PERMANENT IMPROVEMENT FUND
SUMMARY STATEMENT

BOARD OF EDUCATION OF THE COUNTY OF

AT JUNE 30,

FUND CODE 4

Page 1 of 4

Item
No.

Description

Actual

Actual

Sa

Sb

5¢

Beginning Balances at July 1
{0541. 0542 and 0%43)

Current Year's Revenue Recelpts by

Sheriff and/or Treasurer, Including

Inter—-fund Transfers and Clearing

Accounts
{Do Not Include Receipts Here for
Return of Investment Principal to .
Appointed Treasurer.)

Total Beglinning Balances and Current
Year's Revenue Recelpts
(Sum of Items 1 & 2. Must agree
with grand total of Classified
Revenue on Update for Final
Statement. printout BEDCO13Al)

Total Orders Paid
{bc not include paid orders for
investments. See Para. 7 of
instructions. Amount must agree
with Ttem 18.)

Gross Balance at June 30
(Item 3 minus 4.)

RECONCILIATION OF GROSS BALANCE

sheriff's Balance at June 30
(Settlement Line 57 or 58.)

Appointed Treasurer's Balance at June 30

State Municipal Bond Commission's
Balance at June 30

Total of Items 5a, 5b, & 5¢
(Must agree with Item 5.)

Less Orders Outstanding at June 30
- (Current and Priocr Years)

101

WVDE 11-10-10
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FUND CODE 4

PERMANENT TMPROVEMENT FUND
SUMMARY STATEMENT

BOARD OF EDUCATION OF THE COUNTY OF ;
AT JUNE 30. Page 2 s N

Item
No. Description Actual Actual

7 Plus Funds Recelvable at June 30
(Must agree with attached "Schedule C.")

8 Less Encumbrances

Salaries Payable

Other

Total Encumbrances
(Must agree with attached "Schedule A:
Parts 1 & 11.)

9 Less Earmarked Funds
(Must agree with attached "Schedule B.

L

10 Less Payroll Deductions/Withholdings
Pavable at June 30
(Must agree with attached "Schedule D:
Part II.")

11 Net Balance at June 30
(Indicate a negative amount with (-)
beside fiqure.)

WVDE 11-10-10 102
04561/12



FUND CODE 4
PERMANENT IMPROVEMENT FUND
RECAPITULATION/RECONCILIATION
BORRD OF EDUCATION OF THE COUNTY OF
AT JUNE 30, Page 3 of 4

TYEm
No. Description Actual Actual

12 Classified Expenditures
(Summarize from Updated Final
Statement Printout #EDCO13Al)

998-99 Undistributed Programs

Restricted Projects

Total of Classified Expenditures
{(Item 12.)

WVDE 11-16-10 103
04561/13



FUND CODE 4
PERMANENT IMPROVEMENT FUND
RECAPITULATION/RECONCILIATION
BOARD OF EDUCATION OF THE COUNTY OF /
AT JUNE 30, ' Page 4

Ttem
No. Description Actual

13 Deductions/withholdings Adjustment
at June 30
(Must agree with attached “Schedule D:
Part II1" amount. Indicate whether
(+) or (-) beslde figure.)

14 Total Current Year's Orders Issued
(Must agree with 1tem 12 (+) or (=)
Item 13.) .
15 Less Current Year's Orders Outstanding
at June 30 L

16 Current Year's Orders Paid by Sheriff
and/or Appointed Treasurer ‘ ]
(Must agree with item 14 (-) Item 15.) :

17 Plus Prior Year's Orders Paid During
Current Year by Sheriff and/or Appointed
Treasurer

(Must agree with Expenditure Account
98111-981.)

18 Total Orders Paid During Current Year
by Sheriff and/or Appointed Treasurer
(Do not include paild orders for
investments. See Para. 7 of
Instructions. Must agree with
Item 4.)

WVDE 11-10-10 104
04561/14



Fund:

Page: of

SCHEDULE "A” (PART 1)
ENCUMBRANCES - SALARIES & WAGES PAYABLE
AT JUNE 30,

BOARD OF EDUCATION OF THE COUNTY OF

Budget Account

Names of Employees PROJ | PROG/TUNC | CBJ Amount

T T e e e e e e e+ e e

NOTE:

1. Prepare a separate schedule for each fund.
2. List by code sequenca with a sub-total for each code, with a grand total at the end for ail.
3. Thegrand total must equal Salaries and Wages Payable reported on the WVDE 11-10-10

summary form.

