000 series ðBenefits (Employees Only)

-63000 series ðPurchased Professional & 
Technical Services

-64000 series ðPurchased Property Services

-65000 series ðOther Purchased Services



OBJECT (Continued)

XXXX-XXXX-XXX-XXX-XX-XXXXX

-66000 series ðSupplies & Materials

-67000 series ðProperty & Equipment

-68000 series ðDues and Fees

-69000 series ðOther Uses of Funds



Common Object Codes

Â66100  Supplies

Â65810  Certified Travel

Â64320  Tech related repairs & maintainence

Â65900  Misc. purchased services

Â66410  Textbooks

Â64420  Rental of Equipment & Vehicles

Â65320  Postage

Â65500  Printing & Binding

Â65910  Servpurchased from LEA  within state



Common Object Codes

Â66107  Low value supplies under $1000.00

Â67390  Other Equipment



Purchasing and Purchase 

Orders



Purchasing/Disbursements

Â A Purchase Order(PO) 

Â is a commercial document issued by a buyer to a seller, 

indicating the type, quantities and agreed prices for products 

or services that the seller will provide to the buyer.

Â constitutes a legal offerto buy products or services. 

Â specify additional conditions such as termsof payment, 

liability and freight responsibility, and required delivery date.  



Purchasing/Disbursements

Â A Purchase Order (PO) 

Â is an official and binding document issued to a vendor 
authorizing the expenditure of funds for goods and services

Â creates an encumbrancededicating funds at the time the 

PO is originated by the purchasing department.  

ÂBy using a PO, everyone involved in 
the purchase process can track the 
order by referring to the unique PO 
number as a standard reference.



Purchasing/Disbursements

A purchase order (PO) 

Ádocuments what youõll be buying from a vendor.  It 

details what youõve agreed to pay for, what the terms 

of the purchase are, and the amount youõve agreed 

to pay.

Á is instrumental in trackingexpenditures. 

Á is a control feature in the accounts payable process


