[image: image38.png]Comments:





Bookkeeper's Manual
Volume 4 08/12/2021
SCOTLAND COUNTY SCHOOLS 
BOOKKEEPER’S MANUAL 
Table of Contents 
Introduction









Page

Office of the State Controller Code of Professional 


     
     2

Duties and Responsibilities-Principal




                  4

Duties and Responsibilities-Bookkeeper




                  6

Individual School Accounting





                  7

General Information

After School Program






                  8

Bank Accounts and Signature Cards




                  8

Donations and Disposals






                  10
Internal Controls







                  10

Recommended Filing System





                  11

Record Retention







                  13

Student Organizations/Clubs and Parent Support Organizations
                               14

SchoolFunds Backup







     15

Textbook Fines







                  16

Transfers








                  16

Receipts

Accounting








     16

Additional Procedures for Bookkeepers




                  17

Teacher Receipt Books






                  19

Disbursements

Accounting for Disbursements





                   21
Bank Deposits








      24

Returned Checks







                   25

Outstanding Checks







      25

Stop Payments on Checks






      26

Sales and Use tax

Sales Tax








      27

NC Department of Revenue Sales Tax Refund



                   28

Athletics and Ticket Sales

Athletic Reimbursements






                   30
Gate Receipts








      30

Admission and Ticket Sales – Athletics




                   30

Admission and Ticket Sales – General





      31

Financial Procedures for Fundraising in the School
Approval








                   33

Profit Analysis








      33

Purchasing Items







                   33

Internal Controls







                   34

Inventory








                   34

Expenses and Profits







      34

Change Fund








      35

Bingo









      35

Raffles









      36

Sale of Food








      36

Procedures for Third Party Donations




                   36

Monthly Reporting and Year-End Procedures

Month End Closing Procedures





                   38

Fiscal Year-End Closing Procedures




                   39

Calendar Year-End Procedures





                   39

Chart of Accounts

Account Types







                   40

Chart of Accounts – All Schools





                   40

Introduction
The purpose of this manual is to serve as a reference tool for Principals, Bookkeepers and other employees dealing with financial issues at the individual school level.  The information explains what procedures or tasks are involved in different financial situations.  The Principal is responsible for “school funds” maintained at the school level as authorized by the Board of Education Policy

#8410. School funds are not budgeted.
According to North Carolina General Statute 115C-448 - entitled “Special Funds of Individual Schools”, the Superintendent nominates a Bookkeeper for each individual school.  The Bookkeeper accounts for those funds on a daily basis.  The Scotland County Schools Board of Education approves Bookkeepers.

The Principal and the Bookkeeper are accountable for maintaining the financial records of the school funds as prescribed by the Chief Financial Officer of the school system. Duties and responsibilities are detailed on the following page. By law, the Chief Financial Officer is responsible for assisting the Bookkeepers in carrying out their duties. The Chief Financial Officer is also responsible for making periodic reviews of school records to determine that Board policy is being followed. The Chief Financial Officer can assign the responsibility for these reviews to the Internal Auditor or designee.

School Bookkeepers are also assigned the responsibility of reconciling budgeted funds allocated to the school. School Bookkeepers are assigned payroll duties. 
For additional information related to Board Policies, North Carolina Statutes or NC Department of

Revenue referenced in this manual please see the following
SCS Board Policies - http://www.scsnc.org/boe/policies
North Carolina General Statutes - http://www.ncleg.net/gascripts/statutes/statutes.asp
North Carolina Department of Revenue forms are available at their website at www.dor.state.nc.us. Go to: Taxes and Forms, Sales and Use Tax, Forms and Certificates.

The local N. C. Department of Revenue office is located at 3401 Village Drive, Suite 300 Fayetteville, NC

28404.
Registration  Application  for  Income  Tax  Withholding,  Sales  and  Use  Tax,  and  Machinery, Equipment and Manufacturing Fuel Tax http://www.dornc.com/downloads/fillin/NCBR_webfill.pdf
Certificate of Exemption form http://www.dornc.com/downloads/fillin/E595E_webfill.pdf
List of codes for Cities and Counties and applicable tax http://www.dornc.com/downloads/Gen562.pdf
Office of the State Controller Code of Professional Ethics
All government accounting professionals (employees and contractors working for the State of North Carolina) are enjoined to adhere to legal, moral and professional standards of conduct in the fulfillment of their professional responsibilities. Standards of professional conduct as set forth in this code are promulgated in order to enhance the performance of all persons engaged in public accounting.
1.   Personal Standards
Government accounting professionals shall demonstrate and be dedicated to the highest ideals of honor and integrity in all public and personal relationships to merit the respect, trust and confidence of governing officials, other public officials, employees and of the public.

a.   They shall devote their time, skills and energies to their office both independently and in cooperation with other professionals.

b.   They shall abide by approved professional practices and recommended standards.

2.   Responsibility as Public Officials

Government accounting professionals shall recognize and be accountable for their responsibilities as accounting professionals in the public sector.

a.   They shall be sensitive and responsive to the rights of the public and its changing needs. b.   They shall strive to provide the highest quality of performance and counsel.

c.
They shall exercise prudence and integrity in the management of funds in their custody and in all financial transactions.

d.   They shall uphold both the letter and the spirit of the constitutions of the United States of
America and the State of North Carolina, legislation and regulations governing their actions and report violations of the law to the appropriate authorities.

3.   Professional Development
Government accounting professionals shall be responsible for maintaining their own competence, for enhancing the competence of their colleagues, and for providing encouragement to those seeking to enter the field of government accounting. Government accounting professionals shall promote excellence in the public service.
4.   Professional Integrity-Information

Government accounting professionals shall demonstrate professional integrity in the issuance and management of information.

a.   They shall not knowingly sign, subscribe to, or permit the issuance of any statement or report which contains any misstatement or which omits any material fact.

b.   They shall prepare and present statements and financial information pursuant to applicable law and generally accepted practices and guidelines.

c.
They shall respect and protect privileged information to which they have access by virtue of their office.

d.   They shall be sensitive and responsive to inquiries from the public and the media, within the framework of federal, state, or local government policy.

5.   Professional Integrity-Relationships
Government accounting professionals shall act with honor, integrity and virtue in all professional relationships.

a.   They shall exhibit loyalty and trust in the affairs and interests of the government they serve, within the confines of this Code of Ethics.

b.   They shall not knowingly be a party to or condone any illegal or improper activity.

c.
They shall respect the rights, responsibilities and integrity of their colleagues and other public officials with whom they work and associate.
d.   They shall manage all matters of personnel within the scope of their authority so that fairness and impartiality govern their decisions.

e.   They shall promote equal employment opportunities, and in doing so, oppose any discrimination, harassment or other unfair practices.

6.   Conflict of Interest

Government accounting professionals shall actively avoid the appearance of or the fact of conflicting interests.

a.   They shall discharge their duties without favor and shall refrain from engaging in any outside matters of financial or personal interest incompatible with the impartial and objective performance of their duties.

b.   They shall not, directly or indirectly, seek or accept personal gain which would influence, or appear to influence, the conduct of their official duties.

c.   They shall not use public property or resources for personal or political gain.
Scotland County Schools

Individual School Accounting

Duties and Responsibilities of the Principal

· The Principal is responsible for all funds deposited into his/her individual school account.

· No funds shall be expended without the knowledge and approval of the Principal.  The Principal shall sign all invoices, school vouchers, or other supporting documentation as approval before payment is made.

· No funds shall be obligated without the knowledge and approval of the Principal.  The Principal shall sign all in-school purchase orders before the funds can be obligated. 

· In respect to all funds deposited into the individual school account, the Principal is responsible for the accounting of these funds on a monthly basis to the Finance Office in conjunction with the School Treasurer.

· In respect to restricted funds, the Principal is, in effect, a trustee of these funds and is charged with the responsibility of managing and expending these funds for their intended use.

· All checks or drafts made on the school account shall be signed by the Principal and the School Treasurer.  In situations where the Principal or School Treasurer is not available, the Finance Officer is authorized to sign school checks.  Use of stamps to sign checks is not allowable under any circumstances.

· The Principal shall open the bank statement on a monthly basis.  This responsibility shall not be delegated.

· On a monthly basis, the Principal is responsible for reviewing, approving, and signing the bank statement.  In order to certify that the entire bank statement has been reviewed, monitored, and approved, the Principal shall initial each page of the complete bank statement on a monthly basis.

· The Principal is responsible for reviewing all checks drafted against the school account (as included with the bank statement) to ensure the following:

· Each check drafted against the school account was properly signed by the Principal and School Treasurer

· Each check drafted against the school account was made payable to a valid payee

· The reasonableness of the amount made payable on the check is verified

· As part of the approval of the monthly bank statement, the Principal shall review the deposits included in the bank statement to assure that all funds are deposited in the bank in a timely manner.  State law requires that funds on hand in an amount of $250 or more must be deposited on a daily basis.  Any and all funds on hand shall be deposited on the last working day of each week.

· The Principal shall communicate to staff and hold them accountable for exercising all internal controls related to the receipting of money.  This includes, but is not limited to, the following:

· The Principal shall communicate to staff that all money collected and receipted shall be turned in to the office with receipt book on a daily basis for deposit into the bank.  The Principal shall hold staff in compliance with this requirement through close communication and cooperation with the School Treasurer.

· The Principal shall ensure that cash receipts are counted in the presence of the person turning in the money before the receipt is written.  If this is not possible, the receipts should be placed in a sealed envelope / secured bank bag indicating amount enclosed and the person turning in should sign and date.  Monies can be counted later in the presence of another person designated by the Principal and the receipt issued.

· In order to certify approval, the Principal shall review, monitor, and sign the following on a monthly basis:

· Bank Reconciliation 

· Deposits in Transit Report

· Deposit Summary Report

· Outstanding Check List

· Check Register Report

· Receipts and Disbursements Report

· The Principal shall communicate to School Treasurer and hold him/her accountable for submitting all appropriate financial data to the Finance Office by the 15th of the month for the prior month’s activity.  Such data includes the information listed above as well as a monthly electronic backup of the SchoolFunds data program.

Scotland County Schools

Individual School Accounting

Duties and Responsibilities of the School Treasurer

· The School Treasurer shall keep a complete record of all monies deposited into the school account in a manner prescribed by the Finance Office.

· The School Treasurer shall prepare and submit reports, which have been approved by the Principal with his/her signature, to the Finance Office concerning the status of each account maintained by the individual school by the 15th of the month for the prior month’s activity.  The signed reports submitted to the Finance Office on a monthly basis shall include, but is not limited to, the following:

· Bank Reconciliation

· Deposits in Transit Report

· Deposit Summary Report

· Outstanding Check List

· Check Register Report

· Receipts and Disbursements Report

· The School Treasurer is responsible for ensuring that all internal controls over cash receipts and disbursements are being exercised consistently and efficiently on a daily, monthly, and annual basis.

· The School Treasurer shall document and communicate with the Principal any and all circumstances where internal controls over cash receipts and disbursements are not being exercised consistently and efficiently by school staff.

· The School Treasurer shall ensure that all teacher receipt books are inventoried so as to ensure that all receipt books are accounted for by teacher during the year.

· The School Treasurer shall receive all monies.

· The School Treasurer shall write receipts for all monies in strict compliance with all internal controls over receipts.

· The School Treasurer shall ensure that cash receipts are counted in the presence of the person turning in the money before the receipt is written.  If this is not possible, the receipts should be placed in a sealed envelope / secured bank bag indicating amount enclosed and the person turning in should sign and date.  Monies can be counted later by the School Treasurer in the presence of another person designated by the Principal and the receipt issued.

· The School Treasurer shall prepare the daily bank deposit.

Scotland County Schools

Individual School Accounting

· The School Treasurer shall make the deposit at the bank (unless the school Principal assigns this specific duty to another school employee).

· With concerns to making the bank deposit, the School Treasurer shall ensure:

· That fund on hand in an amount of $250 or more is deposited in the bank on a daily in compliance with State law.

· That any and all fund on hand is deposited on the last working day of the week.

· The School Treasurer must post all cash receipts to the General Ledger on a daily basis.

· The School Treasurer shall process all purchase orders.  The School Treasurer shall ensure that no funds are obligated without the knowledge and approval of the Principal.  The Principal shall sign (NOT INITIAL) all in-school purchase orders before the funds can be obligate.

· The School Treasurer shall process all invoices and school vouchers for payment.  The School Treasurer shall ensure that no funds are expended without the knowledge and approval of the Principal.  The Principal shall sign all invoices, school vouchers, or other supporting documentation as approval before payment is made.

· The School Treasurer shall ensure that no disbursements are made from the school account unless adequately supported by approved invoices, school vouchers, or other proper documentation.

· The School Treasurer shall ensure that school employees present adequate documentation for reimbursement of their personal funds.  Such documentation must be signed by the Principal BEFORE reimbursement is made.

· The School Treasurer shall write all checks.  The School Treasurer shall ensure that all checks or drafts made on the school account shall be signed by the Principal and the School Treasurer only.  In situations where the Principal or School Treasurer is not available, the Finance Officer is authorized to sign school checks.  Use of stamps to sign checks is not allowable under any circumstances.

· The School Treasurer must write all checks through the School Funds accounting program.  Manual, handwritten checks ARE NOT allowed unless individually approved by the Finance Office.

· The School Treasurer shall ensure that all original invoices, school vouchers, or other supporting documentation is marked “paid” or otherwise cancelled by indicating the check number and date paid when checks are issued.

· The School Treasurer shall not open the bank statement when received.  The only individuals authorized to open the bank statement are the Principal, the Finance Officer, and the Assistant Finance Officer.

General Information
After School Program
1.   Receipting

a.   The Program Coordinator receipts the money received from parents in a manual receipt book like all other teachers. The Program Coordinator should make notations such as registration fee, March monthly payment and so forth so that it is clear to the coordinator and parent as to the purpose of the money.  This ensures that the parent’s money is accounted for at that time and the parent has a receipt.

b.   The Program Coordinator then turns the money and manual receipt book into the Bookkeeper daily or the next business day. The Program Coordinator should have a safe locked facility to secure funds collected overnight.  To ensure all funds are accounted for the Bookkeeper balances the funds received with the manual receipt book.
c.   The Bookkeeper posts the receipts into the SchoolFunds software on a daily basis just like 


  any other funds that are collected.
2.   Annual Statement
a.   At the end of each calendar year (January 1st to December 31st) a statement should be mailed to each parent with a payment history for the year. This will aid the parents with their annual taxes.