WVDE 11-10-11 (Part 1) 105






Fund:

Page: of

SCHEDULE “A” (PART HI)

ENCUMBRANCES - OTHER THAN SALARIES & WAGES PAYABLE
' AT JUNE 30,

BOARD OF EDUCATION OF THE COUNTY OF

{ A
incurred Crder Amoun
Obilgation | Number Vendor or Payes PRQY | PROG/FUNC{ OBJ

NOTE:

1. Prepars a separate schaduls for each tund.

2. List by code sequence with a sub-totai for each code, with a grand total at the and for all.

3. The grand total must equal Encumbrances Other Than Sslaries & Wages Peyable reported
on the WVDE 11-10-10 summary form.

WVDE 11-10-11 (Part If)
107






Fund;

Page: of

SCHEDULE “B"”
EARMARKED FUNDS ATJUNE 30,
BOARD OF EDUCATION OF THE COUNTY OF

Project Code
(it Any) Description of Project or Program Amount

NOTE:

t. Prepare a separate schedule tor sach fund,

2. liemize on this schedule any projects or programs {including speciai lavies) that result in
a total in column (8) of the Worksheet [Form WVDE 11-10-10 (Worksheet “A™)].

3. Enter & grand totsl at the end of the schedule’s listings which must equal the grand total of
Earmarked Funds on the WVDE 10-10-10 summary form.

11-10-12
WVDE Q- 109






Fundg:
Page: ot

SCHEDULE “C”
FUNDS RECEIVABLE AT JUNE 30,
BOARD OF EDUCATION OF THE COUNTY OF

Project Code | Receipt Description of
{1t Any) Code Project or Program Amount
NOTE:

1. Praepare & separate schedule for each fund.

2. itemize on the schedule any federal or special funded projects or programs that resultin a
total in cotumn (8) of the Worksheet [Form WVDE 11-10-10 (Workaheet “A“)] that will be
received. Do not list on this schedule any amounts for programs or projects that will not
be received.

3. Enter a grand total at the end of the schedule’s listings which must equal the grand total of
Funds Receivablie on the WVYDE 11-10-10 summary form.

11
WVDE 11-10-13







Fund:

SCHEDULE “D"
RECAPITULATION/RECONCILIATION OF

PAYROLL DEDUCTIONS/WITHOLDINGS AT JUNE 30,

BOARD OF EDUCATION OF THE COUNTY OF

PART I: Curreni Year's Remittances of Former Year(s)' Deductions/Withholdings Unpaid at End of
Prior Fiscal Year (Do not inciude employer's matching share here as those amounts are
reportable against the appropriate line item codes.) Itemize by payee/purpose.

$

TOTAL PART | {(Expenditure Code 9812-981)

PART Ii: Current Year's Deductions/Withholdings Unpatid at End of Current Fiscal year (Do'not include
employer's matching share here as that amount is to be reported as an encumbrance on

Schedule "A".) ltemize by payee/purpose.

TOTAL PART it $

PART ill: Subtract total of Part il from total of Part | and enter difference here with indication of whether
difference is positive (+) or negative (-).

" $

* Enter amount determined in Part Hl on WVDE 11-10-10 summary line entitled "Deductions/Withhold-
ing Adjustment.”

NOTE: Ifall current year's employee’'s deductions/withholdings are covered by orders issued on or
before June 30 of the current fiscal year and there are no current year's orders issued for prior
year(s)’ deductions/withhoidings, then preparation of this form is not required.

WVDE 11-10-14
113
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LoAMELL CF AS LZSJR'S WORMSHIZET

CC232—4
[Rev 1898%) ‘ CIRTIFICATT OF VALUAT®ONS
County Board of Fducation )
{Levying Bedy) - . o ' {Councy)
To .., Supt.

(County Commission President, School Boa*d Secratary or Municipal Clerk or Recor der)

The undersigned Assessor and COuncy Clerk of said County, do herepy certify the
assessed value of the various classes of ‘Real’ Estace, Personal Property and Public
Utility Property for the assessment year 1989 .~

i

P - -
Coet L.

35 . Assessed Valuation
N I for
Assessed Valuation Tax Purposes
* . (Gross) ‘ {Without Homestead)
CLASS I R
Personal Property T A . 0§ _18.501.174
Public Utility Property el . 2,2R5,300
Total Class I L, S 20,766,474
CLASS 11 Coe
Real Estate ‘ 589,245,824 $__ 65,608,506
Personal Property o ’ 6,200,019 5.361.677
Total Class II : $__95.445 843 . $__ 70,970,183
, | A i ' . R
CLASS T11 ) ) PR ’
Real Estate T $_.21,237,2592
Personal FProperty N E 107,747,773
Public Urility Property - : . : 58,240,100
Total Class III e _ $ 187,225,165 ,
CLASS TV o | '
Real Estate oo oo ' $_ 13,503,627
Personal Property : T o 35,602,229
Public Utility Property L s 13,714,200
Total Class IV - b - $. 62,820,056
S N
TOTAL FOR LEVYING BODY .~ '§ 366,257,538 .~ §$_341,781,878
Given under our hands this _ 6th fday!of‘“;1 - March 19 89
COUNTY CLERK - ASFESSO0R
NOTE:

The above certificate must be in the hands of the levying body not later than March 7.
{Section 6, Article 3, Chapter 11, Code of 1931, as amended). The asgssessor is required
to certify the valuation of Real Estate-and Personal Property and the County Clerk the
value of Public Utility Property as assessed by the Board of Public Works. To avoid
~~nfusion, thils joint certificate is to be used.

