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lraining

t 2 per district, 12 hour initial
nnual updates, for people with
Ing and coding responsibility

have two currently trai

0 annual training for anyone involved in
ccounting practices who do not have final
coding responsibility or who have a limited
‘number of codes they can use

Administrators, bookkeepers, directors, others



ployee Compe
ed Assets

e Personnel Records
E Issues of Local Concern



ACCOUNT CODING




0 cares about coding?

nor
ture and the taxpayers
rkansas Department of Education
he Superintendent and Board

e Finance and Personnel Office

Consistency




WOWWe Have a Statewide Uniform

kansas School and Educational Cooperative
jlnancial Accounting Manual (Handbook I1r?)

ARKANSAS DEPARTMENT OF

Educatien




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

-
Location
Program
Subject
Object

m/ m/ m/ m; I'n



" FUND
5 EXXXXXXX-XXX-XX-XXXXX

2ated for a unique purpose

- 1000 seri eacher Salary Fund
2000 series erating Fund

3000 seriesd Building Fund

4000 seriesd Debt Service Fund

5000 seriesd Capital Outlay

6000 serie Federal Fund

7000 seriesd Activity Fund

8000 seriesd Food Service Fund

9000 seried Fixed Assets Fund




nhumbers are t h
s ds I s 028106 1
means NSLA
|l e: 070 in 7506 represen;
h 7501 means Clarksvill e

ne Clarksville High School Annual Fund



Which Fund Do | use?

1er Salary Fundo Certified Salary Only!!

) O Classified Salaries, ALL benefits,
extbooks, purchased services, etc.

ajor projects, new construction
Bond payments only!!
)04 Capital Outlay Fund

I0- Federal 0 Salaries (both certified & classified),
nefits, supplies, etc.

00 Activities & Athletics d Mainly supplies &
nased services

3 Food Serviceso Food service program and
supplies

\ E 90000 Fixed Assetsd Self-balancing, used to account
for property



_ FUNCTION
KKK, 5 = XXX-XXX-XX-XXXXX

lescribes the activity being performed
provided or a material object is

tro

110 Kindergarten, 1120 Elementary, 1130
iddle/Junior, 1140 High School, 1150 Athletics, 1160
\Ctivities, 1220 Resource Room, 1330 Business
ducation, 1360 Home Economics, 1910 GT

)0 seriesd Support Service

G2122 Counselor, 2134 Health Services, 2219 Athletic
Director, 2222 Library/Media Services, 2410 Office of
Principal, 2580 Technology 2600 M&O, 2700
Transportation




ION (Continued)
. 9, 9, BRRKEX KX XXK-XXXXX

Jperation of Non -Instructional Services
iIce Operations

Acquisition & Construction



LOCATION

AARKXXXXK - 0 XXX XX-XXXXX

ar
ar
005 Clar

District Wide
Pyron Elementary School
'Kraus Middle School

KSVI
KSVI

KSVI

our district has a unigque three-

Do you know yours?

e Primary School
e Junior High School
e High School



PROGRAM
AARKXXXK-XXX- - XX-XXXXX

assification Is a plan of activities
Jesigned to accomplish a
Ive or set of objectives.

| Education

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

-115 Athletics

-116 Activity Funds (Extracurricular
Activities)
(Example 73001160012-116-00)
-270 Gifted/Talented



- SUBJECT



OBJECT
AAKK XXX X-XXX-XXX-XX-

assification is used todescribethe
modity obtained as a result of a

000 seriesd Salaries (Employees Only)
000 serie® Benefits (Employees Only)

D00 seriesd Purchased Professional &
Technical Services

- 64 00 serie® Purchased Property Services
- - 65000 serie Other Purchased Services



ECT (Continued)

| and Fees
)0 seried Other Uses of Funds



S0TIImon Object Codes

les
Travel

Rental of Equipment & Vehicles
Postage

Printing & Binding

E 65910 Services purchased from LEA within
state




Object Codes

—quipment
Jy Suppliesd Software
ppliesd Other



YGHASING AND
RCHASE ORDERS



Mrchasing/Disbursements

e Orderro)-

ocument issued by a buyer to a
pe, quantities and agreed
2rvices that the seller will

‘indica
Ices for products
Ide to the buyer.

itutes a Iegal offer to buy products or

payment, liability and freight responsibility, and
required delivery date.



rchasing/Disbursements

purchase process can track the
order by referring to the unigue PO
number as a standard reference.



what youol | b e
eed to pay for, what the
nd the amount you have



asing/Disbursements

ars are an internal control device.
Important to execute a

OI'E the purchase is made.

hase order executed after the
rchase Is meaningless.



2rchasing/Disbursements

0ls provided by a purchase order
ourchase

inder whi rchase will be made (price,

antity, delivery, payment, etc.)

gnates funds to be used for payment

ance of compliance with purchasing laws and
les

. Matched to invoice for payment approval




Mrchasing/Disbursements

ers are not official until signed by

vol ded POO®s.