Bank Accounts and Signature Cards
1.   The Finance Office (Lead Bookkeeper) is responsible for making sure the signature card at the bank is updated with the current Principal, Bookkeeper, and Chief Financial Officer’s signature. 
2.   The Board of Education’s Chief Financial Officer shall designate the official depository bank to be used by each school.   Check with the Chief Financial Officer before opening a bank account.

3.  Two signatures are required to make a withdrawal from the bank account. Normally the Principal and Bookkeeper sign the check.  In the event that one of these people is not available the Director of Finance or Chief Financial Officer can sign.  If the Director of Finance or Chief Financial Officer signs the check, supporting documentation should accompany the check. If a check is made payable to the Principal or Bookkeeper, they cannot be one of the signers on the check, the check and supporting documents (payment voucher, receipts, etc.) must be brought to the Finance Department for the Director of Finance or Chief Financial Officer to sign.   

5.   Check copies (either imaged or actual) should be included with your monthly bank statements and maintained in your files.

Changing Staff
1.   New Principal or New Bookkeeper - A new signature card should be obtained from your bank.

The account should be opened as “Laurinburg Scotland Co Public School”, (the name and address of the school).  The tax id number to be used is 56-0815686.  The name should read this way so that the name and the tax identification number match. The new Principal, the Bookkeeper, the Chief Financial Officer should sign the card.  
2.   The outgoing Bookkeeper should balance the SchoolFunds reports to the most recent bank statement before they leave the school system.  When this balancing process is complete a copy of the information is sent to the Finance Department. The original should be maintained at the school (month end reports and the bank statement).

3.   The Principal and the outgoing Bookkeeper should discuss the following before the Bookkeeper leaves:

a.  Outstanding bills/check requests - The outgoing Bookkeeper should pay all items (with proper documentation) before they leave.  The Principal should then discuss with the outgoing Bookkeeper if any bills are remaining.
b.   Deposits - The Principal should make sure the outgoing Bookkeeper has deposited all monies received.
c.
Security of items - All receipt books, check books, blank receipt books, blank receipts, blank checks need to be placed in a locked facility with limited access. The Principal
should be the only one with keys and access until the new Bookkeeper arrives.

d.   Reports - The Principal should become familiar with the location of the SchoolFunds reports for prior years.

4.  The Principal and new Bookkeeper should verify that the SchoolFunds reports and the bank statement are reconciled.  The Principal and the new Bookkeeper should then initial the reports and the bank statement if they are in balance. At this point the Principal and the new Bookkeeper are accountable for the money in the SchoolFunds account.

5.   A regular audit will be performed during the upcoming fiscal year.
6.   The new Bookkeeper will need to be enrolled in the next SchoolFunds training class. Contact 
      the Finance Department for more information. 
Donations and Disposals
1.   Donations from the school - Donations are not allowed from “public funds”.  The intent of this procedure is not to misrepresent that a school is raising money for the “good of the school and the students” and then to donate the money to a charity.

A club can donate money to a charity if the following procedures are followed. The club advisor can complete the “Fund-Raising Form” (See Appendix B) and in the space for “What The Money Will Be Used For” they would put the name of the charity the money is being raised for.  When students and the club advisor are soliciting for the charity they need to advertise that it is for the charity and not for the “overall benefit” of the school or the students.

2.   Donations to the school - Each school is to maintain a list of all donations to the school. Cash donations should be easily identified in SchoolFunds.  The Finance Department should be notified if any donations are received in excess of $5,000 in order to evaluate if donation
should be maintained at Central Office due to intent of the donor.  Any equipment purchased or donated to the school should also be maintained on an inventory list.  The cost, description, date received and any other information related to the equipment should also be recorded.
The Finance Department should be notified of any school purchases or donations with a cost greater than $1,000 so that the equipment can be tagged and included in Fixed Assets.  Gifts of equipment greater than $1,000 must have written approval by the Principal and the Superintendent.  This is to ensure that the gift meets all safety regulations and is compatible

for school use. (See Board Policy #8220)
3.   Gift Letter – A letter should be sent to the person or company that made the donation.  This will serve not only as an acknowledgement or a thank you letter but the donor may be able to use this for tax purposes. 
4. Disposals – Items that need to be discarded from a school should be in accordance with Board Policy #6560.   
Internal Controls
1.   From the Local Government Commission three components of internal controls are:
a.   Safeguarding its resources against waste, fraud, and inefficiency.

b.   Promoting accuracy and reliability in accounting and operating data. 
c.   Encouraging and measuring compliance with board policy.

2.   Internal Controls for school Bookkeepers should include:

a.   All blank checks, blank receipts, and check registers should always be kept in a locked facility such as a file cabinet or desk.

b.   When the Bookkeeper receives cash or checks these items should be counted, recorded and locked in a secure facility.

c.   All tickets to games or school events should be kept in a locked facility.
d.   All spare keys should be kept in a locked facility.

e.   The Bookkeeper could establish a cutoff time, during the workday, when the employees need to turn in the money they collected. This will aid the Bookkeeper in making the bank deposit.

f.
The Bookkeeper could establish a day of the week to write checks or pay invoices.  This would create a more efficient process for writing checks on a regular basis.

Recommended Filing System
In order to maintain the SchoolFunds records appropriately, Bookkeepers should maintain their files in chronological date order by month. 
Records to be kept on a monthly basis in files labeled with the appropriate month and year:

1.   SchoolFunds Reports - SchoolFunds reports should be filed either in continuous form binders, notebooks or file folders. Each should be labeled with the appropriate contents. The reports to be printed are:
a.   Check Registers
        b.   Receipt Registers

c.
Adjustment Proof Listings and Journal Entries
        d.   Statement of Receipts and Disbursements

        e.   Deposits in Transit

f.    Outstanding Checks
        g.   Bank Reconciliation
2.   Check Request and Invoices - Check request and invoices should be filed by date and/or
check number order. Some schools file their invoices by account name, others by the month in which they were paid. In either system, invoices should be filed in order corresponding to the check number. All supporting documentation should be filed in the month it was paid. 

3.   Receipts – Copies of Bookkeeper Receipts should be kept in receipt number order.  A Deposit Analysis report will need to be printed. The Bookkeeper’s receipt should be stapled to the Deposit Analysis report. 
4.   Bank Statements – Cancelled checks or copies of cancelled checks returned by the bank should be filed with the corresponding bank statement for the month.  Copies of debit or credit advises, charges for returned checks, or any other correspondence affecting the bank balance, should be filed with the bank statement with which it was received. Never remove checks or these memoranda except temporarily and make sure to return them to the correct bank statement. This can be filed with the monthly check request(s) and invoice(s) in each monthly file.

5.   Bank Deposit Slips – Bank deposit slips should be kept in date order. Each deposit slip total must match a Deposit Summary. The duplicate deposit slip can be stapled to the Deposit Summary.

6.   Receipt Book Issuance Log – A folder should be kept for each school year with updated logs each year. 
7.   Returned Checks – Should be kept with the Bank Reconciliation for that month.
8.   Outstanding Checks – Should be monitored by looking at the Outstanding Check Form when doing the Bank Reconciliation and any checks that are 90 days old should be investigated. 
9. Adjustments - A folder should be maintained for all adjustments made in SchoolFunds.  This can be maintained in your monthly folder or a separate folder. A monthly journal entry register should be printed and kept with the adjustments.

Record Retention
Records should be destroyed by shredding or incineration.

The following is a schedule:
Description                                                                                  Destruction Date
Record of donations                                                           5 years Bank Statements                                                                 5 years Bids                                                                                     5 years Cancelled check                                                                  5 years Check Register                                                                    5 years Deposit Slips                                                                       5 years Invoices                                                                               5 years Reconciliation’s                                                                   5 years Sales and Use Tax Reports                                                 5 years

Any other documentation not listed

                 5 years
Annual Backup Disk for SchoolFunds                                Permanent
If any record must be discarded, a list must be kept that describes the item being destroyed, the date of destruction, the method of destruction and the signature of the two people who witnessed the destruction. This should be kept with your bookkeeping records. For example:
	Description of Items being destroyed
	Sequence Numbers
	Quantity Destroyed

	
	
	

	
	
	

	
	
	

	
	
	


We destroyed these items by  

(Method of destruction such as shredding or incineration).
Destruction witnessed by  

Date  

Destruction witnessed by  

Date  

Student Organizations/Clubs and Parent Support Organizations
The N. C. Department of Revenue has two separate club types. They categorize them as school- authorized organizations (e.g., Math club) and separate qualifying permanent school organizations (e.g., PTO).

There has been a lot of confusion as to the differences between school-authorized organizations (Student Organizations or Clubs) and separate qualifying permanent school organizations (Parent Support Organizations). Sales tax laws are different for the different types of organizations, as well as, different fundraising activities. Each school must make a determination for each school- authorized organization as to when they should pay sales taxes.  All school-authorized organizations should have their accounts with the school’s Bookkeeper. The Bookkeeper can remit the sales taxes, if applicable, to the N.C. Department of Revenue. If a separate qualifying permanent school organization has any sales tax questions, you should refer them to the N.C. Department of Revenue.
Each organization associated with your school MUST be categorized as either school-authorized organization or a separate qualifying permanent school organization.
Here is a brief summary of some of the differences:

1.   Student Organizations or Clubs:

a.   The organization will be on the books of the individual schools, accounted for by the

Bookkeeper and recorded in SchoolFunds.

b.   Follow the rules in the Scotland County Schools Accounting Procedures for Individual
Schools and Board Policy #3620
c.
The school’s Principal, using the N.C. Department of Revenue guidelines, will determine the sales tax status of the organizations and their fundraisers.

d.   These accounts are audited by the school system and N.C. Department of Revenue.
e.   The  school  maintains  a  file  with  information  such  as  a  statement  of  purpose  and fundraising activity for each organization.
2.   Parent Support Organizations:

a.   The organization maintains an accounting system separate from school accounts. b.   The organization follows their established charter, bylaws or rules.

c.
The organization will follow the N.C. Department of Revenue guidelines for their fundraisers.

d.   These accounts are audited by the N.C. Department of Revenue.
e.   This organization must follow Board policies relating to Parent Support Organizations. (See Board Policy #5010)
f.   Employees of the School System are not permitted to manage the affairs of any parent organizations during the workday. (See Board Policy #5010)
Booster clubs do not have their money maintained on school books and Parent Support Organizations can apply to the Department of Revenue to request that they can receive a tax- exempt status, but school organizations that have their money maintained on school books cannot.

It is the Principal’s responsibility to obtain information from all organizations at their school. The information should be maintained in a central file.  This file should include proof from the organization as to how it operates.   This could include a copy of the organization’s charter or bylaws, a statement as to the purpose of the organization, the purpose of the use of the funds, and how they participate in fundraisers. After this file is set up it needs to be updated only if the organization changes its purpose, if a new organization starts at the school or an organization disbands.  Any money raised on the school grounds that is not associated with a separate qualifying permanent school organization should ALWAYS be turned into the school’s Bookkeeper.  A determination should be made before the fundraiser as to the purpose and planned use of the proceeds.

SchoolFunds Backup
The  Bookkeeper  should  perform  a  backup  of  SchoolFunds  everyday or each  time  one  of  the  following procedures is completed: enter check(s), receipt(s), post journal entries or reconcile a month. There are three options available for backing up SchoolFunds.  Backup files should be stored in a locked file cabinet.

1.

CD-RW - Must be able to fully format the CD-RW. CD-R’s should not be used.  One CD-
RW is needed for each day of the week, one for each month and one for year-end.

2.
Flash Drive - The backup/restore path on the SchoolFunds setup screen should be set to  

     
E.  Insert the flash drive into one of the USB ports on your computer and then click on
    
backup while in SchoolFunds. Once the backup is completed, close SchoolFunds and go 
into My Computer. Once My Computer is opened locate the removable disk drive and click 
on it. A file sf”day”.zip (example - sfMon.zip) will be seen.   Monthly backups should be 
named for the month that is being backed up, and year-end backups should be named 
Year-end and the year (Year-end 20XX). If you need to do a restore from the flash drive 
the file must be renamed back to its original name (example - sfFri.zip).
If the above options are not available, backup can be done to the school’s server.  Make sure that server drive is used and rename the file.
Month End: Once month end is completed, save a copy of the SchoolFunds month end backup to the server. Make sure that the file name has been changed so that it will not be overwritten.
Year End: Once year-end is completed, save a copy of the SchoolFunds year-end backup to the server. Make sure that the file name has been changed so that it will not be overwritten.
Textbook Fines
1.  Fines for all textbooks shall be collected, receipted and turned in to the school Bookkeeper.

2.  All fees should be turned in daily as with all receipts and deposited into the appropriate account.

Transfers
1.  Transfers may be made from one account to another except into the Faculty Fund. Transfers between accounts must be pre-approved by the Principal and the Principal should sign the transfer batch report. A Funds Transfer Proof Sheet should be kept on file for each transfer that is made through out the school year.
Receipts
Accounting for Receipts
Internal Controls are built into the receipting process.  The student/parent receives a receipt from the teacher.  The teacher receives a receipt from the Bookkeeper. This process will provide good internal controls with a separation of duties.