= ...ite Copy - Levying Body This is a three part form: When completed submit white
Yellow Copy - Tax Dept. copy to the levying body, yellow copy to the State Tax
Pink Copy -~ Retain Departmwent, Drawer 2389, Charleston, WV 253328, and retain
' pink copy for office.file,.
127
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WEST VIRGINIA

Charles Lorensen
e,

MUNICIPAL BOND COMMISSION JAMES R. BROTHERTON
TAX COMMISSIONER, CHAIRMARN SUITE 337 BU[LD'.‘IG 3 ' MEMBER
A JAMES MANCHIN STATE CAPITOL COMPLEX JOHN ROACH
TREASURER, SECRETARY CHARLESTON. WV 25305 MEMBER
{304) 348.3871/72
GLEN B. GAINER, JR. R, WITTER HALLAN
AUDITOR, MEMAEN EXECUTIVE DIAECTOR

March 6, 1989

The Superintendent

: : County Board of Education
P. 0. Box 70

‘ WV 25570-0070

RE: County Schools : '
public School Refunding Bonds, dated 12/1/8%5

Dear Sir:

In compliance with Chapter 13, Article 3, Secticon 11, of the
Code_of West Virginia, of 1931, as amended, the Commission hereby
submits amcounts required for payment of interest and principal for

outstanding general obligation bonds for the fiscal year beginning
July 1, 1989.

Date of Authorizing Vote 3/19/85
Original Amount of Issue $14,295,000
Bonds Qutstanding as of July 1, 1989 $12,215,000
Principal Due: ¢ 655,00C
Interest Due : $ 951,584
Total Due : $.l,bUb,o84

1% Allowance - Delinguent taxes and exonerations $ 160,658

TOTAL AMOUNT TO BE RAISED 61,767,242

Please use total amount for preparing rates and levy estimates
to be filed with the State Tax Commission.

Sincerely yours,

R. Witter Hallan
Executive Director

RWH/wh
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mITM mm im e T oy emm e emmre e
e T A

Wy 11-Z20-1C%3Z{D3)
w IKSHEET
727 DETERMINE RATES OF LEVY
NECISSARY TO RAISE ANY GIVEN AMOUNT OF TAXES
FOR BOND PURPOSES (DEBT SERVICE)

Certifiad Weighted
Assessed Values Weighting Assessed Values
rotal Class I $_20N066 Y¥NY x .01 = §__ 2077645
Total Class II $_1o0 970 1§83 X 02 = 5 4419 HoY
Total Class III $.180 338 165 x .04 = $ 7407 0o
Total Class IV 3__La Ryo 0¢0, X .04 = §_2 512 fol-
Total $_ 29y 201 £n¢F !
Total Weighted Assessed Values $/[gR 2 orne
1769 a2 s WeaAFene.  x 100 = __ /5 dogsg100¢*)
Gross Amount of Taxes to be Levied . Total Weighted Class 1
Assessed Values Levy Rate

(*)Do not use flgure In excess of two decimal points (i.e., 7.78¢/$100, not 7.782¢/%100)

Class Il Levy Rate = 2 x 152
Class I
l.Levy Rate

30.40 ¢/3100

Class III Levy Rate = 4 x _ 1 5.20 GC.€C ¢/8100

Class I

Levy Rate
Class IV Levy Rate = 4 x |52 = 400 ¢/$100
{Same as Class III) Class I

Levy Rate

Next, apply the rates to the assessed values on a pencll copy of Form LGR 12:22. The
gross amount of taxes levied on the pencil copy should be nearly the same as the gross
amount of taxes to be levied (as certified by the W. Va. Municipal Bond Commission). If
the amounts are significantly different, examine whether or not rounding the Class I
Levy Rate to two decimals has caused the significant difference. If this has not
happened. then re-check all calculations. 1If the Class I Levy Rate has been rounded
"up.” try it rounded “dowm." Any change to the Class I Levy Rate causes change to the
Levy rates for Class II, III, and IV as they must be in multiples of 2 (for II) and 4
(Eor IIl and IV} of the Class I Levy Rate, again, at not more than two decimal points.

Use the "set”™ of levy rates that extend gross taxes nearest to the gross amount
certified by the Municipal Bond Commission.

