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Introductio

This Fiscal Manual has been prepared to provide general information about
several Somerville ISD business functions. Additional information may be available
within the district’s Board Policies, Administrative Procedures, and other resources.

If assistance is needed in any area of our business operations, please contact
any of the staff members listed below.

Business Office Staff|
Jean Ann McCarthy Business Manager
Carol Brinkman Superintendent Secretary
Elaine White Data Processing Specialist (PEIMS)
Carolyn Fritsche Accounts Payable

[Business Office Mission Statement|

The Mission of the Somerville Independent School District Business Office is to efficiently
and effectively manage the financial and physical assets of the district to provide the
students, staff, and community the resources they need to meet the instructional and
performance goals of the district and to ensure fiscal responsibility through compliance
with local, state, and federal guidelines.

[Activity Funds (Campus)|

Campus activity funds (under the control of the principal) shall be collected,
receipted, and deposited to the district’s business office on a daily basis. Refer to
cash/check handling procedures.

Campus activity funds are primarily used to benefit students. Typical uses
include field trip fees, awards, incentives, etc. These funds shall not be used for “gifts”
to students and/or staff. Budgeted funds shall not be used to generate activity funds,
nor shall staff (administrative/support) earn wages while generating activity funds.
Giving of staff time to generate activity funds shall be voluntary.

Generating activity funds shall not in any way compete with the district food
service activities. Activity funds generation shall be a passive activity and shall not
detract from the district’'s overall primary educational purpose. The generation and
expenditure of campus activity funds shall be held to the same standard and scrutiny
as that of appropriated funds. Activity funds shall be audited and must adhere to
accepted business practices.

Campuses may establish a staff account (Hospitality) with voluntary donations
from staff. These funds are not district funds and may be used in any manner.
Purchases with these funds are subject to taxes as they represent personal purchases
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and not district purchases. Purchases typically include flowers for ill staff members,
employee recognition awards, etc.

[Activity Accounts (Student Organizations)

Student activity funds (under the control of the principal) shall be collected,
receipted, and deposited to the district’s business office on a daily basis. Refer to
cash/check handling procedures. All monies collected should be receipted in a receipt
book (bound and pre-numbered receipts) or on the Fundraising Collections Record
form (refer to the SISD Activity Handbook).

Student activity funds shall be used exclusively for the benefits of students.
Typical uses include travel, awards, banquets, supplies, etc. These funds shall be
used at the discretion of the student organization through designation of one or more
of its officers. All expenditures and payments to vendors shall be centralized through
the district’'s business office.

Generation of student activity funds shall not in any way compete with the
district’s food service program. An Authorization to Conduct to a Fund Raiser should
be submitted to the campus principal in advance of the scheduled activity. In
addition, at the end of the fund raising activity, a profit loss statement should be filed
with the district business office. Activity funds shall be audited and must adhere to
accepted business practices.

Merchandise ordered for resale should be distributed to students on a written
distribution log (refer to the SISD Activity Handbook). The merchandise distribution
log should reconcile with the corresponding invoice and/or packing list.

Since Student Activity Accounts are trust funds that the district manages on
behalf of the students, accountability for these funds is extremely high. All Activity
Account records must be maintained for a period of seven (7) years. This includes
merchandise logs, receipt logs/books, profit/loss statements, etc. At the end of every
school year, the Campus Principal, as part of the closeout procedures, shall collect all
club records for storage on the campus for one year, then at the records center for the
rest of the archival period of time. New receipt books shall be issued to staff members
for each fiscal year.

Authorization to Conduct a Fund Raiser (see pg. 13)
Fund Raiser Profit/Loss Statement (see pg. 14)

Fundraising Documentation Forms (see pg 15 — 16)

[Budget Amendments|

A budget amendment is a transfer of funds across different functions. For
example: a budget amendment would result if instructional funds (function 11) were
requested to be transferred to the library (function 12). Budget amendment line items
should be stated in whole dollars.

Budget amendments must be approved by the School Board. Requests should
be submitted in accordance with agenda deadlines posted by the Superintendent.
Remember that if a purchase order is pending the outcome of a budget amendment,
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the purchase order will not be processed until after the School Board has approved the
request.