1.   School Staff with Receipt Responsibilities
a.   Annually all school staff should be made aware of receipt procedures.  The school handbook should have written procedures for teachers outlining money-handling duties. The school usually places these procedures in their school handbook and in their cash receipt envelope. (See Appendix for sample)
b.   All school staff receiving money from students, fundraising projects or club activities should have pre-numbered receipt books.  A receipt must be written for all funds received.   Receipts should be made out to the individual.  The original is given to the individual submitting money and the individual receiving money keeps the copy.  Receipts should be used in numerical order.

c.   Receipts must include the payer, the date, the amount, list of the method of payment                                                                                            (cash or check), the purpose of the receipt, and the employee’s signature.
d.   The school staff should never pre-sign receipts. Remember that the staff member to

whom the receipt book has been assigned is individually responsible for all funds recorded in their receipt books..

e.   The school staff should deliver the money (cash or check) daily or the next business day to

the school Bookkeeper in accordance with Board Policy #8325.  The receipts should be totaled.  The total from the receipts must equal the total amount of cash and checks collected.
f.    The school staff should turn in the money (cash or checks) in an organized manner.
g.
  Lost book fines need to be receipted per student.  If the student or parent finds the lost 

  book and requests a refund the original receipt or a copy of the teacher’s receipt can be 

  attached as supporting documentation.
h.   Do not alter or write over carbon copies of receipts.  If an error is made, write VOID on the receipt and write another one.
 i.
The  voided  original  must  be  attached  to  the  receipt  carbon  for  internal  control purposes. This will help prevent giving a refund to a person whose receipt has been voided.


  j.
Under no circumstances should students be allowed to write receipts in the teacher’s receipt book.


 k.
All teacher receipt books should be kept in a safe and secured location.  The receipt book shall not be left in an unlocked desk drawer or file cabinet.


 l.
If the receipt book is lost or stolen, regardless of how much money is receipted in the book, internal control over cash receipts for the school has been adversely affected and the school’s audit report will reflect this.


m.
 The receipt book should be as important as your personal checkbook.


n.
The teacher to whom the receipt book has been issued will be personally responsible for all lost or stolen receipts in situations where the above detailed internal control procedures were not properly followed.

Additional Procedures for Bookkeepers

1.   For receipts received from a teacher or a club advisor, a reference to those receipt numbers should be included on the Bookkeeper receipt.

2.   All money received by the Bookkeeper will equal all money deposited to the bank.   Only one bank deposit ticket is required per day.

3.   If money is received from outside the school, (i.e., checks through the mail, money orders) a receipt should be written and “Mail” should be written on the receipt indicating that it was received through the mail. Any invoices or information received with it should be filed for supporting documentation. A receipt should be mailed to this person or entity.

4. Checks should be promptly endorsed with a restrictive endorsement stamp (the school name with “For Deposit Only”) when they are received.   This will prevent the checks from being fraudulently endorsed.

5.  When printing receipts in SchoolFunds any voided receipts should be filed with the Voided Receipt Register report.  This will help prevent giving a refund to an individual whose receipt has been voided.
6.   Be sure the proper account number to be credited is written on the receipt.  If the Bookkeeper is uncertain of the proper account numbers, the Principal should instruct or approve the account number.

7.   All receipt books should be issued and collected on an annual basis and recorded on the

“Receipt Book Log”.

a.  The receipt books should be accounted for by date, name and by receipt numbers and number of books issued.  For instance, if the Bookkeeper issues Mr. Jones a book of pre- numbered receipts, a record should be made of the date, his name and the beginning and ending receipt numbers.

b.   A folder should be kept with this information in the permanent files.

c.   Teacher receipt books should be collected at year-end.

8.   As a cost saving method, a Bookkeeper can tear out the receipts that have been used and file these with the other receipts for that school year.  The remaining receipts in the receipt book can be reissued if the receipt numbers are logged correctly on the Receipt Book Log. 
9.  When receipts are entered into SchoolFunds, a Deposit Analysis should be printed after each batch is posted. The funds should be counted and compared with the totals before the bank deposit is made.
a.   If there is a difference, re-add the receipts and try to find the error.   If a shortage or overage exists and the error can be determined, the account affected by the difference should be charged or credited for this difference.  If the error cannot be determined, the general fund should be credited or charged upon written consent of the Principal.

b.  The correction for a shortage or overage should be made by going to journal entries in SchoolFunds and doing a receipt for the wrong amount. See the SchoolFunds Manual.
10. In accordance with General Statute 115C-446 and Board Policy #8325 all money (cash and/or check) received by the Bookkeeper should be deposited when the amount on hand at the end of the day equals $250.00 or more, or in any event a deposit shall be made on the last business day of the month.  Deposits on the last day of the month should be made before the bank’s cutoff time so funds will be posted that day to the school’s account(s).  A deposit packet should be prepared that includes:

a.   Deposit Analysis - A deposit analysis report should be printed each time a batch of receipts is posted. The total(s) must equal the deposit.

b.   Bookkeeper receipts - The office copy of the Bookkeeper’s receipts should be stapled to
  the Deposit Analysis report.  This provides the detail for the deposit.

c.
Receipt Register - Receipt Register by receipt number should be printed for each bank deposit.

d.   Bank Deposit Ticket - A bank deposit slip should be completed for the full amount of the deposit. The bank deposit slip should equal the SchoolFunds Receipt Register. A copy of the bank deposit ticket should be stapled to the Receipt Register.  The deposit slip should either list the checks or an adding machine tape can be attached with the individual check amounts.

Teacher Receipt Books

Receipting Money in Teacher’s Receipt Book

· ALL money received or collected by a school employee shall be receipted only in a receipt book issued by the School Treasurer and recorded on the Teacher Receipt Book List.  

· All receipts must be prepared in duplicate with the original given to the person from whom the money was received and the duplicate retained in the book.

· The following must be completely recorded on every receipt issued:

· Name of school

· Date the money is receipted

· Name of person from whom funds are receipted

· Purpose for which funds were received

· Amount of the receipt

· Signature of the person receiving the money

· If a mistake is made in preparing a receipt, the original and duplicate shall both be marked “VOID” and retained in the receipt book.  DO NOT alter a receipt in pen or pencil.  If an error is made, void the receipt and start a new one.

· All receipts must be written to a person’s name and not to a club, group, etc.

· All receipts issued from the teacher’s receipt book must be in strict numerical sequence.  Do not skip receipt numbers.

· On the day that money is receipted by the teacher in the receipt book, the teacher must turn in to the School Treasurer the following:

· The money receipted

· The teacher’s receipt book

· A completed Teacher Financial Report

· All money collected must be receipted in a teacher’s receipt book BEFORE being turned in to the School Treasurer for recording in the office receipt book.

· The Teacher’s Financial Report must be turned in to the School Treasurer with the money receipted and the teacher’s receipt book on the day that the money is received and receipted.  The Teacher Financial Report will act as a summary of all monies receipted by the teacher as included in the teacher’s receipt book.  The following information must be detailed on the Teacher Financial Report (CR-3):

· Teacher’s name

· Date of receipt

· Total amount receipted

· Beginning receipt #

· Ending receipt #

· Purpose for which money was receipted and corresponding amount

· Teacher’s signature

· When the teacher receipts are turned in to the School Treasurer, the School treasurer shall complete the following duties:

· The School Treasurer will correspond (check) the beginning and ending receipt numbers as listed on the Teacher Financial Report against the teacher’s receipt book.
· The School Treasurer will review the teacher receipts from the teacher receipt book to ensure that they are recorded completely.  The School Treasurer will also check the date of the receipts to ensure that the receipts are being turned in to the School Treasurer in a timely manner (i.e. day of receipt).
· The School Treasurer shall document repeated instances where a teacher is not completely recording receipts and/or turning in receipts to the School Treasurer in a timely manner (i.e. day of receipt) and communicate this to the Principal.
· The School Treasurer will add the teacher receipts from the teacher receipt book.
· The School Treasurer will add the monies receipted and verify that they are in agreement with the total teacher receipts from the teacher receipt book.
· The School Treasurer will compare the total monies receipted against the total on the Teacher Financial Report to verify that they are in agreement.
· If all are in agreement, the School Treasurer will issue an original office receipt that shall be attached (stapled) to the last used receipt (duplicate) in the teacher’s receipt book.
· The total on the office receipt issued by the School Treasurer and attached to the teacher’s receipt book must equal:

· The total monies receipted

· The total receipts from the teacher’s receipt book

· The Teacher Financial Report
· The School Treasurer must reference the beginning and ending receipt numbers from the    teacher’s receipt book on the original office receipt.

· The School Treasurer must sign the Teacher Financial Report and attach it to the daily                                           Deposit Analysis for the school.
· If all are not in agreement, the differences should be reviewed and discussed between the teacher and the School Treasurer.  Any differences must be fully explained and documented to the Principal.

Disbursements
Accounting for Disbursements
All purchases made on behalf of Scotland County Schools must meet specified qualifications according to State Law and procedures set forth by the Finance Office.  The following disbursement procedures comply with these guidelines.

1.   Disbursements - All disbursements must be approved by the Principal.  The Principal should sign the check request indicating the purchase is authorized prior to the purchase.

2.   Vendor Set-up - All payees must be set up in the vendor file before a check is written. Refer to the SchoolFunds Reference Guide to explain vendor set up.
3.   Staff Reimbursements - School staff may be reimbursed for expenditures of personal funds on behalf of the school at the discretion of the Principal.

4.  Check Requisition for Officials - The Check Request/Reimbursement Form, along with supporting documentation should be used for payments to sports officials.  (NOTE:  In the vendor file, set up the officials as: Last name, First name.  This will aid in the 1099 reporting process.)

5.   Payments for Personal Services to Employees - Compensation for any school personnel shall be made through the Central Office Payroll.  The school must submit this information to Central Office Payroll by writing a check to Scotland County Schools accompanied by a Request for Payment Form and any supporting documentation. 

6.   Cash Advances - Cash advances are not allowed at the school level.  If a cash advance is necessary, please contact the Finance Office.
7.   Refunds - When a refund is given, the original receipt should be obtained and attached to the check request.  If the original is not available, then a copy of the school employee’s receipt should be attached.  This will provide proof of the original amount paid and will help prevent refunding a disbursement twice.  For example, a lost library book that was later found.  A copy of the teacher’s receipt should be attached.
8.   Tipping - When a tip is paid it should be noted on the receipt.   Generally a tip should not exceed 20% of the receipt.

9. 
School Check Request - The Check Request/Reimbursement forms and other forms that the Bookkeeper requires the staff to use should be readily available to employees.

10. School Check Request and Invoices - Either a vendor invoice or a receipt must accompany every check written.    When  a  check  request  is  submitted  to  the  Bookkeeper,  the  school employee requesting the check should complete the Check Request/Reimbursement form, not the Bookkeeper. The staff should make sure it contains sufficient data to support the disbursement.  Information that should be on the check request or the invoice/receipt is:

a.   Name and address of who the check is remitted to

b.   Purpose of the check - e.g., names of participants, number of 
 
registrants.
c.
Amount
d.   Who requested the check e.   Account code

f.    Principal’s signature g.   Date

Invoices from the same vendor should be grouped together and one check should be written to the vendor.

11. Signatures – The Principal and Bookkeeper have the authority to sign checks except when the check is made directly to the Principal or Bookkeeper. In this event, the check and all surrounding documents (payment voucher, receipts, etc.) must be brought to the Finance Department for the Chief Financial Officer to sign. The amount of the check, the date and the payee must be filled in before the Principal or the Bookkeeper signs a check. After the checks are prepared and signed by the Bookkeeper, they are given to the Principal, with the supporting invoices and check requests attached, for the Principal’s signature. In the Principal’s absence they may be signed by the Chief Financial Officer.
12. Receiving  Documentation  -  The  employee  receiving  the  merchandise  should  verify  the accuracy of the packing slip (quantity, description, etc.) to the merchandise received. The merchandise should be counted and compared to the packing slip or other documentation. This is to verify the correct merchandise and correct quantity has been received. Any discrepancies should be noted.  The person verifying this information should initial and date the packing slip, attach invoice or check request and submit to the Bookkeeper.  All purchases are to be used for school related purposes. The Bookkeeper should match the receiving documentation with the invoice before paying the bill. The receiving information should include:
a.   Date Received
b.   Merchandise received by  c.   Verified as correct

d.   Discrepancies
13. Vendor Invoices - Payment is made based upon a vendor’s invoice or a monthly bill, we do not pay based on a statement; charges should be checked against detailed receipts and invoices.   This supporting documentation should be attached.
14. Checks - A check must be issued for school related purposes and must be charged to the proper account number. Cash may not be used to pay a bill.

15. Blank Checks - Blank checks are to be secured when not in use.  A locked facility should be available to the Bookkeeper and Principal only.

16. Cashing Checks - Personal checks are not to be cashed from SchoolFunds.

17. Checks Written to Cash - Under no circumstances are checks to be written to “Cash”.

18. Verification - The mathematical accuracy of all invoices and check requests is to be verified by the Bookkeeper.  An adding machine tape may also be attached.
19. Past Dues - All invoices, bills and tax statements are to be paid by the due date.
20. Approval  -  After  the  above  steps  have  been  completed  check  requests  and  supporting documentation are given to the Principal for his or her approval.  The check request or invoice must be approved prior to the writing of the checks. The Principal can delegate this responsibility to an Assistant Principal in his/her absence.
21. Pre-signing Checks - Under no circumstances should a blank check be pre-signed.   The amount of the check, the date and the payee must be filled in before the Principal or the Bookkeeper can sign the check.

22. Printing/Writing Checks - When the approved invoices and/or check requests are returned to the Bookkeeper, the checks may be prepared. Pre-numbered checks that require two signatures and a description including the invoice number or other pertinent information should be used. Always use checks in sequential order.

23. PAID Stamp - Original invoices, statements, or other supporting documentation should be marked PAID or otherwise indicate the bill has been paid.  The information can be written or a stamp can be used with the following information:

a.   The word “PAID” should be printed b.   Date

c.   Initials of person paying the item
24. Voiding Checks - If a check needs to be voided, the Bookkeeper should write VOID across the face of the check and remove (tear off or cut out) the signatures. Schools should attach the voided checks to the SchoolFunds voided Check Register. To make adjustments to SchoolFunds, refer to the SchoolFunds Reference Guide under “voided checks”.   It is very important to put the “void” date not the “original check date” in when voiding a check.  This will enable the SchoolFunds reports to be correct. If a check form is misprinted and cannot be used please see SchoolFunds manual for entering a zero void check so there will not be a break in numbers on the check register.  (For voiding checks in a prior year – Refer to the SchoolFunds Reference Guide.)

