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

We have  two currently trained

Tier II ðannual training for anyone involved in 
school accounting practices who do not have final 
coding responsibility or who have a limited 
number of codes they can use

Administrators, bookkeepers, directors, others



È Account Coding

È Purchasing

È Budget Management and Control

È Employee Compensation

È Fixed Assets

È Fiscal Reporting

È Audit and Ethics

È Personnel Records

È Issues of Local Concern





È The Governor 

È The Legislature and the taxpayers

È Arkansas Department of Education

È The Superintendent and Board

È The Finance and Personnel Office 

Why?

Consistency



Yes, it is called the 

Arkansas School and Educational Cooperative

Financial Accounting Manual (Handbook IIr²)



È Fund

È Function

È Location

È Program

È Subject 

È Object



Each fund is created for a unique purpose

1000 series ðTeacher Salary Fund

2000 series ðOperating Fund

3000 series ðBuilding Fund

4000 series ðDebt Service Fund

5000 series ðCapital Outlay

6000 series ðFederal Fund

7000 series ðActivity Fund

8000 series ðFood Service Fund

9000 series ðFixed Assets Fund



First number is the òFund Family.ó

Example:  ò2ó in 2281 an 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 7501 means Clarksville High School

7501 is the Clarksville High School Annual Fund



È 1000 ðTeacher Salary Fund ðCertified Salary Only!!
È 2000 ðOperating ðClassified Salaries, ALL benefits, 

supplies, utilities, textbooks, purchased services, etc.
È 3000 - Building ðMajor projects, new construction
È 4000 - Debt Service ðBond payments only!!
È 5000 ðCapital Outlay Fund
È 6000 - Federal ðSalaries (both certified & classified), 

benefits, supplies, etc.
È 7000 ðActivities & Athletics ðMainly supplies & 

purchased services
È 8000 ðFood Services ðFood service program and 

supplies
È 9000 ðFixed Assets ðSelf-balancing, used to account 

for property



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

Á1000 series ðInstruction 
Ğ1110 Kindergarten, 1120 Elementary, 1130 

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

Á2000 series ðSupport Service
Ğ2122 Counselor, 2134 Health Services, 2219 Athletic 

Director, 2222 Library/Media Services, 2410 Office of 
Principal, 2580 Technology 2600 M&O, 2700 
Transportation



Á3000 series ðOperation of Non -Instructional Services

Ğ3110 Food Service Operations

Á4000 series ðFacilities Acquisition & Construction 
Services

Á5000 series ðOther uses

Ğ5200 Fund Transfers, 5500 Indirect Costs



Each campus in our district has a unique three-
digit location code.  Do you know yours?

000 District Wide

001 Pyron Elementary School

002 Kraus Middle School

003 Clarksville Primary School

004 Clarksville Junior High School

005 Clarksville High School 



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



The subject classification is used for local 
accounting purposes.  This is not required. 



È The object classification is used to describe the 
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



- 66000 series ðSupplies & Materials

- 67000 series ðProperty & Equipment

- 68000 series ðDues and Fees

- 69000 series ðOther Uses of Funds



È 66100  Supplies

È 65810  Certified Travel

È 64320  Tech related repairs & maintenance

È 65900  Misc. purchased services

È 66410  Textbooks

È 64420  Rental of Equipment & Vehicles

È 65320  Postage

È 65500  Printing & Binding

È 65910  Services purchased from LEA  within 
state



È 67390  Other Equipment

È 66510  Technology Supplies ðSoftware

È 66520  Technology Supplies ðOther





È A Purchase Order(PO) -

Á 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.

Áconstitutes a legal offer to buy products or 
services. 

Áspecify additional conditions such as terms of 
payment, liability and freight responsibility, and 
required delivery date.  



È A Purchase Order (PO) 
Á is an official and binding document issued to a vendor 

authorizing the expenditure of funds for goods and 
services

Á creates an encumbrancededicating funds at the time 
the PO is originated by the purchasing department.  

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



A purchase order (PO) 

Ádocuments what youõll be buying from a vendor.  It 
details what you have agreed to pay for, what the 
terms of the purchase are, and the amount you have 
agreed to pay.

Á is instrumental in tracking expenditures. 

Á is a control feature in the accounts payable process



È Purchase orders are an internal control device.  
This is why it is important to execute a 

purchase order before the purchase is made.