[Budget Transfers|

A budget transfer is a transfer of funds which is not across different functions.
The Business Manager shall approve all budget transfers. Budget transfer line items
should be stated in whole dollars.

To keep budget transfers to a minimum, each administrator should review
his/her budget on at least a monthly basis to determine if any budget transfers are
necessary. Each administrator is encouraged to make transfers when line items fall
short of the budget, on a monthly basis.

Budget Transfer form (see pg 17)

ICash/Check Handling

All cash and checks shall be deposited to the campus secretary on a daily basis.
No post-dated checks will be accepted. Funds should not be kept in classrooms,
personal wallets or purses, or at home for extended periods of time. No cash
purchases should be made - every dollar collected should be receipted and deposited
to the campus secretary and/or district office. The campus secretary shall receipt (in
a bound, pre-numbered receipt book) and forward all monies on a daily basis to the
district’s business office, or secure overnight in a locked campus safe if the deposit
cannot be made the same day. A receipt should be included with all deposits.

Athletic event gate receipts (admission) shall be recorded on an Athletic Game
Report form and submitted by the Ticket Taker to the Administrator on duty. The
Administrator on duty shall deposit the funds at the night drop-off at Citizens State
Bank of Somerville. Funds shall be collected and deposited to the appropriate athletic
events revenue account.

Personal employee checks shall not be cashed from monies collected at the
campus or district level to ensure an adequate audit trail of all funds collected by the
district.

Athletic Gate Report Form (see pg 18 - 19)

ICheck Processing

Business Office checks will be printed, endorsed, and released twice a week.
Generally, checks will be generated on Tuesday and Thursday afternoons. At times,
checks may be processed earlier or later, due to holidays, staff work schedules or
unforeseen events. All check requests such as travel advances/reimbursements,
construction, etc shall be approved by the appropriate principal or administrator and
submitted to the district office by 12:00 noon on Mondays and/or Wednesdays,
including all supporting documentation. Requests received after this time will be
processed the following scheduled processing time. Check requests without all of the
supporting documentation will not be accepted, nor processed. The Business Office
shall determine the date that vendors will be paid, so employees should not make
prior commitments to vendors about check disbursements.
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The appropriate forms shall be used for travel (travel reimbursement form for
after a trip or a purchase order for prior to a trip), all other disbursements and/or
reimbursements shall be submitted on a purchase order with supporting
documentation. State law requires that the district pay all invoices within 30 days to
avoid penalty and interest charges, so all invoices should be submitted to the district
office on a timely basis for payment.

IConsultants or Contracted Services|

Consultants are non-employees who are contracted to perform a personal or
professional service such as staff development, medical services, etc. A Consultant
Service Contract and Contract Transmittal Form are required for every consultant.
The Superintendent is the only individual authorized to sign contracts on behalf of the
district. Contracts that exceed $25,000 shall be approved by the Superintendent and
the School Board.

Please follow these procedures when submitting a Consultant Service Contract:

e Submit a completed Transmittal Form and Consultant Service
Contract form to the Business Manager for review. The Business
Manager will forward to the Superintendent.

e Obtain the following documents from the consultant:

A completed W-9 form

Conflict of Interest Questionnaire

A Felony Conviction Form

If the consultant will work directly with students, a Criminal

Check Authorization form and State Board of Educator

Certification fingerprinting documentation.

O 0O 0O

Contracted services include services such as repairs, maintenance, technical
support, and related services. Documentation of insurance, such as general
liability, workers compensation, and auto liability, shall be submitted to the
business office with the purchase order. The Certificate of Insurance shall
name “Somerville ISD” as additional insured.

Consultant Service Contract Forms (see pg 20 — 21)
W-9 form (see pg 22 - 25)
Felony Conviction Form (see pg 26)

Criminal Check Authorization form (see pg 27)

Contracts and Service Agreements

All contracts for rentals, a service agreements, etc. must be signed by the
Superintendent. No other employee is authorized to sign a contract or agreement on
behalf of the district. An employee who signs a contract or agreement, without proper
authorization, will be personally liable for the terms of the contract or agreement.
Contracts that exceed $25,000 shall be approved by the Board of Trustees.
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