25. Endorsement - When reconciling the bank statement, the Bookkeeper should verify that the cleared checks have two signatures and if for some reason a check was cleared with only one signature, the back up documentation should be included with the monthly Bank Reconciliation.
26. Over Expenditure of Funds - Neither the Principal, Bookkeeper or any other school staff may obligate an account for more than the amount of current cash less all liabilities and other obligations of the fund.   Therefore, none of the accounts should carry a negative balance.  Any negatives should be cleared by month end.
Bank Deposits

· All funds collected in the school are to be deposited intact in the school bank account that has been approved by the Board of Education.

· No checks, personal or otherwise, can be cashed or invoices paid from un-deposited receipts.

· The Principal and School Treasurer are the only agents at the individual school level that shall be authorized by the bank.  The Finance Officer may also be authorized by the bank as an agent for the school.

· Each authorized agent must furnish the bank with “sample” signatures on a form provided by the bank.

· If at any time the authorized signatures change, the Principal or the Finance Officer should notify the bank of this change.

· The newly authorized agent must then furnish the bank with a new signature card.

· Bank deposits must be made daily.  State law requires that funds on hand in an amount of $250 or more must be deposited on a daily basis.  Any and all funds on hand shall be deposited on the last working day of the week.

· Cash receipts must be posted to the general ledger system School Funds daily.

· The Deposit Analysis must be prepared daily and attached to the daily bank deposit.

· No employee shall ever take money home.  Monies shall not be left in the school overnight unless placed in a secure, vaulted area.

· Deposits must be taken to the bank promptly using the night depository if necessary.

· All checks received must be immediately endorsed on the back of the check with a restrictive endorsement such as “for deposit only to the account of…”

· The deposit slip must be prepared in duplicate.  Both copies must be taken to the bank for validation. The bank keeps the original and the validated duplicate deposit ticket must be attached to the Deposit Analysis.

· The deposit slip must be prepared in ink only.

· The total currency and total coinage must be indicated on the deposit slip on the lines provided.

· All checks included in the deposit should be listed separately on the deposit slip by the name of the payer.  In all cases, individual checks MUST be listed.  For example, if there are numerous checks included in the deposit, the School Treasurer may write “see attached tape” and the corresponding total of all checks on the deposit slip.  

· The total per the deposit slip must agree with the total from the Deposit Analysis. 

Returned Checks
Occasionally checks that have been deposited in the school bank account will be returned due to insufficient funds, bank account closed, unauthorized signature, etc.  These are called returned checks.

1.   When a check is returned, the bank charges (debits) the amount back to the school’s bank account.  The bank may also charge a fee.

Posting to SchoolFunds (Refer to the SchoolFunds Users Guide.)
2.   File - Returned checks should be kept with the Bank Reconciliation for the month that it is recorded in SchoolFunds.
Outstanding Checks
Outstanding checks are checks that have been written from the SchoolFunds account and not been cashed.  According to the State of North Carolina Department of the State Bookkeeper Escheat and Unclaimed Property Division, all outstanding checks that have not been cashed for a period of 1 year must be “escheated” or “the funds must be sent” to the State of North Carolina.  Although the Central Office handles this process of escheating funds to the State, the schools must maintain adequate records in complying with escheat procedures.

1.   In order to reduce the number of checks to be escheated to the State and to clear outstanding checks from your school account, the Bookkeeper must contact the person the check has been issued to within 90 days of the date the check was written.
2.  The Bookkeeper will send a form letter to the recipient of the check that requests the recipient to request a new check or indicate that they do not claim the money.   
3.   An outstanding check file needs to be maintained that shows the name, address (includes city, state and zip), social security number (if available), date check was written, and dates of last contact.

4.  If after contacting the person it is discovered that the check is misplaced or lost follow the procedures in the Stop Payment section that follows and an Affidavit and Indemnity Form will need to be completed.  If the person does not want a replacement check they must indicate that on the affidavit and it will be considered a donation to the school.

If no replacement check is issued you will need to void the check, attach the affidavit to the void check proof sheet and follow the Stop Payment procedures.
5.   Under no circumstances can an outstanding check be cleared from the outstanding checklist without written contact with the person the check was made payable.
6. The school is never allowed to simply “void” the check and keep the money.

Stop Payments on Checks
If a check written and released by the school is stolen, lost, issued to the wrong vendor/person, or for any other reason a check should not be honored, the bank may be notified to put a “Stop Payment” on the check.  The Bookkeeper should talk with the Principal to see if it is to the school’s advantage to place a stop payment since the bank will charge the school a stop payment fee.
1.   Procedures for Handling a Stop Payment

a.   An affidavit will have to be completed if the check was lost or stolen. (See Appendix  B)
b.   Call the bank requesting the stop payment order.

c.
Immediately send the bank a written confirmation of the stop payment order. This is required for the bank to continue a stop payment order.

d.   In the check register record on the corresponding check the phrase “stopped payment” and the date. Record the explanation of why this action was taken and add the amount of the check back into the balance.
Sales and Use Tax

Sales Tax

The North Carolina Department of Revenue requires that taxes be paid on products that are sold.  North Carolina schools and school organizations are not exempt.  The school Bookkeeper is responsible for sending a check for the taxes to the Department of Revenue monthly.  Sales tax paid on fundraisers to the Department of Revenue is not included in the tax that is refunded at the end of the year.

1.   One time sales tax exempt fundraisers for School sponsored clubs and organizations.


a.   Who qualifies?



Only clubs and organizations that run through the School Bookkeeper and 


SchoolFunds accounting system qualify for this exemption.  Book fair, yearbook, 


picture and concession sales cannot be used as your one time sales tax exempt 


fundraiser per the NC Department of Revenue.


b.   Does the school have to offer this exemption to their school clubs or organizations?



The Principal at each school can determine if they want to allow the clubs and 


organizations to exercise this exemption.  Each school sponsored club can use this 

sales tax exemption once per fiscal year July 1st to June 30th.



c.   How does this exemption work?



i.   The fundraiser cannot last longer than 60 days.  Per the Department of Revenue, 

     the 60 days is from the first day the item is sold to the customer to the delivery of 

     the product to the customer.



ii.  The school buys the items to be sold from the vendor for a one time sales tax 


     exemption.

· If the vendor charges NC sales tax the school club or organization pays the vendor the sales tax.  The school should claim the sales tax paid to the vendor and include in the year end sales tax refund process.
· If the vendor does not charge NC sales tax, you DO NOT pay the NCDOR, you just do not pay any sales tax.  When selling items the customer is not charged sales tax.



iii.  For a one time sales tax exempt fundraiser, the Certificate of Exemption cannot 

     be used.



iv.  Each school Bookkeeper must track each clubs or organizations one time annual 

      exemption.  Many schools track on an EXCEL spreadsheet that includes:  club 

      name, beginning and ending date of fundraiser, name of vendor and description 

      of product(s).

North Carolina Department of Revenue Sales Tax Refund
Current Sales Tax rate may be different, 7.00% is used as an example.
Currently sales tax refunds are limited to the local portion (2.25%).  Schools will be notified of any changes.

The North Carolina General Assembly voted to allow school systems to submit refunds for sales taxes paid on certain items.  Scotland County School System is allowed to file one joint refund request.  Therefore, all the individual schools must submit the tax refund requests to the Finance Department.

The N. C. Department of Revenue is very specific as to the information that must be submitted before a refund can be given.
North Carolina has two entities that collect taxes: STATE government and the LOCAL (County) government.  Depending on the specific item there are different tax rates. This is very important. You will have to know the difference in order to claim your refund.
ITEM                   STATE TAX RATE    COUNTY TAX RATE      TOTAL TAX RATE
	Non-Food
	4.75%
	2.25%
	7.00%

	Food
	0%
	2.25%
	2.25%


The majority of invoices may not include food.  There may be some items on invoices that do not include any sales tax. If the sales tax is already listed on the receipt or invoice it can be circled. Check each invoice to make sure that the tax is correct.

1.   Allowable Expenditures for Sales Tax Refund
In SchoolFunds the sales tax “county” is based on point of possession. Most vendors will be
set up with the “county” as Scotland. All out of state vendors that charge NC tax will be set up with the “county” as Scotland. Any out of state vendor that should charge tax and does not will be set up with the county code as No Tax. One example of when the county would not be Scotland is if you purchased an item from a company in Burgaw and went to Burgaw to pick up the item. That would be the point of possession and the county would be Pender.  The NC Department of Revenue should be set up as Dpt Revenue for taxes paid based on the No Tax Report.

2.   Non-allowable Expenditures for Sales Tax Refund

There are also some exceptions where the school cannot file for a refund. a.   Taxes paid on motor vehicles.

b.   Scrap tire disposal.

c.   White goods disposal tax.

The exceptions that will probably apply to individual schools are related to employee reimbursements. To clarify the above exceptions; the school cannot claim a refund on taxes paid on electricity, piped natural gas, and local intrastate telephone services, intrastate toll telecommunications services and on cellular phone usage.  The school is also unable to claim a refund for employee reimbursements for travel expenses.  This includes prepared food and beverages (restaurants), lodging, occupancy taxes and travel.  This is odd but the law states this is “a personal contract between the employee and the provider”. When the school
reimburses the employee, “we have chosen to reimburse a personal expense to an employee”. This also applies to items purchased by an employee with their personal money and then the school reimburses them for this amount. The school cannot claim a refund for these purchases.

If a school pays a motel directly and if the sales tax is listed on the bill separately from the occupancy tax, then you can claim this sales tax that the school paid as part of your refund.

Internal Control Procedures Over Athletics and Other Charge Events

Athletics and Ticket Sales
Athletic Reimbursements
The Bookkeeper pays for the officials and team travel from their SchoolFunds.   All supporting documentation for officials and travel expenses will be maintained at the school for audit purposes.

1.   Officials Pay - Middle and high schools should use the Check Request/Reimbursement Form  to pay officials if an invoice is not received.  
Gate Receipts
1.   Regular Season Gate Receipts - Regular season gate receipts are collected through

SchoolFunds.

2.   Money that is collected is placed in the appropriate account in SchoolFunds.

Tournament Gate Receipts - The North Carolina High School Athletic Association NHCSAA governs tournament gate receipts.  There is a NCHSAA handbook, which outlines for each sport how the money is to be spent. A percentage of these gate receipts will go to NCHSAA and after expenses (Officials pay, utilities, etc.) are deducted, the rest is divided among the participating schools. The school can keep these gate receipts.

Admission and Ticket Sales - Athletics
When charging admission and selling tickets to an athletic event, internal controls must be established for the issuing of tickets, receipting the money and the depositing of the money. 
1.   Tickets

A. Admission fees to athletic events, dramatic performances, dances, etc. must be accounted                                                                        for by the use of a pre-numbered ticket.
B.
 A minimum of two people must be available to sell tickets for athletics and other charge events. There must be at least one seller of tickets and at least one collector of tickets.  The duties of each ticket seller must be segregated (separated) from the duties of each ticket collector.

C.  Students ARE NOT allowed to be a seller of tickets.

D.
Inventory - Someone should store the tickets other than the person who will be selling the tickets.  For example, if the business manager, club advisor or other designee is in charge of selling the tickets, the Bookkeeper will be the one to store the inventory of the tickets until the tickets are ready to be sold.
E.   Issuing - A record should be kept of all tickets that are issued to the business manager, club advisor or other designee.  When the event is over the business manager, club advisor or other designee will count and return any unused tickets. A Cash Collection Activity Report will need to be completed and turned in to the Bookkeeper.

F.   MONIES MAY NOT BE TAKEN HOME BY ANYONE OR LOCKED IN THE TRUNK OF A                         VEHICLE!

2.   Receipting the money
a.   The business manager, club advisor or other designee should count the money (the ticket sales and the money collected should equal). A Cash Collection Activity Report and a Deposit Slip should be completed by the business manager, club advisor or other designee. All money will be taken to the bank and placed in the night deposit box directly after each event or the same night if there are multiple events.
b.   The business manager, club advisor or other designee will be escorted to the bank by a Police Officer/Sheriffs Deputy when the money collected is from a Football Game or if the gate receipts are anticipated to be over $2,500.00.
c.   On the next business day, the business manager, club advisor or other designee will pick 

       up the Deposit Slip from the bank.  The Cash Collection Activity Report and the Deposit 


 Slip will then be turned in to the Bookkeeper so that the deposit can be recorded in 


 SchoolFunds to the appropriate account.
d.
 The Bookkeeper will receipt the person that signs the Cash Collection Activity Report.

3.   Report - The Cash Collection Activity Report is used to report the receipts from the sale of tickets to the school Bookkeeper.

a.   Prior to the sport/event the business manager should receive from the Bookkeeper or other responsible person pre-numbered tickets. The ticket numbers received should be recorded on the Cash Collection Activity Report.
b.   After the event, the ticket seller will turn in the tickets that have not been sold to the Bookkeeper or other responsible person.
Admission and Ticket Sales - General
When charging admission and selling tickets to an event, internal controls must be established for the issuing of tickets, receipting the money and the depositing of the money. Examples may include school dances or band concerts.
1.   Tickets

a.   Inventory - Someone should store the tickets other than the person who will be selling the tickets.  For example, if the Business Manager, club advisor or other designee is in charge of selling the tickets, the Bookkeeper will be the one to store the inventory of the tickets until the tickets are ready to be sold.
b.   Issuing - A record should be kept of all tickets that are issued to the Business Manager, club advisor or other designee.  When the event is over the Business Manager, club advisor or other designee will count and return any unused tickets. A Cash Collection Activity Report will need to be completed and turned in to the Bookkeeper.

2.   Receipting the money
a. The Business Manager, club advisor or other designee should count the money (the ticket sales and the money collected should equal). A Cash Collection Activity Report should be completed by the Business Manager, club advisor or other designee and turned in to the Bookkeeper with the money or deposit money with bank (over $250). 

b. General Statute 115C-445 and Board Policy #8325 requires money to be turned in daily or the next business day to the Bookkeeper.

3.     Report – The Cash Collection Activity Report is used to report the receipts from the sale of

        tickets to the school Bookkeeper.

a. Prior to the event the business manager should receive from the Bookkeeper or other responsible person pre-numbered tickets. The ticket numbers received should be recorded on the Cash Collection Activity Report.

b. After the event, the ticket seller will turn in the tickets that have not been sold to the Bookkeeper or other responsible person.  