Any purchase made without a properly
authorized PO, Is not an obligation of the

~ school, but Is a legal obligation of the person
placing the order.



rchasing/Disbursements

dress should be:-
1, Clarksville, AR 72830

anding and particular in its reporting
ements. Getting it right at the beginning



Mrchasing/Disbursements

ount may be suspended and that hurts
2rybody!!

urn in all paperwork promptly to ensure that the
payment IS process in a timely manner.

A Make sure all paperwork is submitted. Missing
paperwork holds up payment



Purchasing/Bidding

S IS required by state law for
ases of commodities in which the

timated total cost exceeds $10,000.
ach bids to PO

d records must be maintained for audit
1 compliance purposes.

£ Maintain bid file at location level



1-304. Manner of making purchases.

urchasescommoditie®y any school district, except
caIIy exempt&bkA1-305, shall be made as follows:

A In each instance in which g&timategurchase price shall
equal or exceed ten thousand dollars ($10,000), the commodit
shall be procured by soliciting bigsovided that the purchasing
official may reject all bids and may purchase the commodity by
legotiating a contract. If the purchasing official, after rejecting «
determines that the purchase should be made by negotiation, t
each responsible bidder who submitted a bid shall be notified c
etermination and shall be given a reasonable opportunity to

1egotiate;

A (B)Bidder Assurance and Disclosure Feidwsv required on all
solicited bids.

A (c) Open market purchases may be made where the purchase
price is less than ten thousand dollars ($11,000



SUDGEI MANAGEMENT
AND'CONTROL



Why Budget?

A budget is the

financial map to
achieve your
goals.

IT IS REQUIRED!!



1agement and Control

Juired by Arkansas Code § 6-17-

are budget annually
oved by the board in a legally held meeting
onically submitted by September 30 Cycle
aid may be withheld



spidget Management and Control
-based Principles

dget for the ensuing year, before the

3-620 Publish current budget on the web site

v prohibits a district from exceeding the budget in

S areas, using surplus or excess funds, or varying the
1er in which funds were planned to be expended.

'er, subsection 6-13-620 (9)requires a district stay
means, and in addition, safely within its means.



gement and cont

the end

A purpose



1agement and Control

Original Budget Is the first step
agement and cont

ditures

a contingency plan for unexpected



1agement and Control

Original Budget Is the first step
agement and cont

a good strateqy
oss of students
creases

‘A Gain/loss of staff



Janagement and Control

Original Budget Is the first step
agement and cont

e your priorities for spending?

0 Ir budget reflect that?



ESéa key princi
et écomes f

VOIDABLECOSTS eésuch as Debt,
ance, Salaries and Benefits, Utilities, etc.

TIALCOSTSe such as Materi al
Vehicles, New Programs, Equipment and Building
Repair and Replacement, etc.



2009-2C ..‘:Budget - All Funds

13,143,318 56.6 %
3,294,837 14.2 %
2,814,753 12.1 %
2,561,104 11.0 %

420,759 1.8 %
62,311 3 %
906,673 4.0 %

] | -— .
[Supplies and Materials
Property (Equipmen?)

-
Totals

BH H &FB H & L B

$ 23,203,755 100.0 %



were our biggest expenditures?
t continue to be the biggest?



eting Tools

year 0s budget



sdget Management and Control

lew (usually monthly) is a good
1S of concern.

sent to each principal

G Detail Expenditure Status Reports 6 what you get monthly

& Audit Trails & shows In-depth transactions when you need
them

G Accounts Payable Check Registerd shows expenditures by
each check can be printed also









Vi LOYEE
JMPENSATION



tified Staff

17-2403minimum teacher
200708 200809

hel or 6s% /g r 629,244
t er 6 s [F82¢RBle e $33,630

1 number of steps 15



tified Staff

District

20162011
Degr e & 34,345
ee $ 37,345

steps in dollars: 201011
es from $ 470 to $ 650

mber of Experience steps: 28



Certified Staff

The Clarksville School District pays
ee health insurance. The required state
onth.

ntal Insurance 8 Em S may purchase coverage.

Leaved Certified personnel shall be granted between 10
13 days of sick leave depending on the number of days in
Individual contract. Accumulate up to 120 sick days.

tified employees are paid for sick days in excess of 120 at a
Imum rate of $60.00 per day.

A onal Leaved Three personal days are available to each
certified employee each year. Personal days may accumulate
up to six days. Unused days in excess of these six will be
added to accumulated sick days.




Classified Staff

iInimum Wage is $6.25 (Effective

age is $7.25

Imum public school hourly wage amount
010-2011 is $7.59 (for 20+ hours per week).
mount is adjusted annually to match the
ase In the CPI (Consumer Price Index).
sas code 617-2203.)

e Classified salary schedules are posted on the
district website.