È A purchase order executed after the 
purchase is meaningless.



È Internal controls provided by a purchase order

ÁAuthorization to purchase

ÁTerms under which purchase will be made (price, 
quantity, delivery, payment, etc.)

ÁDesignates funds to be used for payment

ÁEvidence of compliance with purchasing laws and 
policies

ÁMatched to invoice for payment approval



È Purchase orders are not official until signed by 
the authorized person.

È Never alter a purchase order:  You will be 
altering a legal document and auditors may 
consider this evidence of fraud.

È Keep voided POõs.

È 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.



È The billing address should be:-

Á 1701 Clark Road, Clarksville, AR 72830

ÁThis will ensure all invoices are being paid timely

È Code accurately:  The state is becoming more 
demanding and particular in its reporting 
requirements.  Getting it right at the beginning 
saves a lot of work later.



È Getting things paid

ÁWe pay only on invoices, not statements

ÁOriginal invoices are preferred over copies

Á Invoices that are not turned in on a timely basis 
means we cannot pay on time which means our 
account may be suspended and that hurts 
everybody!!!

ÁTurn in all paperwork promptly to ensure that the 
payment is process in a timely manner.

ÁMake sure all paperwork is submitted.  Missing 
paperwork holds up payment



È Bidding process is required by state law for 
purchases of commodities in which the 

estimated total cost exceeds $10,000.

È Attach bids to PO

È Bid records must be maintained for audit 
and compliance purposes.

È Maintain bid file at location level



È 6-21-304. Manner of making purchases.

Á (a) (1)All purchases of commoditiesby any school district, except 
those specifically exempted by §6-21-305, shall be made as follows:

Á (A) In each instance in which the estimatedpurchase price shall 
equal or exceed ten thousand dollars ($10,000), the commodity 
shall be procured by soliciting bids, provided that the purchasing 
official may reject all bids and may purchase the commodity by 
negotiating a contract. If the purchasing official, after rejecting all bids, 
determines that the purchase should be made by negotiation, then 
each responsible bidder who submitted a bid shall be notified of the 
determination and shall be given a reasonable opportunity to 
negotiate;

Á (B) Bidder Assurance and Disclosure Forms- Now required on all 
solicited bids.

Á (c) Open market purchases may be made where the purchase 
price is less than ten thousand dollars ($10,000); 





È A budget is the 
financial  map to 
achieve your districtõs 
goals.

È IT IS REQUIRED!!



È A budget is required by Arkansas Code § 6-17-
914

Áprepare budget annually

Áapproved by the board in a legally held meeting

Áelectronically submitted by September 30 Cycle

ÁState aid may be withheld



È Other Law -based Principles

Á 6-13-622  Publish budget for the ensuing year, before the 
school election

Á 6-13-620  Publish current budget on the web site 

Á No law prohibits a district from exceeding the budget in 
various areas, using surplus or excess funds, or varying the 
manner in which funds were planned to be expended.  
However, subsection 6-13-620 (9) requires a district stay 
within its means, and in addition, safely within its means .



È Producing the Original Budget is the first step 
in òmanagement and control.ó

ÁBegin with the end in mind

ÁHave a purpose



È Producing the Original Budget is the first step 
in òmanagement and control.ó

ÁPlan for expected expenditures

ÁHave a contingency plan for unexpected



È Producing the Original Budget is the first step 
in òmanagement and control.ó

ÁUse a good strategy

ÁGain/loss of students

ÁCost increases

ÁGain/loss of staff



È Producing the Original Budget is the first step 
in òmanagement and control.ó

È What are your priorities for spending?

È Does your budget reflect that?



È PRIORITIESéa key principle in building the 
original budgetécomes from the practice of 
considering all elements

ÁUNAVOIDABLE COSTS ésuch as Debt, Property 
Insurance, Salaries and Benefits, Utilities, etc.

ÁESSENTIAL COSTSésuch as Materials & Supplies, 
Vehicles, New Programs, Equipment and Building 
Repair and Replacement, etc.