4.     Proceeds from the sale – Payments to ticket takers and others may not be made from cash    

proceeds from the event. The Bookkeeper will verify that the information on the Cash Collection Activity Report corresponds to the amount of money that is collected and will issue a receipt to the person turning in the money. This amount will be recorded to the appropriate account in SchoolFunds.

a. Prior to the event the business manager should receive from the Bookkeeper or other responsible person pre-numbered tickets. The ticket numbers received should be recorded on the Cash Collection Activity Report.

b. After the event, the ticket seller will turn in the tickets that have not been sold to the Bookkeeper or other responsible person.      

Financial Procedures for Fundraising in the School
Principal/Bookkeeper should provide annual training on fundraising policy/procedures to all employees involved in SchoolFund Activities.

Approval
Before any fundraiser can begin, approval from the Principal must be obtained in accordance with

Board Policy #5220.  The form for approval is in the Bookkeeper’s Manual,. A copy of all fundraising activities must be forwarded to the Superintendent. It is best to coordinate all fundraising in the school so that fundraisers can be held at a variety of times during the school year. (See Sales and Use Tax section for one time sales tax exempt fundraisers.)
Profit Analysis
Before a fundraising project begins an analysis needs to be performed on pricing the product, estimating the profits and calculating the expenses (including sales tax). A fundraising project cannot operate in the negative. An example of a way to determine the price to charge for the product and the profit to be obtained is below. It assumes the product cost is .25 per item, and the club plans to sell 100 items.   Expenses for supplies (e.g., cash box, receipt book) are $5.00 and sales tax is 8.00%. The sales tax rate may be different, this is just an example.
	Sales price of product
	.30
	.35
	.40

	Quantity sold
	100
	100
	100

	Amount of money collected

(100*sales price)
	30.00
	35.00
	40.00

	Cost of product (.25 per item)
	25.00
	25.00
	25.00

	Less expenses (estimate)
	5.00
	5.00
	5.00

	Less 7.00% Sales Tax (Sales
price *.07)
	2.10
	2.45
	2.80

	Estimated Profit
	-2.10
	2.55
	7.20


This example shows that you could not operate this fundraiser by charging $.30 because it produced a negative balance.
Purchasing Items
Purchasing guidelines must be followed when buying items for fundraising projects to sell or to use. Please check with the Finance Office for these guidelines.
Internal Controls
Internal controls must be established and followed when holding a fundraiser.  Inventory should be considered to be “cash” and secured and counted. Cash should be controlled and accountable at all times.  Internal controls not only insure the safety and security of cash and inventory, but also assist the employee from being placed in precarious situations for the mishandling of these assets.

a.   All money that is collected is to be counted and turned in to the Bookkeeper.  The Bookkeeper will receipt the employee who turns in the money.
b.   Before the money (cash and checks) is turned in to the Bookkeeper, the employee who collects the money is fully responsible for the safe keeping of the money.

Inventory
Either the advisor has the inventory or the vendor holds the inventory and the school receives a commission.    If  the  school  holds  the  inventory,  there  are  two  different  methods  of  tracking inventory.

1.   Maintaining two inventories:

a.   Bulk Inventory - The bulk inventory is stored in a locked facility separated from the inventory that is sold regularly (working inventory). Only the advisor should have access to this inventory. The balance can be carried forward each day unless some of the inventory is used. If any of the inventory is used it must be counted.
b.   Working Inventory - This is items that are available to be sold on a regular basis (daily or weekly). A physical inventory should be taken each time the items are sold.
2.   Maintaining one inventory:

a.   All items should be counted each time any items are sold.
b.   If the vendor maintains the inventory they are responsible for inventory records and control.

Expenses and Profits
1.   Expenses
a.   No expenses can be paid from the cash profits of the fundraiser. A check must be issued. b.   A check request should be submitted for all expenses to the Bookkeeper.

c.
All expenses associated with an individual fundraising project should be charged to the account that was set up for this fundraiser through the school Bookkeeper.   (e.g., School store expenses should come from the school store account.)

2.   Profits

a.   All money received for an individual fundraising project should be credited to the individual club account (e.g., funds received for DECA Club candy sales should be credited to the DECA Club account).

b.   At the end of the school year, the school Bookkeeper will transfer all remaining (profits) for school wide projects into the school’s General Fund account to be used for general purposes of the school.

Change Fund (if needed for school store, concessions stand, After School Program or library)

1.   A fund may be set up without the prior written approval of the Chief Financial Officer – under $250.

2.   The change fund should be recorded in a separate account in SchoolFunds.

3.   This money is used to make “change” during the sale of products.

4.   A cash box that locks should be purchased to secure the change fund. The school advisor should be the only person with a key. While using the cash box(es) one person should be assigned to each box. When the box is not in use the advisor should store it in a locked facility. The advisor is completely responsible for the funds at all times.

5.   The balance of the cash box should always remain the same.
6.   The money is received from either the General Fund or profits from the previous year’s club/class account. At the end of the year the change fund should be turned back into the Bookkeeper.

7.   Cash must be counted each time the group sells a product. The money needs to be counted before and after the sale. The difference between beginning and ending balance of the change fund should equal the amount received from the items sold less the change fund balance. If not, this should be noted as an overage or shortage and discussed with the cashier who used the cash box.

Bingo
According to North Carolina General Statutes, school organizations (e.g., clubs, class projects) are not considered a “non-profit organization” and therefore cannot have Bingo’s.  A school’s PTA may

be allowed, but they need to review the licensing and application process before they begin.  There are instructions in the PTA Dollars and Sense Handbook for Bookkeepers. Reference: North Carolina General Statutes, 14-309.5. Bingo.
Raffles
According to North Carolina General Statutes, governmental entities are allowed to have raffles. The maximum cash prize that may be offered or paid for any one raffle is one hundred and twenty- five thousand dollars ($125,000) and if merchandise is used as a prize, and it is not redeemable for cash, the maximum fair market value of that prize may be one hundred and twenty-five thousand dollars ($125,000).   Raffles shall not be conducted in conjunction with bingo.   None of the net proceeds of the raffle may be used to pay any person to conduct the raffle, or to rent a building where the tickets are received or sold or the drawing is conducted.  Reference:  North Carolina General Statutes, 14-309.15. Raffles.
Sale of Food
Food items for fund-raising purposes may not be sold on school grounds between midnight and until 30 minutes after the final lunch period has ended.  (See Board Policy #6230)
Procedures for Third Party Donations (Not PTO/PTA or Booster Organizations)
When collecting money for third parties where the schools simply collect the money and forward it to another organization, please follow the procedures below to make certain that all money is handled correctly and good internal controls are in place.
1.   Two people at each school are responsible for the collection efforts.   
2.   Students and staff should turn in the cash or checks to the two responsible individuals. Due to the usually small amount of change collected, individual receipts are not needed.  These two employees then count all the money and turn it in daily to the school Bookkeeper. Checks can either be made payable to the organization or made out to the school. If the check is made payable to the organization it is held and sent with the SchoolFunds check. If the check is made payable to the school, the school will deposit it and then will include this amount in the overall donation. (Checks made out to the school are tax deductible as well as most charitable organizations.)

3.   If coins are being collected, the coins should be counted and rolled in coin wrappers by the two responsible people prior to being turned in to the Bookkeeper.

4.   If a central collection place is made at the school, such as a bottle or box, these collection containers should only be placed out during certain hours, for example, lunch periods.  These containers are ALWAYS monitored by the two responsible employees. At the end of this collection time the money should be counted and turned into the Bookkeeper. No money is to be left out during school hours or overnight at any time.

5.   The schools should set up a line item in SchoolFunds entitled the name of the event such as
American Red Cross-Katrina.
6.   The Bookkeeper writes a receipt for the money turned in by one of the two responsible people.
7.   The fundraising event is held for a specific length of time, for example, two weeks with a stated beginning and ending date.
8.   After the end period of the event, a check is made payable to the agency from each school’s SchoolFund account. Such as the American Red Cross. If any other checks were collected and made payable directly to the organization they can be included with the SchoolFunds check and sent to the organization.
9.   Please track this information.  If requested, each school should be able to email the amount that was raised at their school to the Community Schools/Public Relations Department. The department can compile the data so that as a whole the school system will know the amount donated.
Month End Closing Procedures
1.   When the bank statement is received, any necessary adjustments such as interest, service charges, or returned checks should be posted with the date indicated on the bank statement or the last day of the month you are reconciling.
2.   Perform the Month-End Closing Procedures as outlined in the “SchoolFunds” User Manual.

3. Each school will submit the monthly Bank Reconciliation to the Finance Department. This report should arrive in the Finance Department no later than the twentieth of each month following the reported month so the Finance Department can prepare their reports. All schools must close out their books each month and submit the following reports:

a) Bank Reconciliation
b) Bank Statement (all pages)
c) Deposits in Transit

d) Deposit Summary

e) Receipt Register for the Month

f) Outstanding Checks
g) Check Register for the Month

h) Receipts and Disbursements
4.   The Statement of Receipts and Disbursements that is sent to the Finance Department must be reviewed prior to sending to ensure the following:
a.   Cash ending balance should equal the reconciled bank balance. b.   Total of Regular Accounts should equal total of Asset Accounts. c.   Beginning balance equals the prior month’s ending balance.
For specific SchoolFunds posting procedures, refer to the SchoolFunds Users Guide.
Fiscal Year-End Closing Procedures
June 30, XXXX
1.   The Finance Department will send the procedures for closing the year in SchoolFunds and also send a list of what reports need to be run before June 30th each year. However, the following procedures should be done as soon as the June bank statement is received.
2.   When you receive your June bank statement complete all June transactions for receipts, disbursements and adjustments, including your bank charges and interest.

3.   Reconcile your bank account for June and print the reconciliation, deposits in transit report, deposit summary, receipt register, the outstanding checklist, check register and the statement of receipts and disbursements.
4.   Print a DETAILED statement of Receipts and Disbursements report after transfers have been made and make sure it is in balance and agrees to the bank reconciliation.  When in balance, complete year-end SchoolFunds processing steps sent out by the Finance Department.

5.   The reports listed below should be sent to the Finance Department no later than July 15th.
a.   A copy of your Statement of Receipts & Disbursements for June.  This report should be run after you have done your transfers and before you do the year-end closing.
b.  A copy of all pages of your bank statement, bank reconciliation and outstanding checklist and deposits in transit.

d.   A copy of the July Receipts and Disbursements Report showing balances from the end of the year are now the new balances for the beginning of the new fiscal year.

e.   Sales Tax Report for the fiscal year.

6.   File all other year-end reports with your June records.  A copy does not need to be sent to the
Finance Department unless noted above.
Calendar Year End Procedures (December 31, XXXX)
1.   1099 report Please note that you will need to print a 1099 report as of 12/31/XXXX and send it to the Finance Department so the 1099's can be sent.  This report should be mailed as soon as all expenses for December have been posted.
2.   A Sales Tax Report should be run and a copy sent to the Finance Department.

Chart of Accounts
Account Types
Receipts and disbursements should be accounted for in accordance with the following classification of funds:

1.   School Organizations and Clubs - Although the local school acts as custodian of these funds, the club or organization has legal ownership.  The club may expend these funds (as permitted by local board rules, state and federal laws), after all bills for this activity have been paid by check. The Principal has the power to disallow expenditures of these funds. If a disagreement arises as to the use of these funds, the Superintendent, upon written request of the aggrieved party, will review the Principal’s decision. Examples are clubs, class accounts and athletic activity.

2.   School Fundraisers such as Class Pictures, Class Rings, Yearbooks and Concessions - The profits earned from these activities are to be transferred to the General Fund after all liabilities have cleared.  These funds may not be spent for an individual group or activity. (See Fundraising section)
5.   Parking fees 

       a. Elementary and Middle Schools – this does not apply.

       b. High School – the student handbook gives details on student fees for parking.
6.   Non-Expendable Trusts – Money that is donated for a specific purpose, such as money donated for scholarships, is legally considered a non-expendable trust. This type of fund represents money to be held under conditions in which the money is spent for a specific purpose.  The Chief Financial Officer in the Finance Department should be contacted when a school receives these funds.  These funds should be deposited with the Chief Financial Officer as a non-expendable trust fund. This money is subject to the general laws of trusts and
Trustees in accordance with applicable sections of GS: Chapters 32, 36A and 37C. (e.g., scholarship funds)

7.   Mini-Grants – Grants greater than $1,000 but less than $10,000 may be approved at the
school Administrative level with a copy of the “Request to Apply for a Grant” form being sent to Finance and Student Support.  Grants greater than $10,000 must be approved by the Superintendent (or Superintendent’s designee). Mini-Grants should be easily identified in SchoolFunds by including Mini-Grant in the description.  (e.g., Chamber Mini-Grant) Grant funds and/or inventory purchased with grant funds are the property of Scotland County Schools.

8.   Petty Cash - No petty cash funds may be established in schools without prior written approval of the Chief Financial Officer or the Superintendent.

9.   Faculty Fund - This may be used to purchase flowers, cards or make donations for faculty or, staff members who have a death or illness in their family. Money should be collected from the faculty and staff to cover any expenditures from this fund.
10. General Fund - Board Policy 8410 establishes the rules concerning funds accounted for at an individual school. Section 12 defines four types of accounts, one of which is the General Fund. This category covers all accounts set up by the school that are not specifically held in trust for a club, class, or other designated purpose. The majority of activity in the category is in the General Fund Account, but these guidelines apply to all such discretionary accounts and are intended to provide guidance to Principals as they serve in a fiduciary capacity over School Funds. Principals are expected to use good judgment and discretion for all expenditures.

a.   Allowable Expenditures
i.
As stated in the policy, allowable expenditures are “limited to such expenditures that benefit the students or school as an entity, support the goals and strategies of the School Improvement Plan, and/or accomplish expectations set forth by the Superintendent.”

ii.    Honorariums for Guest Presenters (token gift or check)

iii.   Flowers may be sent to the families upon the death of an employee or student iv.   Student Incentive/Recognition Awards:

•
Student incentive/recognition awards should be limited to inexpensive items or special privileges such as field trips, dances, or other special events. Schools are encouraged to fund incentives with donated items from the PTA or Business Partners.