Classified Staff

0 Clarksville School District pays
loyee health benefits. The required
.00 per month.

loyees may purchase coverage.

Ick Leaved Classified personnel shall be granted

tween 10 and 13 days of sick leave depending on the
ber of days in their individual contract. Accumulate

to 120 sick days.Classified employees are paid for sick
S In excess of 120 at a maximum rate of $60.00 per

A Personal Leaved Three personal days are available to
eachClassified employee each year. Personal days may
accumulate up to six days. Unused days in excess of
these six will be added to accumulated sick days.




Classified Staff

staff (except supervisors exempt
Il maintain a daily record of
urs.

urs beyond the employees contract
e approval from the supervisor and/or
Intendent

records of all classified employees will be
forwarded to the business office as soon as
possible after the end the month.




SAVaror Extra Duties/Overtime
d extra duty pay MUST have prior

>aturday School, tutoring,
e-bound, stipends (not included in
racts), gate workers, officials.

ot hire temporary staff without approval!!

nployees with extra duty pay must have a
completed Temporary Work Agreement on file
before beginning their extra duty work.




Compensation












ventory

$_1,000 will be

red in APS ance system

g Contents o Inventory of classrooms,
and other spaces annually for insurance
S In case of a claim



Inventory

troy any item that has an
m that was previously
a fixed asset will have an inventory tag.
0 remove any fixed asset you need to

e an inventory deletion form and have it

by the superintendent.




SISCAL REPORTING

State, Board of Education, Public



State
orts

orts (SIS from APSCN data)

er 30 salary, budget, revenue, expend.
2quity, employee, student, HQT
e 30 November 15 bus, ADM, Attendance, Fire drill
4 0 December 15 SPED, Parent Mailing Address
50 February 15 bus, ADM, Smart Core, Fire drill
60 April 15 bus, ADM, student status, Federal
A Cycle 70 June 15 discipline, SPED, ADM, bus
- A Cycle 80 July 31 FTE, professional development

A Cycle 90 August 31 AFR, Federal, Athletic exp.




oard

P

\]

/

Il Checks) '

eport



- Public

Ished in paper prior to school election
ebsite

'and benefit exp
alances (monthly)
status (monthly)
nel (classified and certified) policies
nually)

A Annual Statistical Report (annually)

(monthly)
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Ethics Guidelines

C.A. 86-24-101) requires full open
pproval before a school district
mployee may sell, lease, provide services, or
ter into other transactions with the school
trict where he/she is employed.

erefore, every district employee will be

uired to disclose any potential vendor

b relationship by completing a disclosure form

| provided by the district. Failure to fully
disclose could result in criminal felony charges
being brought against the employee.




thics Guidelines

er, Administrators, and

99 sets the guidelines for business
tions between the school district and its
, administrators and employees.

guire both local board approval and state
board approval.

i Refer to Arkansas Code 624-100 through 6-24-120
for detailed information.



thics Guidelines

001

Spirit of t IS to provide for full
osure of business activities between the
chool district and its board members,
Istrators and employees.

& Board Members and Administrators are held to
- higher ethical standards, since they are in a
~ position of control.



T

Ethics Guidelines
2005

e §6-24-105 is amended to read as follows:

General Prohibition. Except as otherwise provided, it is a breach
e ethical standards of this chapter for a board member to contract
the public educational entity the member serves if the board

ber has knowledge that he or she is directly or indirectly

sted in the contract.

(A)(1) Employment of Family Members. This chapter does not
It family members of board members from being employed by
blic educational entity the board member serves if the board
determines that the employment is in the best interest of the public
educational entity A board'member's family member may not be
initially employed by the public educational entity the member serves
during the member's tenure of service on the local board for
compensation in excess of five thousand dollars ($5,000¥ unless the
Director of the Department of Education issues a letter of exemption

and approves the employment contract based on unusual and limited
circumstances.



Ethics Guidelines
f 2005

nusual and limited circumstances shall be at
Director of the Department of Education and

rther defi ]e of the State Board of Education.

Ily member of a school board member who was employed by

blic educational entity during the school year immediately

Ing the election of the board member may continue

ment with the public educational entity under the same terms
onditions of the previously executed contract and any renewal

contract under 8 6-17-1506.

(C) Subject to the local board's written policy, a qualified family member
of a board member may be employed as a substitute teacher,
substitute cafeteria worker, or substitute bus driver for a period of
time not to exceed a total of thirty (30) days per fiscal yedor the public
educational entity served by the board member.



thics Guidelines

ntract that is prohibited
subsection (b) of this section is valid or

eable by any party to the employment contract
proved in writing by the Director of the

ent of Education.

(i) The Director of the Department of Education's
approval of an employment contract may include
restrictions and limitations that are by this subsection
Incorporated as terms or conditions of the contract.