After the gross amount of taxes levied has been gualified, insert on LGR 12:22 in the
space "Net Amount To Be Raised By Levy" the net amount prescribed by the Municipal Bond
Commission. The net amount is the sum of "Sinking Fund” and "Amount Required For
Interest.” The difference of the gross taxes levied and the "Net Amount To Be Raised By
Levy" 1s the amount to be inserted in the space "Less bDelinquencles and Exonerations,
,etc.” The percentage rate amount of delinquencies and exonerations for this column will

not agree with the rate used for taxes levied for Regular Levy/Bxcess Levy and Permanent
Improvement Funds.
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LT S

PURCHASING DEPARTMENT
COUNTY BOARD OF ECUCATION

TELEPHONE QUOTATICHN

DATE: QUOTATION TAKEN BY:
ITEM(S) QUCTED:

UNIT QUOTATIONS

QUANTITY UNIT ITcM DESCRIPTION COMPANY TCOMPANY [COMPANY
#1 i #2 ’ #3

COMPANY QUOTATION FROM:

NAME UF FERSUN SUBMITTING GQUUTE

2.
NAME OF PERSON SUBMITTING GUCTE
3.
NAME CF PERSON SUBMITTING QUOTE
Price quoted quaranteed for days - Company #1
days - Company #2
days - Company #3
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SAMPLY
STANDARDIZED 81D FOaM
Eoard ©of Educatisn

cf the County of

Instructions to Bidders:

You are invited to submit prices of the attached list of items
to be used in the public schaools vnder the directicn of the
HBoard of Education of the County of

CQuotations will be received until at
and will be opened shortly therezfier by the Superintendent oo
desianee at his ogffice at

: - The right is reserved :o accept or reject any part of,

or all guotations. Bidders are invited to be present for the
upening.

In case any of the items listed zre patented, protected by trade
marks, ar tesignated by the name of the maker, this is intended

to indicate a standard of design or gquality but not to exclude
bids on similar articles of the same guality and standard as those

listed, unless specifically stated notation follows the listing of
the article.

All prices must be F.0.8., Clarksburg., WE 00 NOT PAY TRANSPORTA-
TION CHARGES.

Date of delivery will he specified an the purchase crder, other-
wise delivery will be expected in 30 days from the receipt of
the purchase crder.

Your name may be dropped from gur list of bidders if your items
do not meet the standards as specified. The Purchase Orcer ta

yeur cempany may be cancelled if items are not delivered within
the specified time.

Remarks:

Superintendent of Schools

County Board of Education

Adopted: 137
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FUNCTIONS AND RESPONSIBILITIES OF THE TREASURER

Introduction

The purpose of this section 1s to provide gujideline procedures for the
treasurer in the management of cash assets and investments for the county
board of education.

The responsibilities of the treasurer have been defined in the handbook.
The functions included in the treasurer's responsibilities are divided
into two major classifications. fThe first functional classification is
the cashier's function. The cashier will be responsible for the receipt
and deposit of funds as well as the preparation of original recelipt and
deposit documents. The cashier also will be responsible for the dailly
reconciliation of cash receipts to cash receipt slips and bank deposits.

The other major functicnal classification of the treasurer's
responsipilities 1is the bookkeeping function, The bookkeeper will be
responsible for posting all bank deposits, cash disbursements, check
transfers, etc. to the Cash and Investment Ledger, Investment Register,
and preparation of the Dally Cash Control Report. The bookkeeper also
will be responsible for month-end reconciliation of the bank statement to
the records of the county board and preparation of monthly treasurer's
statements.

while the number of individuals performing the above functions will depend
on the size of the county, the separation of the cashier's function and
the bookkeeping function 1s necessary to provide for more effective
internal control. Every effort should be made to maintain thils internal
control by assigning each functional area to separate personnel within the
treasurer's responsibility.

The guideline procedures, forms, reports, control registers and ledgers,

and methods of record keeping contained in this manual provide the
treasurer with functional procedures.
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Cash Receipts - General Procedures

ACTION PERFORMED BY
|. Cash and checks accompanied by remittance advices are received in
the treasurer's office. Cashier
2. ldentify the source of payment and prepare the cash Cashier
receipt form.

a. Enter the following information on all the receipt copies:
(1) Data received
(2) Name and address of remitter
(3) Amount received
(4) Bank transit number (printed on checks)
{5) Purpose of payment
(6} Signature of cashier.

b. Present one copy of receipt to remitter.