•   No cash, gift cards, or gift certificates are allowable with budgeted or school funds.

•   Incentives from budgeted funds are restricted to instructional supplies or field trips.
v.   Staff Recognition Awards:

•
Staff Recognition awards should be limited to educational or professionally related materials such as note pads, planners, and pens.

•
An inexpensive breakfast or lunch may be provided when employees accomplish a major school goal. Expense documentation should specify the purpose of the event and the attendees.

vi.   Food for staff meetings and workshops are limited in accordance with the SCS Travel and Workshop Procedures – Please provide all names of attendees with documentation..

vii.  Staff shirts with school emblem
viii. Field Trips – Field Trip fees should not be inflated to cover students that cannot afford to pay. Such expenditures may be made from the General Fund. Field trip expenses related to chaperones may be included in the cost of the trip for students.

ix.   Specific Needs of Children – Principals should coordinate other community resources as needed for specific needs of children. If community resources are not available, exceptions to the student gift limitation may be requested from the Chief Financial Officer.
b.   Unallowable Expenditures
i.    Staff gifts (are limited to the Faculty Fund)
ii.    Student gifts
iii.   Flowers may not be sent to staff members except as noted above, unless paid from
Faculty Funds.

iv.   Examples of unallowable expenditures:

•   Gift Cards or Gift Certificates 
•   Celebrations such as baby showers, holidays, weddings, or other personal events
•   Cost of lunches or gifts for Administrative Assistant’s Day, birthdays, or any holiday
•   The expenses of a spouse for a school event.
•   Gifts of recognition of a non-professional nature (e.g., candy, snacks, and flowers)
•   Staff Social Events
Permissible expenditures from the “General Fund” are issued by the Superintendent.

Furthermore there may be certain circumstances where gift cards are appropriate.  These       circumstances require prior approval from the Chief Financial Officer.
BUDGET ACCOUNTS AND BUDGET CODE FORMAT

Budget codes are based on the State Uniform Chart of Accounts and are made up of seven segments. These segments are defined as follows:

X
XXXX

XXX

XXX

XXX

XXX

XX

Fund
 Purpose

Program

   Object

   School

     User

Category

Effective July 1, the State of North Carolina instituted a major change to the standard Chart of Accounts. The intent of the new chart was to make program costs easier to track. There have been significant changes to the purpose code and object code segments of the account code. The new Chart of Accounts is much larger than the old one, and in some cases, the new code is the same as an old code but now has a different use/meaning. Budgets for fiscal year 2009 will be created using the new Chart of Accounts.

The following is a brief outline of the new Uniform Chart of Accounts with definitions and examples of each of the segments that make up the budget codes. The complete Chart of Accounts would be a useful tool and is available on the DPI website at the following address:

www.ncpublicschools.org/fbs/finance/reporting 

Fund Code:

The first segment is made up of one numeric digit and represents the funding source. The fund codes are as follows:

1 – State Public School Fund

2 – Local Current Expense Fund

3 – Federal Grant Fund

4 – Capital Outlay Fund

5 – Multiple Enterprise Fund (Child Nutrition)

6 – Trust and Agency Fund

7 – Reserved for local use

8 – Reserved for future state use

9 – Reserved for future state use

Purpose Code:

The second segment is made up of four numeric digits and represents the purpose or function. Purpose means the reason for which something exists or is used. Purpose includes the activities or actions that are performed to accomplish the objectives of the school system. For budgeting and accounting purposes, expenditures are classified into five purposes as follows:

5000 series – Instructional Services

6000 series – System-Wide Support Services

7000 series – Ancillary Services

8000 series – Non-Programmed Charges

9000 series – Capital Outlay

The “purpose dimension” is broken down into a function level at the second digit and, where appropriate, into a sub-function level at the third digit. The fourth digit of this segment is not currently required by NCDPI.

Instructional Services – 5000:

5100 – Regular Instructional Services


5110 – Regular Curricular Services


5120 – CTE Curricular Services

5200 – Special Populations Services


5210 – Children With Disabilities Curricular Services


5220 – Children With Disabilities CTE Curricular Services


5230 – Pre-K Children With Disabilities Curricular Services


5240 – Speech and Language Pathology Services


5250 – Audiology Services


5260 – Academically/Intellectually Gifted Curricular Services


5270 – Limited English Proficiency Services

5300 – Alternative Programs and Services


5310 – Alternative Instructional Services K-12 (during regular year)


5320 – Attendance and Social Work Services


5330 – Remedial and Supplemental K-12 Services



(During regular school day – Title I activities coded here)


5340 – Pre-K Readiness/Remedial and Supplemental Services


5350 – Extended Day/Year Instructional Services



(Before/after school hours, Saturdays, summer programs)

5400 – School Leadership Services

5500 – Co-Curricular Services

5800 – School Based Support Services


5810 – Educational Media Services


5820 – Student Accounting


5830 – Guidance Services


5840 – Health Support Services


5850 – Safely and Security Support Services


5860 – Instructional Technology Services


5870 – Staff Development Unallocated


5880 – Parent Involvement Services


5890 – Volunteer Services

System-Wide Support Services (6000):

6100 – Support and Development Services


6110 – Regular Curricular Support and Development Services


6120 – CTE Curricular Support and Development Services

6200 – Special Population Support and Development Services


(System-wide EC Support Services)

6300 – Alternative Programs & Services Support & Development Services

6400 - Technology Support Services

6500 – Operational Support Services


6510 – Communication Services


6520 – Printing and Copying Services


6530 – Public Utility and Energy Services


6540 – Custodial/Housekeeping Services


6550 – Transportation Services


6560 – Warehouse and Delivery Services


6570 – Facilities Planning, Acquisition and Construction Services


6580 – Maintenance Services

6600 – Financial and Human Resource Services


6610 – Financial Services


6620 – Human Resource Services

6700 – Accountability Services


6710 – Student Testing Services


6720 – Planning, Research Development, and Program Evaluation

6800 – System-Wide Pupil Support Services


6840 – Health Support Services


6860 – Instructional Technology Support Services

6900 – Policy, Leadership and Public Relations Services


6910 – Board of Education


6920 – Legal Services


6930 – Audit Services


6940 – Leadership Services (superintendent and 


Associate/assistant superintendents)


6950 – Public Relations and Marketing

Ancillary Services (7000):

7100 – Community Services

7200 – Nutrition Services

7300 – Adult Services

Non-Programmed Charges (8000):

8100 – Payments to Other Governmental Units

8200 – Unbudgeted Funds

Capital Outlay (9000)

9100 – Category I – Land, Buildings, Site Improvement

9200 – Category II – Furniture and Equipment

9300 – Category III – Vehicles

Program Report Code (PRC)

The third segment of the budget code is made up of three numeric digits

and represents the program. A program is a plan of activities or funding

designed to accomplish a predetermined objective. This dimension of the

budget code allows the unit a framework for classifying expenditures by

program to determine cost. The program report codes are as follows:


001      Classroom Teachers

002
Central Office Administration

003
Non-Instructional Support Personnel

005
School Building Administration

007
Instructional Support

011
National Boards

012
Driver Training

013
Career Technical Ed – State Mos of Employment

014
Career Technical Ed – Program Support

015
School Technology

017
Career Technical Ed – Program Improvement

020
Foreign Exchange

027
Teacher Assistants

028
Staff Development

029
Behavioral Support

031
Low-Wealth Counties Supplemental Funding

032
Children with Special Needs

034
Academically/Intellectually Gifted

035
Child Nutrition

042
Child and Family Support Teams – School Nurses

043
Child and Family Support Teams

044
IDEA VIB Capacity Bldg & Improvement (Silver)

048
Safe and Drug-Free School

049
IDEA Pre-School Handicapped Grant

050
Title I – LEA Basic Program

053
School Improvement Grants

054
Limited English Proficiency (LEP)

055
Learn and Earn

056
Transportation of Pupils

057
Abstinence Until Marriage

059
Title V-Innovative Education Program Strategies

060
IDEA VI-B Handicapped

061
Classroom Materials, Supplies and Equipment

063
Developmental Day and Community Residential

068
Alternative Programs and Schools

069
A-Risk Student Services

072
Improving Student Accountability Standards

103
Improving Teacher Quality

106
Reading First State Grant

107
Education Technology

109
Rural & Low Income Schools

110
21st Century Community Learning Centers (DPI)

303
Workforce Investment Act (in-school)

306
Medicaid (Fee for Service)

107
Scotland SCHOLARS 21ST Century Grant

310
Indian Education Act

314 
Workforce Investment Act (out-of-school)

344
Safe School/Healthy Students

413
More At Four

445
Scotland Scholars – ALA

501
New Schools Project (Gates Foundations)

614
NC Partnership for Excellence

615
School Nurse Funding Initiative

704
Community Schools

802
Maintenance/Operation of Plant

803
High School Athletics

843
Middle School Athletics

9XX
Capital Outlay (XX = fiscal year, such as 09)

Object Code:

The fourth segment of the budget code is made up of three numeric digits and represents the object. Object means the service or commodity obtained as a result of a specific expenditure. The major object categories are subdivided to obtain more detailed information about objects of expenditures.


Salaries (100)


121 – Techer


123 – JROTC Teacher


124 – VIF Teacher


125 – New Teacher Orientation

128 – Re-employed Retired Teacher (exempt from earnings cap)


141 – Teacher Assistant – Other (personal care)


142 – Teacher Assistant – NCLB


143 – Tutor (within the instructional day)


162 – Substitute Teacher – Regular Teacher Absence


163 – Substitute Teacher – Staff Development Absence


171 – Driver


198 – Tutorial Pay (after hours)


Employee Benefits (200)


211 – Employer’s Social Security Cost


221 – Employer’s Retirement Cost


231 – Employer’s Hospitalization Insurance Cost


Purchased Services (300)


311 – Contracted Services


312 – Workshop Expenses/Allowable Travel


315 – Reproduction Costs (Copier)


333 – Field Trips


Supplies and Materials (400)


411 – Supplies and Materials


414 – Library Books


418 – Computer Software and Supplies

461 – Furniture and Equipment – less than $5,000 (Inventoried only-if not       inventorying  the item, use 411)

462 – Computer Equipment – less than $5,000 (Inventoried only – if not inventorying the item, use 411)

Capital Outlay (500)

541 – Purchase of Equipment (over $5000)

542 – Purchase of Computer Hardware (over $5000)

551 – Purchase of Vehicle

School Code:

The fifth segment of the budget code consists of three numeric digits and represents the school or location.

000      Central Office

304
Carver Middle

312
Covington Street Elementary

316
Shaw Academy

320
IE Johnson Elementary

328
Laurel Hill Elementary

343
Scotland High

348
Scotland Early College

349
Spring Hill

364
Sycamore Lane Elementary

356
South Scotland Elementary

360
Wagram Primary

User Code:

The sixth segment of the budget code is made up of three numeric digits and represents the user. A user code is a tool designed to provide computer access to funds assigned to that user.

100 – Superintendent

200 – Associate Superintendent, Personnel and Support Services

300 – Reserved for Schools

558 – Director of Student Services

559 – Director of Exceptional Children

560 – Associate Superintendent, Instructional Services

563 – Director of Technology Services

566 – Director of Testing

571 – Director of Elementary Education

573 – Director Community-Schools

590 – Director of Maintenance

595 – Director of Maintenance

606 – Grant Writer

900 – 9th Grade Academy

Chart of Accounts
The following charts are based on funds now in use by the schools and should be used by all schools to present uniformity in accounting.   Accounts may be added to this chart to facilitate proper accounting records upon written consent of the Chief Financial Officer.  Schools can set up sub-accounts, as needed, without prior approval. Club or Class name should be used instead of personal names.

CHART OF ACCOUNTS
100.00                 CASH ACCOUNT

500.00                 GENERAL FUND/OFFICE ACCOUNTS
600.00                 ATHLETIC ACCOUNTS
700.00                CLUB/STUDENT ACCOUNTS
800.00                OTHER/MISCELLANEOUS ACCOUNTS

BOOKKEEPING
[image: image2.wmf]
SchoolFunds - Principal’s Monthly Checklist
Month of:  

1.  
Invoices: Review invoice(s) and check request(s) before the check is completed.


a.   Check the invoice and check request(s) for reasonableness.

i.    Were the products received?  Did someone sign stating the items were received?

ii.    Did the person attend the seminar? Is the travel reasonable?
2.   Checks: Review the checks supporting documentation before signing the checks.

Signature stamps are not accepted, original signatures only.

Do the check amounts equal the invoice or check request amount? Is the invoice approved?
3.   Reports:
a.   Review the “Statement of Receipts and Disbursements”

i.    Do all account balances have a positive balance?
ii.    Do you recognize the names of the accounts as clubs or approved fundraisers?

iii.   After reviewing, sign the form. Original signatures only. No signature stamps.

Bookkeeper should also sign.
b.   Review the “Outstanding Check List” (Checks that the school has written but the recipient has not cashed.)

i.
Checks older than 90 days-The Bookkeeper should be contacting the person requesting them to cash the check.  (See Appendix B for sample letter)
ii.    Checks that are not cashed MUST stay on the outstanding checklist report for 1 year.

These checks cannot be removed and placed back into the “SchoolFunds” accounts unless the person signs an affidavit that they will not cash the check. (See Appendix B for sample). This is State law.

c.   “Bank Reconciliation” sheet from SchoolFunds:

i.    The “Statement Ending Balance” is the closing balance or the ending balance from the
Bank statement.

ii.
Deposits in transit- Deposits that have been made that month that do not appear on that month’s bank statement.  (Any outstanding deposits for the prior month should always be on the next month’s statement.)

iii.   “ADD” – these are non-posted items. Always ask the Bookkeeper what this item represents.  This should not be a frequent occurrence.

iv.   “Outstanding Checks” are the total from the SchoolFunds “Outstanding Check List

Report” for that month.
v.
“LESS” - these are non-posted items. Always ask the Bookkeeper what this item represents.  This should not be a frequent occurrence.

vi.   “Reconciled Bank Balance” for “Cash/Bank Account”, from the “Statement of
Receipts and Disbursements” SchoolFunds report.

vii.  “Other Assets”: Cash Management account.  This should be the ending balance on the
Cash Management statement.

viii. “Bank Balance and Other Assets” is the total of everything.
ix.   The Principal should sign this form after reviewing these figures.  The Bookkeeper should also sign. Original signatures only.