Salary Expense $   13,143,318 56.6 %

Benefits $    3,294,837 14.2 %

Purchased Services (Includes Travel) $     2,814,753 12.1 %

Supplies and Materials $     2,561,104 11.0 %

Property (Equipment) $        420,759 1.8 %

Other $          62,311  .3 %

Debt Service $        906,673 4.0 %

Totals $   23,203,755 100.0 %



È Budget Construction

ÁAnalyze the past

ĞWhat were our biggest expenditures?

ĞWill it continue to be the biggest?

ÍSalaries and benefits 

ÍSupplies

ÍDebt



Budgeting Tools

Last yearõs budget

Budget worksheets

Trends



È Periodic Review (usually monthly) is a good 
way to find areas of concern.
ÁMonthly reports are sent to each principal

ÁCall us if budget and expenditures do not appear as 
they should

ÁWe provide reports to review your specific budgets.  
Please contact us if you need access to specific 
report.
ĞDetail Expenditure Status Reports ðwhat you get monthly

ĞAudit Trails ðshows in-depth transactions when you need 
them

ĞAccounts Payable Check Register ðshows expenditures by 
each check can be printed also



È What happens if a budget is overspent?

ÁBudgets periodically reviewed 

ÁBudget oversight is a part of performance evaluation

ÁTransfers from other accounts

ÁActivity funds



In conclusion

üBy using sound principles, good tools, good 
judgment and effectively managing and controlling 
our budgets,  WE WILL ACHIEVE OUR GOALS!





È Arkansas Code 6-17-2403 minimum teacher 
salary: 2007-08 2008-09

ÁBachelorõs Degree$28,897 $29,244

ÁMasterõs Degree$32,231 $33,630

È Minimum number of steps 15



Clarksville School District
2010-2011

Bachelorõs Degree$  34,345

Masterõs Degree $  37,345

Experience steps in dollars: 2010-11

Ranges from $ 470 to $ 650

Number of Experience steps: 28



È Benefits
Á Health Insurance ðThe Clarksville School District pays 

$170/month for employee health insurance.  The required state 
minimum is $131.00 per month.

Á Dental Insurance ðEmployees may purchase coverage. 

Á Sick LeaveðCertified  personnel shall be granted between 10 
and 13 days of sick leave depending on the number of days in 
their individual contract.  Accumulate up to 120 sick days. 
Certified employees are paid for sick days in excess of 120 at a 
maximum rate of $60.00 per day.

Á Personal LeaveðThree 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.  



È Arkansas Minimum Wage is $6.25 (Effective 
10/01/2006).

È Federal Minimum Wage is $7.25

È Minimum public school hourly wage amount 
for 2010-2011 is $7.59 (for 20+ hours per week).  
This amount is adjusted annually to match the 
increase in the CPI (Consumer Price Index).  
(Arkansas code 6-17-2203.)

È Classified salary schedules are posted on the 
district website.



È Benefits
Á Health Insurance ðClarksville School District pays 

$170/month for employee health benefits.  The required 
state minimum is $131.00 per month.  

Á Dental InsuranceðEmployees may purchase coverage. 
Á Sick LeaveðClassified personnel shall be granted 

between 10 and 13 days of sick leave depending on the 
number of days in their individual contract.  Accumulate 
up to 120 sick days. Classified employees are paid for sick 
days in excess of 120 at a maximum rate of $60.00 per 
day.

Á Personal LeaveðThree personal days are available to 
each Classified 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.



È ALL classified staff (except supervisors exempt 
from overtime) will maintain a daily record of 
work hours.

È All hours beyond the employees contract 
require approval from the supervisor and/or 
superintendent 

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



È Overtime and extra duty pay MUST have prior 
authorization.

È Examples include Saturday School, tutoring, 
home-bound, stipends (not included in 
contracts), gate workers, officials.

È Do not hire temporary staff without approval!!

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



È Other Mandated Benefits ðApproximately 
23.5% of salaries

ÁArkansas Teacher Retirement 

ÁFICA

ÁMedicare

ÁWorkerõs Compensation









È Anything valued over $1,000 will be 
inventoried in APSCN finance system

È Building Contents ðInventory of classrooms, 
offices and other spaces annually for insurance 
purposes in case of a claim



DO NOT discard or destroy any item that has an 
inventory tag on it.  Any item that was previously 
listed as a fixed asset will have an inventory tag.  
In order to remove any fixed asset you need to 
complete an inventory deletion form and have it 
approved by the superintendent.