¢. Enter the following information on the other copies:
(1) Name of fund fo receive proceeds )
(2) Demand deposit account name and number
(3} ldentify type of receipt:
{a) Revenue to include investment income
(b) Transfer from another demand deposit account
(c) Transfer of investment principal
(d} Redeposit of returned check to include nofice number

3. Prepare the Daily Cash Receipt - Bank Deposit Cashier
Reconciliation Form SF15.02.

a. Prepare a listing of total checks and cash received.

b. Prepare a listing of receipts issued and compare to total
deveioped in procedure 3.a. Account for receipts number
sequence and record on the form.

¢. Sort receipt forms, checks and cash within the sequence
shown on the reconciliation form.
Fund
Demand Deposit Account Number
Investment Principal
Transfers
Revenue, to inciude inferest income

d. Prepare e listing for each total required and record on the
form. Total the form and compare to total developed in
procedures 3.b.

4, Prepare the bank deposit siips for each demand deposit account. Cashier
if more than one deposit to one account, enter a sequential number
on both the deposit stips and the Daily Cash Receipt - Bank Deposit
Reconciliation form.

5. Forward all deposit slips, cash and checks to the bank for deposit. Cashier
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Cash Receipts - Genera! Procedures

ACTION PERFORMED BY

6. Distribute the Daily Cash Receipt - Bank Cashier
Deposit Reconciliation form as follows:

a. Original-Bookkeeper {Treasurer’s Office)
b. Duplicate-Bookkeeper (Treasurer's Office)
¢. Triplicate-Cashier’s file,

7. Distribute Cash Receipt forms as follows: . Cashier

a. Originai-previously presented to remitter

b.  Sorted Duplicate - with listing and remittance advice to
bookkeeper (Treasurer’'s Office)

¢. Triplicate-with cashier in bound form

8. Duplicate copy of deposit slip is validated by the bank and Bank/
forwarded to the bookkeeper (Treasurer's Office)} Messenger
9. Review and verify the Daily Cash Receipt-Bank \ Bookkeeper

Deposit reconciliation form prepared by the cashier

a. Verify cash receipt number sequence and compare amounts to
the listing and reconciiiation,
. Compare to validated bank deposit slip.
¢. Enter date deposit was verified by the bank on the
reconciliation form.

10, Prepare entry to Cash and Investment Ledger. Bookkeeper
t. Prepare entry to Investment Register Bookkeeper
{2. Fite original copy of the Daily Receipt-Bank Deposit Reconciliation Bookkeeper
form with the listing of tatal checks and cash received,
{3, Forward duplicate copy of the Daily Cash Receipt - Bank Reconcilia- Bookkeeper
tion form, duplicate copy of receipts and remittance advices to
accounting.

NOTE: A county writing a small number of daily cash receipts which make the sorting of
receipt forms unnecessary for the expedient completion of the Daily Cash Receipt-Bank
Reconciliation form, may substitute a two part cash receipt form for the three part
form. The duplicate unsorted cash receipt form along with a listing of checks and
remitfance advices would be distributed to the freasurer’s bookkeeper to be used when
completing step 9 of the section. After completing step 9, the treasurer's bookkeeper
will distribute to accounting the unsorted receipts and remittance advices.

154



Cash Receipts - Returned Checks

ACTION

. Previously deposited check is returned to the Treasurer's office.

Reasans may include non-sufficient funds, closed account, stale

date, improper and/or incomplete preparation, and lack of endorse-

ment.

. Prepare pre-numbered Returned Check Notice form SF 15.21.

a. Enter the following information on the form:
(1) Payor name and address
(2) Name of check writer, if other than payor
{3) Date check was returned
(4) Name of bank check was drawn on
(5) Check number, amount and date
(6} Reason for check return
(1) Purpose of payment.

b. Entfer the following information on the second and third copies:
{1} Demand deposit account angd deposit slip number of original

deposit transaction
{2} Cash receipt number and amount recorded in original
transaction

(3} Fund and revenue category recorded in original transaction.

. Void the treasurer’s copy of the Cash Receipt slip by writing

RETURNED CHECK AND Returned Check Notice number and date on the
receipt.

. Post the amount of the returned check to the Cash and |nvestment

Ledger for that fund and the demand deposit account in which the
check was originally deposited (procedure 2.b.{1). The amount
should be posted in RED and in PARENTHESES to cleariy denote a
negative number or deduction from receipt.

. Distribute the Returned Check Notice form as follows:

a. Original-Remitter of the returned check
b. Duplicate-Accounting
¢. Triplicate-Treasurer's Office

Maintain suspense file with Returned Check Notice form attached
to returned check. Determine appropriate foliow-up with remitter;

to inciude redepositing the check, and correspondence by letter and

telephone at reguiar intervals.