Ethics Guidelines

ewal of a contract under § 6-17-
6, any change In the terms or conditions of an
onment contract, a promotion, or a change in
oyment status for a family member of a school
member employed by a public educational

ty that will result in an increase in compensation of
than two thousand five hundred dollars ($2,500)
e approved in writing by the Director of the
Department of Education before any change in the
terms or conditions of the employment contract or
promotion or changes in employment status are
effective, valid, or enforceable.




Celp mon Audit Findings

redit cards

£ Not téking bids when required
E Inventory mismanagement




Audit Experiences

oceeds not deposited timely
Jr students

ithout individual received
ame (only organization)

ds paid not on board approved schedule
Ive Actions?

Arkansas Division of Legislative Audit



JEL RECORDS
t | \ \ \ “ il i!w




nnel Records

JCESS



"‘-_

rsonnel Data in FMS

D assignments (administrators and classified)




Workers Comp Information

Risk Management is the company
contracted by our district to
handl e Wor ker so

Clarksville Medical Group, P. A.
IS the designated physician
group. (479) 7548384

Jean Batemans point of contact
for our district, 705-3202

Procedures

A If district employee is injured on the
job, the employee must complete
The accident report in Public School
Works- including form N 9 It must
be printed, signed and returned to
Jean at the Administration Office.




the Administration Office.




SSUESTOFLOCAL CONCERN,

IVITYJFUNDS, ETC.
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eipting Money

re certain r ments from the

we must adhere to when receipting
. Not everyone should handle money.
ould be only one or two In your
at are allowed to receipt money.




Receipting Money

practice of counting money in the
ringing money Iin for deposit ( two
and two people initial the

th parties.

riate documentation must accompany all money
In. Please make sure all teachers and sponsors
oPy of a form to use. The teacher/sponsor must

te this form.

ed From: Name of Individual
Amount
How Paid: Cash and/or Check

For: Be specific

Total amount of money to be deposited
Signature of Teacher/Sponsor




eipting Money

e-numbered Receipt

eceived From:
mount Received
r: Sales, Fees, Etc.BE SPECIFIC

ow Paid: A breakdown of the specific type of
ney (cash, check, money order) is required.

Sign your name

de name of person




eipting Money

Fund Deposit Report in detall
ete Name of Account and Activity

THERE SHOULD ONLY BE ONE FORM PER
RECEIPT



eceipting Money

Deposit Slip

ord corresponding receipt number(s) on bank
sit slip that relates to money deposited.
ample: Rec# 02276822775)

OSITS SHOULD BE MADE WEEKLY OR
NEVER THE TOTAL RECEIPTED AMOUNT

ON HAND EXCEEDS $100. ALL RECEIPTS
SHOULD BE DEPOSITED BEFORE WEEKENDS OR
HOLIDAYS, REGARDLESS OF THE AMOUNT.

A No Money In classrooms overnight



ceipting Money

6wing breakdown of activity funds

entation o Please document any odd
tions or anything out of the norm



Receipting Money

all information submitted and keep
uestions, audit purposes, etc.

S to the business office after all
_ : ed. Do not throw them away.
he auditor will request them.

money receiﬂted In month has to be deposited in
t same month.

contact Jean Bateman or Joan Johnson In
siness Office if you have any questions
regarding the receipting process.

Secure receipt books in safe location




ickets for Events

account for cash received

kes are r In collecting or making
ge, have the gate worker describe what
red in writing

f balance, do not tear off more tickets to
the amount match.

't any other irregularities and provide
written account of incident



T

ame day they are received. Both people will
tial the receipt.

e receipt shall be completed with date,
source of funds (who it Is received from),
short explanation describing the receipt (For),
the total amount received as well as the
composition of the funds (cash and checks).
The person receiving the funds should sign
the receipt.



#e5h Handling Procedures

elving funds is responsible for those funds
he school district bank account or until
m another school district employee.

‘ between school district employees,
scommended that the func should be counted in the
ce of both employees and a receipt issued at that time.
eople initial the receipt.

eipts shall be deposited intact. No payments of any kind
e made from coin, currency or checks received by the

£ All receipts shall be deposited at least weekly and whenever the
total receipted amount on hand exceeds $100.All receipts should

be deposited before weekends or holidays, regardless of the
amount.




1dling Procedures

-eipts must be kept in receipt book
pDided receipts.

eceipt number or range of

mbers that make up eposit.

collected for school activities shall be deposited in
unts.



ash in Classrooms

|l nci pal 6s offil ce
unds collected for any reason.
cks, whatever) Is to be left
ffices overnight. No

| funds will be taken away from school

ty. You are responsible for any cash,

y left in your room or office overnight.



ding Receipts

celpts must be kept in
ould initial all voided

ok. Prin