State, Board of Education, Public



È Written Reports

È Electronic Reports (SIS from APSCN data)

ÁCycle 1 ðSeptember 30 salary, budget, revenue, expend.

ÁCycle 2 ðOctober 15 equity, employee, student, HQT

ÁCycle 3 ðNovember 15 bus, ADM, Attendance, Fire drill

ÁCycle 4 ðDecember 15 SPED, Parent Mailing Address

ÁCycle 5 ðFebruary 15 bus, ADM, Smart Core, Fire drill

ÁCycle 6 ðApril 15 bus, ADM, student status, Federal 

ÁCycle 7 ðJune 15 discipline, SPED, ADM, bus

ÁCycle 8 ðJuly 31 FTE, professional development

ÁCycle 9 ðAugust 31 AFR, Federal, Athletic exp.



È Board Financial Report

È Check Register (No Payroll Checks)

È APSCN Report



È Budget published in paper prior to school election

È Finance on the website

ÁBudget (annually)

ÁContracts (annually)

ÁSalary and benefit expenses (monthly)

ÁFund balances (monthly)

ÁRevenue status (monthly)

ÁPersonnel (classified and certified) policies

ÁAudit (annually)

ÁAnnual Statistical Report (annually)







È State law (A.C.A. §6-24-101) requires full open 
disclosure and approval before a school district 
employee may sell, lease, provide services, or 
enter into other transactions with the school 
district where he/she is employed.

È Therefore, every district employee will be 
required to disclose any potential vendor 
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. 



Act 1599 of 2001

ü Applies to Board Member, Administrators, and 
Employees.

ü Act 1599 sets the guidelines for business 
transactions between the school district and its 
board, administrators and employees.

ü May require both local board approval and state 
board approval.

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



Act 1599 of 2001

ü The spirit of this act is to provide for full 
disclosure of business activities between the 
local school district and its board members, 
administrators and employees.

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



Act 1381 of 2005

SECTION 2.  Arkansas Code § 6-24-105 is amended to read as follows:

(a)  General Prohibition. Except as otherwise provided, it is a breach 
of the ethical standards of this chapter for a board member to contract 
with the public educational entity the member serves if the board 
member has knowledge that he or she is directly or indirectly 
interested in the contract. 

(b)(1)(A)(i)  Employment of Family Members. This chapter does not 
prohibit family members of board members from being employed by 
the public 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.



È Act 1381 of 2005

(ii)  The determination of unusual and limited circumstances shall be at 
the sole discretion of the Director of the Department of Education and 
may be further defined by rule of the State Board of Education.  

(B)  A family member of a school board member who was employed by 
the public educational entity during the school year immediately 
preceding the election of the board member may continue 
employment with the public educational entity under the same terms 
and conditions of the previously executed contract and any renewal 
of the contract under § 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 yearfor the public 
educational entity served by the board member.



È Act 1381 of 2005

(2)(A)(i)  No employment contract that is prohibited 
under subsection (b) of this section is valid or 
enforceable by any party to the employment contract 
until approved in writing by the Director of the 
Department of Education.

(ii)  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.   



È Act 1381 of 2005

È (B)  Excluding any renewal of a contract under § 6-17-
1506, any change in the terms or conditions of an 
employment contract, a promotion, or a change in 
employment status for a family member of a school 
board member employed by a public educational 
entity that will result in an increase in compensation of 
more than two thousand five hundred dollars ($2,500)
must be 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. 



È Misuse of credit cards

È No receipts for activity fund transactions

È Deficit cash balance in activity funds

È Inappropriate travel payments

È Undocumented expenditures

È Overstating deposits

È Not timely on payments

È Non-compliance with ethics law

È Not taking bids when required

È Inventory mismanagement



È Fundraiser proceeds not deposited timely 

È Cash card gifts for students 

È Activity receipts without individual received 
from name (only organization)

È Stipends paid not on board approved schedule

È Corrective Actions?

Arkansas Division of Legislative Audit





È Employment records

È Personnel records

È Public disclosure

È Application forms and process

È Health records

È HIPPA



È Degree

È Years employed

È Job assignments (administrators and classified)



È Risk Management is the company 
contracted by our district to 
handle Workersõ Compensation

È Clarksville Medical Group, P. A. 
is the designated physician 
group. (479) 754-8384

È Jean Batemanis point of contact 
for our district, 705 -3202

È Procedures

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



È Procedures (Continued)

Á If employee is seriously injured and needs to see doctor, 
contact Jean immediately and she will call authorization 
to Clarksville Medical Group, P.A.