. Fotlow general cash receipts procedures to redeposit the returned

check. Additional procedures are as follows:

a&. Record the Returned Check Notice number on the Cash Receipt
form prepared for the redeposit

b. Record the cash receipt number on the Returned Check Notice

¢. Transfer Returned Check Notice to a closed file.
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Cash Receipts - Forms

Form SF-15 01

COUNTY BOARD CF EDUCATION

Cash Racsipt
Date No
Received From Amount $
Address D Currency
C Check No.
Bank Nc.
Purpose
Signature \

For Depositin:

Oemand Deposit Account

Name Of Fund Name Number Amount
[] GeneralCurrent Expense s
] 5
Type of Receipt;
O Revenue ... ... ............% [ Redeposited Check
(J Transfer From Demand Deposit Account & ] Returned Check
3 Transfer Frominvestment Pnincipal.. .. § Notice No.
Distribution:

No 1 -Remstter
No 2 - Treasurer's Bookkeeper
No 3 -Treasurer's Qffice
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Cash Receipts-Forms

Form SF-15 21
COUNTY BOARD OF EDUCATION
RETURNED CHECK NOTICE
Date

Number
Payor Bank
Maker of Check {if Not Payor) CheckNumber

dated for % in payment of

L B has beenreturned for the foliowing reason {s)

We wnuld apprecrate your smmediate attention to this returned check A self-
addressed envelope s enclosed for your convenience.

Very truly yours,

Forinternal Use Only

Fund

Deposit Number

Demand Deposit
Account Number

Receipt Number

Revenue Account

Amaunt

Drstnibution

Ne 1 Payor gedeoosged

No 72 Accounting ecepts No
‘ 161 Date

Nog 3 Treasurer s Otfice






Cash Expenditures - Accounts Payable

ACTION

. Prepare checks and check register, based upon approved vouchers
and attach supporting documentation.

Compare approved voucher(s) to check remittance advice and trace
check to check register. The check register may be in the form of
non-negotiable check carbon copies or a listing.

. Review expenditfures and authorize president and secretary to sign

checks and check register. Some counties may itemize expendttures
in board minytes, thereby negating the need to sign the check regis-

ter. However, the president and secrefary are responsible for the
following procedures:

a. Apptication of manual or facsimile signatures to the checks

b. Cancellation of vouchers by use of stamp or perforating equip-
ment

¢. Review of check register.

Based upon local school board policy, the business manager may be
authorized to perform the above procedures (except for the manual
signing of checks.)

. Distribute documents as follows:

a. Checks and check register - Treasurer
b. Cancelled vouchers-Accounting.

. Review checks and check register as follows:

a. Account for numerical sequence of at! checks and mutilate
signature area of voided checks.

b. Compare all checks to check register and manually sign or affix
a properly authorized stamp on both copies of check register

¢. Manually sign or assume responsibility for application of
facsimile signature on checks.

. Distribute checks and registers as follows:

a. Negotiable checks-Vendors
b. Original check register-Accounting
¢. Duplicate check register and voided checks-Bookkeeper.

. Prepare entry to Cash and Investment Ledger and file.

File voided checks with paid orders.
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PERFORMED BY

Accounting

Business
Manager

School Board

School Board

Treasurer

Treasurer

Bookkeeper

Boakkeeper






Cash Expenditures - Payroil

ACTION

. Prepare checks and check register, based upon approved time sheets

and/or time cards.

Review supporting documentation on a test basis and trace checks
to check register. Sign register.

. For counties using an imprest payrol! account, request treasurer

to prepare check for the net amount of the payroll to reimburse the
payroil imprest account.

. Forward checks and check register to school board for payment

authorization and file payroll supporting documentation.

. Review payroll expenditures and authorize president and secretary

to sign checks and check register. It is recognized that many school
districts will use facsimile signature plates for payroll checks. In
addition, some districts may approve payrol) expenditures in board
minutes, thereby negating the need to sign the check register. How-
ever, the president and secretary are responsible for review of the
check register and application of manuaf or facsimitle signatures to
the checks.

. Forward checks and check register fo treasurer,

. Review checks and check register as folliows:

a. Account for numerical sequence of all checks and mutilate sig-
nature area of voided checks

b. Compare all checks to check register and manually sign or affix
a properly authorized stamp on both copies of check register

¢. Manuatly sign or assume responsibility for application of
facsimile signature on checks.

. Distribute checks and register as follows:

a. MNegotiable checks-Employee
b. Original check register-Accounting
¢. Duplicate check register and voided checks-Bookkeeper.

Prepare entry fo Cash and investment Ledger
and file,

. file voided checks with paid orders.
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PERFORMED BY

Accounting
Business
Manager

Business
Manager

Business
Manager

School Board

President/
Secretary

Treasurer

Treasurer

Bookkeeper

Bookkeeper






Cash Expenditures - Cash Transfers

ACTION PERFORMED BY

I. Transfer cash between demand deposit accounts or purchase an inp- Treasurer
vestment in accordance with adopted baord poiicy.