SchoolFunds - Bookkeepers Monthly Checklist
For the month of  

1.   All receipts should have a clear audit trail.

a.   All teacher receipt descriptions should be clear as to what the money was receipted for and whom the money was receipted from.

b.   All Bookkeeper Receipts should cross-reference to the teacher’s receipt numbers.

c.
The amount received from the teacher should equal the amount of the receipt issued by the Bookkeeper.

d.   The total from all of the Bookkeeper’s receipts received should equal the amount deposited to the bank on the bank deposit slip.
e.   The confirmation slip from the bank should equal the deposit slip prepared by the
Bookkeeper. 
2.   All checks should have proper authority and correct support.

a.   All check request should have prior approval prior before the check is 
  written.

b.   All checks should have two signatures.

c.
All checks should have an invoice or check request, a receipt or a written explanation signed and dated by the person requesting the check before a check can be written.

d.   There should not be any past due bills. Any past due bills should be signed off by the

Principal and discussed with the teacher or staff member.

3.   All records should be filed in date order by month.  This should include:



a.   Bank Reconciliations



b.   Deposits



c.   Receipts



d.   Checks – attached to the check request form should be the invoice, receipt or 
      other support/documentation for the amount.
SchoolFunds - Teacher Checklist
All money that is collected should be organized in the following manner before being turned into the Bookkeeper at each school. Failure to follow these instructions could result in the envelope/receipt book with the money being returned to the teacher and a delay in a deposit to the account.

Receipts:
1.    All money received should be receipted using a pre-numbered receipt. The school Bookkeeper issues these receipt books.

2.    Each individual receipt should be added and equal the amount of money that is being turned in to the Bookkeeper daily.

3. 
Each individual receipt should include the payer, the date, the amount, the method of payment (cash or check), the purpose of the receipt and the employees’ signature.
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Sample of Outstanding Check Letter
(School Name or Letterhead)

Date

Name

Address Line

Address Line

During our monthly finance reconciliations, School Name came across check # XXXXX issued to you on 00/00/00 for $00.00.  As of today, this check has not cleared our school bank records.   This check is over 90 days old.  If you still have possession of this check, please return it to the School Name here in City, NC and we will issue you a replacement check.  If you do not have this check, please sign and date below requesting a new check and return it to School Name, ATTN:  Bookkeeper, School Address.  If this money is not claimed, the $00.00 will be forfeited and escheated to the state of North Carolina using the applicable laws and regulations.  Feel free to call me at the telephone number below if you have any questions.

Sincerely,

Principal Name

Principal

Scotland County Schools

(910) 000-0000 

________
YES, I claim the money mentioned above.  Please issue me a new check.

________
NO, I do not claim the money mentioned above.

Signature & Notes:

______________________________________________________________

______________________________________________________________

Sample of a Donation Letter
(School Name or Letterhead)
Joe Smith

123 Broad Street
Anywhere, NC  58888
January 10, 2012
Dear Mr. Smith:

Thank you for your donation of $100.00 to ABC School.  We appreciate your generosity and will use it as you specified in your request.

Sincerely,

Principal
	Receipt Book Log

	
	
	
	
	
	

	School Name___________________________

	20XX-20XX

	
	
	
	
	
	

	Date Issued
	Receipt Numbers
	Individual Name
	Dept.
	Individual Signature
	Date                 Turned-In

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


Concession Sales Report
School name  

Sport/Event  



Date  
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Total
Prepared By                                                                                                                               Date  
 Club Advisor
Received By                                                                                                                               Date  
 

School Store Inventory Report
School name  

 For the Month of:  

Sport/Event  

[image: image36.jpg]School Name
Cash Collections Activity Report (Rev. 03/10)

School Name:

Department/Team:

Activity Date:

Activity:

Ticket Sales Revenue:

[ Adult Ticket Sales ] | Child Ticket Sales

Beginning Ticket Number: Beginning Ticket Number:

Ending Ticket Number:

Total Ticket Sales

I | I
I | Ending Ticket Number: I
Total Ticket Sales [ | |
I | I

Cost per ticket: Cost per ticket:

Adult Ticket Revenue: ( | Child Ticket Revenue: |

TOTAL TICKET REVENUE |

Beginning Cash: |

Projected Ending Cash: |

Reconciliation of Cash Collection:

Checks

$100.00
$50.00
$20.00

$5.00
$1.00

Coins

I
I
I
I
$10.00 |
I
I
I
I

Actual Ending Cash: Less Beginning Cash I

Total Receipts I

Signature of Responsible Parties:

Cash Collected By:
Tickets Collected By:
Verified by:




Total
Prepared By                                                                                                                            Date  
 Club Advisor
Received By                                                                                                                           Date  

CONTRACT BETWEEN
                                                                   (name of school)
                                                                                                              (school address)
NAME OF COMPANY/INDIVIDUAL

AND
SOCIAL SECURITY # OR FEDERAL  ID #     
 ADDRESS         

This contract will begin on                                       and end on                                     between  

name of school) and                                                                                      . Both parties mutually agree to the following:
A.                                                                                    (name of school) will (describe  in detail):
1.  Supervise  the program.
2.    Provide  

3.    Provide  

4.    Pay approved invoices from budget code 

B.         Contractor  will (describe  in detail):
[image: image37.png]


1.   Provide
2.   Provide
3.    Provide  

4.    Provide  

C.                                                                                       (name of school) and Contractor  will together:
1.
2.
D.       The maximum allowed charges against this contract shall be
This contract cannot be amended,  modified  or altered except by agreement,  in writing, by duly authorized officials  for  both  parties.    Either  party  may  terminate  this  contract  after  giving  a thirty-day  notice,  in writing,  of intent to do so.   In witness  whereof  the parties  acting  through  their duly authorized  officials have executed this contact.
Board  Policy  #6080  does not allow  a contract  between  an existing  employee  and
(name of school).
Print Principal’s  Name                                                           Principal’s  Signature                                  Date
Print Contractor’s Name                                                        Contractor’s Signature                               Date
AFFIDAVIT AND INDEMNITY BOND

Form 70-150

STATE OF North Carolina
COUNTY OF Scotland
, (name of payee/affiant) being first  duly  sworn,
deposes and  says  that  check(s) numbered

for $

, (check
amount) dated                   _, (check date) issued by  

(name of school), an agency of the State of North Carolina and  made payable to the order
of this  payee/affiant,
                   has/have not been received by this  affiant,
                   has/have been received by this  affiant but has/have since been stolen or lost,
                  has/have been received by this  affiant, but has/have since been destroyed,
                   has/have been examined by me and  the first  endorsement is not  mine,
and  that  I did not cash  the check(s) and  have never benefited in any manner from said  check(s);
that  this  affiant seeks to have

(name of school) replace
said  check(s). In consideration of the issuance of the replacement check(s) by  
 (name of school),  I the undersigned, am held  and  firmly bound unto
(name of school) in the sum  of $                          (an amount equal to the sum of the check(s) involved herein), to be paid to the  

(name of school), to the payment whereof, well  and  truly to be made, I bind  myself and  each  of my heirs, executors and  administrators, firmly by these presents, so that if I, my heirs, executors of administrators, shall at all times save  harmless and  keep indemnified
(name of school) against any  claim, demand, loss
or expense of any  character, and  against all loss  and  damages whatever that  shall or may  result at
anytime to

(name of school), or any agency thereof,
arising out of and  by reason of the issuance to the undersigned of the duplicate check(s) in replacement of the check(s) hereinabove described, then  this  obligation to be void  and  of no effect, otherwise to be and  remain in full  force and  effect.
WITNESS my hand and  seal,  this  the                    day of

, 20          .
Social Security #                                                                                      Payee/Affiant
Subscribed and  sworn to before me
this  the                       day of                                           , 20          .
, Notary Public
My commission expires

.                                (Official Seal)
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Monthly Payroll Procedures

Make sure LINQ and AESOP match 
Make sure budget codes are on all (04) professional development absences
To add budget code for (04) professional development absences
Click on input

Click on absences

Highlight teacher

Click on edit beside date for code to be added

Under sub code put in site number (school number)

Key in budget code for sub

Click apply

Click save

Make sure all adjustments and corrections had been done before going forward

Approve each due date by the payroll calendar specifications

Run reports based on due date
To print Absence Input Report

Click on reports

Click on Absence Input Report

Select Pay Group (print one for each on the due date)

Teacher 10 Month Employees

ADM 11 & 12 Month Employees

Dual 11 & 12 Month Employees

Dual 10 Month Employees

Bus Transportation/PCA/Hourly

Select pay period

Select site

Order by site

Employee number

Print

To print Substitute Listing Report 

Click on reports

Click Substitute Listing

Select pay group (print for all pay groups that apply)

Select pay period

Select site

Sort by employee

Print

To print Hourly Summary Report (for bus payroll)

Click on reports

Select pay group 

Bus Transportation/PCA/Hourly

Select site

Print 

Send to finance on due date

Cover sheet with summary of changes, etc.

Absence Input Report (print on the due date)

Substitute Listing Report

Hourly Summary Report (for bus report)

Make sure secretary and principal have signed all reports

Manage Time Sheets 

This is where you manage employees’ TimeKeeper Web time sheets. Time can be viewed, added, adjusted, approved, and deleted from this screen. 

Manage Time Sheets Form 

Use the following form to manage time sheets: 
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FILTER BY 

· Filter the time sheets by any combination of Date Range, Site, Job, or Employee.
· Select to see Unapproved, Employee Approved Only, Admin Approved Only, or All.
· Click Refresh.
· Once you click Refresh, the employee time records matching your selection criteria will display in the grid. It is sorted by Employee, Job, and Date. There is a weekly total for each employee job.

· The grid displays the results by sum of hours by week.

· If the time record came through TimeKeeper Web, a Time In and Time Out (if applicable to that employee job) will be displayed. If the record was entered or corrected through Hours Worked, Time In and Time Out will be blank. Only Hours will be displayed. An asterisk (*) next to a time record indicates it was created by the Calendar. 
[image: image10.png]


Use caution with Filter selections. The broader your selection, the more time it will take to process. Try to narrow down as much as possible before clicking Refresh. If your selection is large, you will receive a warning similar to the figure below. This is just a warning. You can click OK to continue as selected, or click Cancel to change your filters to a smaller selection.
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EXPAND/COLLAPSE OPTIONS 

· In addition to being able to expand each employee individually, there are three expand/collapse options to the left of the Name column in the grid to expand/collapse all employees in grid.

· The 1 lists the employees’ hours for the period selected in a collapsed view (default view).
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· The 2 lists the employees and their weekly time sheets with their sum of hours.
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· The * lists the employees, their weekly sums of hours, and the daily detailed of their hours for each week.
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Users can change the Job Description here if the employee has multiple jobs. Click on the job description to view dropdown a list of active jobs available for selection.
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· Select a different Job Description for the employee.

· Click Save.



 HYPERLINK "http://www.linq.com/Files/PR/Content/Manage%20Timesheets%20Modifying%20a%20Time%20Record.htm" 
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 HYPERLINK "http://www.linq.com/Files/PR/Content/Manage%20Timesheets%20View%20History.htm" 
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 HYPERLINK "http://www.linq.com/Files/PR/Content/Manage%20Timesheets%20Timesheet%20Approvals.htm" 
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 HYPERLINK "http://www.linq.com/Files/PR/Content/Manage%20Timesheets%20Absence%20Records.htm" 
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	       REQUEST FOR PAYMENT

       Scotland County Schools

School/Department: 

 


Date Submitted to payroll:

 

(Select from drop down box by clicking on box above)

Employee Name:

 

Employee ID#

 

Budget Code:

 

***Purpose of Request ***

 

Regular(or # of days) hours:

 

@

 

per day/hour   =

 $                            -   

Overtime hours:

 

@

 

per day/hour   =

 $                            -   


Subtotal

 $                            -   

Social Security   (7.65%)

 $                            -   

Retirement (21.68%)

 $                            -   

Total Payment

 $                            -   

 

 

 

       Date: ____________________________

School Principal/Supervisor

…….………………………………………………………………………………………………………………………….

(Below for Central Office use ONLY)

Signature of Finance Officer _______________________________________ Date: _________________________

*Remember to attach timesheets if required.

         Round time to the quarter hour.

This instrument has been preaudited in the manner required by the

                     School Budget and Fiscal Control Act.


	       REQUEST FOR PAYMENT
	
	
	

	
	
	       Scotland County Schools
	
	
	

	
	School/Department: 
	 
	
	Date Submitted to payroll:
	 
	
	

	
	
	(Select from drop down box by clicking on box above)
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Employee Name:
	 
	
	Employee ID#
	 
	
	

	
	
	
	
	
	
	
	
	

	
	Budget Code:
	 
	
	***Purpose of Request ***
	 
	
	

	
	
	
	
	
	
	
	
	

	
	Regular(or # of days) hours:
	 
	@
	 
	per day/hour   =
	 $                            -   
	
	

	
	Overtime hours:
	 
	@
	 
	per day/hour   =
	 $                            -   
	
	

	

	
	
	
	
	Subtotal
	 $                            -   
	
	

	
	
	
	
	
	Social Security   (7.65%)
	 $                            -   
	
	

	
	
	
	
	
	Retirement (18.86%)
	 $                            -   
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	Total Payment
	 $                            -   
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	 
	 
	 
	 
	       Date: ____________________________
	
	

	
	School Principal/Supervisor
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	…….………………………………………………………………………………………………………………………….
	
	

	
	
	
	
	(Below for Central Office use ONLY)
	
	
	

	
	
	
	
	
	
	
	
	

	
	Signature of Finance Officer _______________________________________ Date: _________________________
	
	

	
	
	
	
	
	
	
	
	

	
	*Remember to attach timesheets if required.
	
	         Round time to the quarter hour.
	
	

	
	
	
	
	
	
	
	
	

	
	
	This instrument has been preaudited in the manner required by the
	
	

	
	
	                     School Budget and Fiscal Control Act.
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DIRECT DEPOSIT AGREEMENT 

SCOTLAND COUNTY SCHOOLS
I hereby authorize Scotland County Schools, hereinafter called Company, to initiate debit
entries to my bank account indicated below, hereinafter called Depository, debit the same to

such account.