ĞEmployee will then be able to call to schedule an 
appointment

Á If employee receives any paperwork (doctor 
information, prescription receipts, etc), send to Jean at 
the Administration Office.





There are certain requirements from the 
auditor we must adhere to when receipting 
money.  Not everyone should handle money.  
There should be only one or two in your 
office that are allowed to receipt money.  



We encourage the practice of counting money in the 
presence of person bringing money in for deposit ( two 
people count the money and two people initial the 
receipt).  This protects both parties.

Appropriate documentation must accompany all money 
brought in.  Please make sure all teachers and sponsors 
have a copy of a form to use.  The teacher/sponsor must 
complete this form.

Date
Received 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



Complete Pre-numbered Receipt

Date

Received From:  Include name of person 

Amount Received

For:  Sales, Fees, Etc.   BE SPECIFIC 

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

Sign your name



Complete Activity Fund Deposit Report in detail

Deposit To:  Complete Name of Account and Activity 
Fund Number

Source of Funds:  How were the funds generated?  
Sales, Fees, Etc

Breakdown of Money ðCash and/or checks

Date

Receipt #

THERE SHOULD ONLY BE ONE FORM PER 
RECEIPT



Complete Bank Deposit Slip
ÁDate of Deposit
ÁRecord breakdown of money ðCoins, Currency, 

Checks
ÁTotal amount of deposit
ÁRecord corresponding receipt number(s) on bank 

deposit slip that relates to money deposited.  
(Example:  Rec# 022768-022775)

ÁDEPOSITS SHOULD BE MADE WEEKLY OR 
WHENEVER THE TOTAL RECEIPTED AMOUNT 
ON HAND EXCEEDS $100.  ALL RECEIPTS 
SHOULD BE DEPOSITED BEFORE WEEKENDS OR 
HOLIDAYS, REGARDLESS OF THE AMOUNT.

ÁNo Money in classrooms overnight



Submit to Finance

ÁBank Deposit Slip

ÁList showing breakdown of activity funds

ÁDocumentation ðPlease document any odd 
transactions or anything out of the norm



Miscellaneous
ÁMake copies of all information submitted and keep 

in your office for questions, audit purposes, etc.
ÁReturn Receipt Books to the business office after all 

receipts have been used.  Do not throw them away.  
The auditor will request them.

ÁAll money receipted in month has to be deposited in 
that same month.

Please contact Jean Bateman or Joan Johnson in 
the Business Office if you have any questions 
regarding the receipting process.  

Secure receipt books in safe location.



ü Pre-numbered

ü Shall be used to account for cash received

ü If mistakes are made in collecting or making 
change, have the gate worker describe what 
occurred in writing

ü If out of balance, do not tear off more tickets to 
make the amount match.

ü Report any other irregularities and provide 
written account of incident 



È All coin, currency and checks received from 
any source shall be counted  by two people 
and receipted on a pre-numbered receipt the 
same day they are received. Both people will 
initial the receipt.

È The 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.



È The individual receiving funds is responsible for those funds 
until deposited in the school district bank account or until 
receiving a receipt from another school district employee.  

È When monies change hands between school district employees, 
it is recommended that the funds should be counted in the 
presence of both employees and a receipt issued at that time. 
Both people initial the receipt.

È All receipts shall be deposited intact.  No payments of any kind 
shall be made from coin, currency or checks received by the 
school district.

È 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.



È All copies of voided receipts must be kept in receipt book 
Principal should initial all voided receipts.

È Deposit tickets shall include the receipt number or range of 
receipt numbers that make up the deposit.

È All monies collected for school activities shall be deposited in 
school accounts.



È The principalõs office is the only appropriate 
location to keep funds collected for any reason.  
No money (cash, checks, whatever) is to be left 
in classrooms or other offices overnight. No 
school funds will be taken away from school 
property.  You are responsible for any cash, 
money left in your room or office overnight.



È All copies of voided receipts must be kept in 
receipt book.  Principal should initial all voided 
receipts.