NOTE: Routine cash receipt procedures are 1o be used for
recording proceeds from the sale of investments.

2. Prepare Treasurer's Check Youcher form SF 15.04. Bookkeeper

a. Enter the following information on the form if transferring

cash between demand deposit accounts:

(1) Treasurer's check number

(2) Amount of cash to be transferred

(3) Date of preparation

(4) Payee {identify account)

{5) Accounting fund from which cash is to be drawn

{6) Name and number of demand deposit account from which
cash is to be drawn .

(1) Name and number of demand deposit account where cash
transfer will be deposited

{8} Purpose of transfer,

b. Enter the following information on the form, if purchasing an

investment;

(1) Items a.{!) through a.(6), as previously described

(2) Sequentially assigned investment number for each unique
investment

(3) Maturity date of invesiment

(4) Effective annuai yield rate based on interest

(5) Amount of anticipated interest income

(6} Total cost of investment

(7)  Information on investment bids solicited and received.
Any documentation shouid be attached to the treasurer's
copy of the voucher.

3. Prepare treasurer's check and check register Bookkeeper

4, Forward Treasurer's Check Voucher and check to treasurer for Bookkeeper
review and signature,

5. Review and sign the Treasurer's Check Voucher and Treasurer's Treasurer
Check. Forward both documents to secretary or president.

6. Review documents and sign check. Forward check to payee and President/
check register along with Treasurer's Check Voucher to the book- Secretary
keeper.

1. Prepare entry to Cash and Investment Ledger. Bookkeeper

8. Prepare entry to Investment Register. Bookkeeper
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Cash Expenditures - Cash Iransfer

ACTION PERFORMED BY

g, Distribute the Treasurer's Check Voucher as follows: Bookkeeper
a. Original-Accounting
b. Duplicate-Bookkeeper's file.

0. Distribute the check register as follows: Bookkeeper
a. Accounting
b. Bookkeeper's file.
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Cash Expenditures - Stop Payment Order

ACT ION PERFORMED BY

|. Advised that a stop payment order on a check should be issued. Treasurer
Reasons may include errors, loss of check, failure of check to
clear bank in a reasonable amount of time, and deficiencies in
goods or services for which the check was issued.

2. Prepare Stop Payment Order form SF 15.22, Bookkeeper
Enter the following on the form:

. Name and address of bank
Demand deposit account number
Date stop payment order issued
Check information:

(1) Check number

{2) Date check was issued

(3} Payee

{4) Amount of check

{5) Purpose of check.

o O o
P

-

3. Request the bank to stop payment on the check. Note confirmation Bookkeeper
of the felephone conversation on the Stop Payment Order form and
forward to treasurer for review and approvai.

4. Review and indicate approval by signing the Stop Payment Order. Treasurer
Return forms to the bookkeeper.

5. Prepare entry to Cash and Investment Ledger. Bookkeeper
6. Distribute the Stop Payment Order as follows: Bockkeeper
8. Origina!-Bank

b. Dupiicate-Accounting
¢c. Triplicate-Bookkeeper‘s file.
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Cash Expenditures - Forms

SF-15 04
o COUNTY BOARD OF EDUCATION
Treasurer's Check Voucher
Date Fund Check No
Payee Amount $
Addrass

ODisbursemem From

Demand DepositAccount Name & Numbaet

Transtar To:
Bemand Deposit Account Name & Number
Purpose
or
Investment Maturity Annual Yield Anticipated Costof
Number Date Rate% Interest investment
s 5
TOTAL §
Treasurer's Signature
Comments
Distribution

Mo 1 Azcounting
No 7 - Treasurer's Bookkeeper
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Cash Expenditures - Forms

COUNTY BOARD OF EDUCATION

Form SF.15 22
Stop Payment Order No.
Date
To
Bank
Address
City State Zip

Please stop payment on tha belowdescribed check and acknowiedge

ChacklInformation:

Checking Account No.

Check Number

Date

Payee

Amount $

This (15} 18 nothin confirmation of telephone conversation of

Purpose:
D Payroll
D Accounts Payabie

D Treasurer's Check

Date
with
Authorized Signature
ForAccounting use:
Fund.

Expendnure Account Number,

Distribution:
No 1-Bank
No 2 - Accounting
No 3. Treasurer's Bookkeeper
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Cash Control Procedures -
Cash and investment Ledger

ACTION PERFORMED BY

I. Post all cash fransactions on a daily basis to the Cash and Bookkeeper
Investment Ledger, form SF |5.03.

a. A separate ledger wii! be maintained for each accounting
fund,

b. A supporting detail ledger will be maintained if there is
more than one demand deposit account per accounting fund,

c. The other transfers columns wiil be needed for those countieé
using multiple demand deposit accounts.