***Please note: The first check after signing up will not be direct deposited due to a process 
called "pre-noting". This is to verify that account numbers are keyed according to the
bank format.
BANK 

 CITY                                         STATE _______________ ZIP________                   

 ROUTING NO.                                           ACCOUNT NO_______________________
 TYPE OF ACCOUNT:        CHECKING          OR
SAVINGS (circle one)
This authorization is to remain in full force and effect until Company has received written 
notification from me of its termination, in such time and in such a manner as to afford 
Company and Depository a reasonable opportunity to act on it.
NAME__________________________Last Four Digits of SS# or ID#____________ 

                               Please Print
DATE 
SIGNED ____________________________

                   (Must have personal information printed not written on the check.)
No pre-paid debit cards are accepted.


LINQ
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ACCOUNT’S PAYABLE



Title I Purchase Procedures

General Steps

1.  Email Curriculum and Instruction for approval prior to creating a Title I requisition.  The approval request should include: general overview of what you need to purchase; estimated amount, and the budget code to be used.   

2. You should receive an email from the Title I department documenting approval.  Save it!

3. Create requisition in the system.  If possible, send an email or resend approval email to Barbara Adams with PO number.  If the purchase order does not have enough details, it will not be approved.  It is easier to fix prior to approval than once it is submitted to finance.

4. Barbara Adams or a representative will approve the purchase order. 

5. For non-technology orders, once the PO has been approved, some orders are transmitted directly to the company (E-Procurement) and if a company does not accept PO’s electronically, then the school is responsible for actually submitting the order to the vendor.   

6. If using your p-card, do not place any order until you have the purchase order in your hand or with purchase order number.  

                                                                                  Reminders

If unsure of a budget code then check the matrix given to you with codes, descriptions, and examples.  If you need funds transferred, let Barbara Adams know and she will assist you.  If your purchase requires a budget code not already in your budget, you will have to wait until a transfer is completed.  However, make sure all prior approvals have been secured.  

Open purchase orders still require approval before ordering anything including supplies.

Make sure requested items are in your school improvement plan.  Classroom supplies may not be detailed, but items such as technology, computer programs, etc. should be imbedded in the plan.  

Technology Purchases

Order before December 

1. Ask for a quote from Rick Delaunay and specify it is to be purchased with Title I dollars.

2. Email Dr. Williams or Dr. McRae for approval using the C&I approval form prior to creating the requisition (principal responsibility).  If it is a replacement item for broken equipment, you do not have to secure approval from C&I.  
3. Once approval from C&I and Barbara Adams has been secured, you should receive an email from one or both stating approval.  Save that email!

4. Key the requisition (s) into the system.   

5. Barbara or a representative will approve the PO.  It then goes to technology and they will make the order and track it.

6. Items requiring repair follow the same process – a requisition must be created prior to the repair.  

Spending Workshop Expense

1. Prior to an event or activity, whether on or off site, email Barbara Adams with information including: event name or general idea of what will occur, amount of funds estimated by item.  For example: registration, hotel, travel, and location.

2.    Once details are worked out, Barbara will approve and a requisition can be keyed at that time.

3.    Always remember, staff development activities should be in the school improvement plan.

4.   Keep in mind, food is negotiable but not always needed.  It is not to be lunch or dinner if on site – it should only be “light 

 refreshments” as stated in the laws. Be careful!

5.    You should receive an approval through email.  Save it!

6.    Please remember if a substitute is needed for a professional development activity – it is the code with 163 in it.  Don’t 
       confuse it with the sick leave code for those folds paid with Title I dollars.
Spending Parent Money

1.  Prior to an event, email Barbara Adams with information including event name and general idea of the subject, amount of funds and what will be purchased with those funds.  Remember the parent money intent is to educate parents and not just to feed or entertain. 

2. Once details are worked out, Barbara will approve and a requisition may be keyed at that time. 

3. Always remember, no activity will be approved if it is not in the school Improvement plan.  

4. Keep in mind, food is negotiable but not always needed.  It is not to be a lunch, dinner, or banquet.  It is to only be light refreshments.   

5. If possible, do not wait until the last minute to decide to spend parent money.
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BENEFITS


Enrollment for Benefits

New Employees

· Must enroll themselves and their dependents within 30 days from their date of hire.

· Can add/drop dependents

· Must occur within 30 days from a qualifying life event.
Eligible Dependents

An eligible dependent of a covered employee includes:

· Legal spouse;

· Children up to age 26, including natural, legally adopted, foster children, children for whom the employee has legal guardianship and stepchildren of the employee.

This includes coverage for such children (described above) who are covered by the Plan when they turn age 26 to the extent that they are physically or mentally incapacitated on the date that they turn age 26. A child is physically or mentally incapacitated if they are incapable of earning a living due to a mental or physical condition. Coverage continues for such children as long as the incapacity exists or the date coverage would otherwise end, whichever is earlier.

Please remember that when employees add dependents to their benefit plan, they are asked to provide documentation of dependent eligibility under the State Health Plan

Open Enrollment

During Open Enrollment, members can:

· Enroll in the State Health Plan

· Disenrollment from the State Health Plan

· Switch between plans

· Add or remove dependents without a qualifying life event

There will be no exceptions to this rule. Please remember, when employees enroll they are encouraged to print the confirmation page upon completion of enrollment. This rule emphasizes the importance of new hires enrolling in a timely manner and the consequences that will follow with failure to elect coverage within 30 days (possible gap in coverage, unable to enroll in the Plan until the next Open Enrollment period, etc.).

· Reminder:  All employees must report Workers' Compensation incidents to Administration immediately.  Administration should contact the Benefit Specialist immediately.  All paperwork must be completed and returned to Benefits within 24 hours of incident.  All employees requiring medical attention due to a Workers' Compensation incident must receive treatment from Occupational Health, unless it is a medical emergency and the ambulance is called to transport the employee. 
· Regardless if employee refuses treatment, there should be paperwork completed and turn into Benefits within 24 hours of the accident that occurred! We must have a paper trail of all incidents!
If you have any questions regarding the Benefits Information or Workers Compensation, Please feel free to contact Aimee B. Williams, Benefits Specialist at abarfield@scotland.k12.nc.us or (910) 277-4459 ext. 327.

Procedures for Reporting a Workman’s Comp Injury:
1. Notify the Bookkeeper/Principal/Supervisor
2. That person should then call Aimee B. Williams (Benefits’ Specialist) @ 910-277-4459 Ext. 327 or Sara Wilkerson Ext. 304.
3. Aimee will then call and authorize a visit to Scotland Occupational Health
4. Bookkeeper or designated person should then complete the entire workers’ comp packet online under Benefits!
5. After returning from Occupational Health, employee should complete any paperwork that wasn’t completed before the visit.
6. All forms should be delivered to Aimee Williams immediately in ordered to be keyed into Sedgwick. A copy of the Occupational Health notes along with the drug screen will be sent from Scotland Occupational Health to Aimee Williams.
7. ALL OF THE INFORMTION ABOVE SHOULD BE DONE WITHIN THE FIRST 24 HOURS OF THE ACCIDENT!!!

8. After the claim is submitted to Sedgwick or EMC, an adjuster will contact employee to investigate the claim and will take over all authorization for treatment after that.
Reminder to any employees making any changes to benefits regarding insurance that is not during Open Enrollment must always contact Aimee Williams.

There are certain requirements dealing with these types of changes most importantly, it has to be considered a Qualifying Life Event under the State Health Plan.

Employees must upload documents into eBenefits or provide supporting documentation to their Health Benefits Representative to verify the qualifying life event in accordance to State Health Plan policy. Employees are also required to provide documentation of a dependent’s eligibility when added to the Plan due to New Hire event, QLE, or Open Enrollment.
	Qualifying Life Events
	Required Documentation from Employee

	Adoption 

	Refer to chart on page 2. 


	Birth 

	Refer to chart on page 2. 


	Court Order 

	Refer to chart on page 2. 


	Death of a Dependent 

	Death Certificate 


	Dependent Gains Medicaid Coverage 

	Written notification showing effective date of Coverage. 


	Divorce 

	Divorce Decree / Judgment 


	Enroll in 12-Month Reduction in Force (RIF) 

	See your HBR to process event. HBR must submit an exception and materials provided by member to demonstrate the cost increase. Refer to chart on page 2 for additional requirements for adding a dependent. 


	Guardianship or Legal Custody of a Child 

	Refer to chart on page 2. 


	Legal Separation 

	Separation Agreement or affidavit (sworn, notarized statement) from employee to validate legal separation.


	Loss of Dependent Child Status 

	None required for dependent turning 26 since dependent is auto-removed. 

Military requires copy of Active Duty documentation, including date active duty begins. 


	Loss of Medicaid or CHIP Coverage 

	Written notification showing termination date. Refer to chart on page 2 for additional requirements for adding a dependent. 


	Loss of Other Coverage 

	Certificate of creditable coverage or written notification from employer. Refer to chart on page 2 for additional requirements for adding a dependent. 


	Marriage (Employee) 

	Refer to chart on page 2. 


	Military Leave 

	See your HBR to process event. Requires copy of Active Duty documentation, including date active duty begins. 


	Newly Eligible for Coverage 

	Refer to chart on page 2 for adding dependents. 


	Now Eligible for Other Coverage 

	Written notification from employer, Medicaid or CHIP showing effective date. 


	Return from Family and Medical Leave (FMLA) 

	Refer to chart on page 2 for additional requirements for adding a dependent. 


	Return from Leave of Absence 

	Refer to chart on page 2 for additional requirements for adding a dependent. 


	Return from Military Leave 

	Requires copy of Active Duty documentation that includes date active duty ends. Refer to chart on page 2 below for additional requirements when adding a dependent. 


	Significant Change in Cost of Existing Coverage 

	See your HBR to process event. HBR must submit an exception and materials provided by member to demonstrate the cost increase. Refer to chart on page 2 for additional requirements for adding a dependent. 



	


	State Health Plan Required Documentation for Qualifying Life Events & Dependent Eligibility Dependent Verification Requirements 
	Required Documentation from Employee 

	Legal Married Spouse 
Defined as legally married spouse and includes same and opposite gender spouses. 
	 Page 1 of employee’s most recent Federal income Tax Return* (1040, 1040A or 1040EX) as filed with the IRS, listing the spouse (may be joint or separate as long as spouse is listed) 

OR 
Official Marriage Certificate** PLUS one of the following to show current joint tenancy: 

 Proof that employee and spouse are both listed on a lease or share the rent of a home (i.e. monthly bill) 

 Current billing statement for motor vehicle payment or other financial loan showing employee and spouse at the same address 

 Designation of the spouse as a primary beneficiary of the employee’s life insurance or retirement benefits and listing primary residence 

 Utility bill listing the employee and spouse for the same address, or two separate utility bills for the same location, one listing the employee and one listing the spouse 



	Biological Child under the age of 26 
Defined as your biological child and Includes child of same gender spouse. 
	 Page 1 of employee’s most recent Federal income Tax Return* (1040, 1040A or 1040EX) as filed with the IRS, listing the child as dependent 

OR 
 Birth Certificate with subscriber’s name listed as parent 



	Stepchild under the age of 26 
Defined as your stepchild. 
	 Page 1 of employee’s most recent Federal income Tax Return* (1040, 1040A or 1040EX) as filed with the IRS, listing the step child as dependent 

OR 
 Birth Certificate AND Marriage Certificate (indicating employee’s spouse is married to employee) 



	Adopted Child under the age of 26 
Child you have legally adopted, or have been placed with you for adoption or in anticipation of legal adoption. 
	 Page 1 of employee’s most recent Federal income Tax Return* (1040, 1040A or 1040EX) as filed with the IRS, listing the step child or adopted child as dependent 

OR 
 International adoption papers from country of adoption 

 Papers from the adoption agency showing intent to adopt 



	Foster Child under the age of 26 
Defined as your foster child or child placed with you for foster care. 
	 Evidence of a legitimate foster child relationship, identifying the foster child by name and setting forth all relevant aspects of the relationship 



	Child under the age of 26 for whom the Subscriber is Court Appointed Guardian 
Defined as a child for whom the subscriber has become the child’s court-ordered guardian or has been awarded legal and physical custody of the child, pursuant to a valid court order. 
	 Page 1 of subscriber’s 1040 from 2016 Federal Income Tax Return* as filed with the IRS, listing the child as a dependent 

OR 
 Court documents signed by a judge verifying legal custody of the child 



	Child under age 26 for whom the Plan has received a Qualified Medical Child Support Order (QMCSO) Defined as any recognized child(ren) you are required to cover under the Plan due to a Qualified Medical Child Support Order (QMCSO) 
	 Court documents signed by a judge 

 Medical support orders issued by a State 




P-Cards Summary Log Monthly Instructions
[image: image34.wmf]
· Complete a P-Card Summary Log each month and turn into Finance Department by the 5th of each month
· Place a copy of the monthly bank statement behind each P-Card Summary Log

· If there is more than one log received, each log should have a copy of the bank statement behind it!
· PLEASE PUT RECEIPTS AND INVOICES IN ORDER AS IT APPEARS ON YOUR SUMMARY!
· ADD ALL LOGS UP AS A TOTAL TO MAKE SURE IT MATCHES BANK STATEMENT
· Make sure all documentation is attached with receipts or paid invoices

· If there is a purchase order # on the log than a copy of the purchase order must be attached

· Enter correct Budget Codes
· State (Fund 1) has to be on a log by itself

· Local (Fund 2) and Capital Outlay (Fund 4) can be on the same log
· Federal (Fund 3) has to be on a log by itself

· Any budget codes that have 050 (Title 1) as the PRC code will be sent to Barbara Adams for approval
· Each log with hotel charges must have an agenda

· Each log with meal purchases must have an agenda

· All receipts are to be itemized and should match bank statement to the Penny! 
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ATTACH A VOIDED CHECK BELOW OR PROVIDE VERIFICATION FROM YOUR BANK





ATTACH A VOIDED CHECK BELOW OR PROVIDE VERIFICATION FROM YOUR BANK
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