2. Compile source documents for posting to ledger: Bookkeeper
a. Daily Cash Receipts - Bank Deposit Reconciliatien
b.  Returned Check Notice
¢. Check Register
d. Payroi!l Register
e, Treasurer's Check Voucher
f. Stop Payment Order

5. Post the following information from the Daily Cash Receipt - Bank Bookkeeper
Deposit Reconciliation form to the Cash and Investment Ledger:

Data of cash tramsaction

Description

Initials of bookkeeper

Deposit numbers

Consecutive receipts numbers

Type of cash receipt:

(1) Return of investment principal

(2) Transfers from other demand deposit accounts
(3} Revenue, to include interest income.

T ¢ I = T o g =

g. Sumary cash receipts total

h. Decrease in investment control

4. Post summary receipt totals for each demand deposit account to Bookkeeper
second page of the ledger, if applicable.

5. Post applicable information, as required in procedures 3 and 4 Bookkeeper
above, from the Returned Check Notice form. Amounts will be
written in red and in parentheses to note negative transactions.
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Cash Control Procedures -

Cash and Investment ledger

6.

ACTION

Post the foltowing information from the Check Register, Payrol!
Register or Treasurer's Check Voucher to the Cash and Investment
Ledger:

Date checks were signed

Description

Initials of bookkeeper

Consecutive check numbers

Type of Cash disbursement:

(1) Purchase of Investment principal

(2) Transfers to other demand deposit accounts
(3} Other expenditures.

f. Summary cash disbursements total

g. |Increase in fnvestment control,

[ B = T N i o]

. Post summary expendifure tofals for each demand deposit account

to the second page of the ledger, if applicable.

. Post applicabtle information, as stated in procedures & and 7

above, from the Stop Payment Order form. Enter Stop Payment
Order and number in description space. Amounts will be written
in red and in parentheses to note negative transactions.

. Foot and crossfoot Cash and Investment Ledger column totals.

. Compare both cash and investment totals to accounting general

iedger totals monthly.

. File Cash and Investment Ledger and all supporting documentation,

. Review Cash and investment ledger at the end of each month.

Review supporting documentation on a test basis.
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PERFORMED BY

Bookkeeper

Bookkeeper

Bookkeeper

Bookkeeper

Bookkeeper

Bookkeeper

Treasurer



Cash Contro! Procedures -
Daily Cash Control Report

ACTION ‘ PERFORMED BY

I. Prepare Daily Cash Contro! Report, form SF 15.33, on a daily Bookkeeper

basis. The Cash and Investment Ledger is the source document

for the following information requirements,

a. Date

b. Mame of accounting fund

¢. Demand deposit account number

d. Name of account

e. Cash balance from previous report

f. Total receipts for today

g. Total expenditures for today

h. Cash balance for total

i. Comments as applicable

J+  Signature

2. forward Daily Cash Control Report to freasurer for review and . Bookkeeper
approval.

3. Review and indicate approval by signing the Daily Cash Control Bookkeeper
Report. :

NOTE: This report is Yo inform the treasurer of the daily cash receipts, expenditures
and balance by fund and demand deposit account. The freasurer may eliminate the report
if in his/her opinion he/she can receive the information expediently directly from the
Cash and investment ledger.
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Cash Control Procedures -

Monthly Bank Reconciliation

ACTION

. Upon receipt of bank statement (unopened) from the bank, verify

arithmetic accuracy :

. Prepare a tisting of deposits, cancelled checks and any other

debit or credit memos inciuded with bank statement and reconcile
to the change in balance per bank statement. |f correct, list
balance per bank statement in Bank Reconciliation form SF [5.23.

. Arrange cancelled checks in numerical order and examine for en-

dorsements, authorized signatures, and alterations of amounts.

. Determine and 1ist outstanding checks by comparing cancelled

check with the prior month's oustanding check !ist and the cur-

rent month's check register. This listing of outstanding checks
must include in numerical sequence the check number and amount.

Indicate a total on Bank Reconciliation form SF 15.23,

. Prepare a list of deposits in transit {(deposits entered on books

but not on bank statement) by checking the deposits in transit
from the prior month's reconciliation and the Cash and Investment
Ledger to the bank statement. Enter deposits in transit including
number and amount on bank reconciliation form.

. Examine bank statement for other charges and credits and determine

that these are posted fo cash ledger. For any that are not posted,

compite a list and enter on bank reconciliation in the other category.

. Compute the cash balance by adding the reconciliation items and

comparing this balance with the book balance,

. Sign and submit for approval.

. Review statement for completness and make certain that any

adjustments needed are recorded.

. File bank reconciliation with other reconciliations for the

same account, Prepare and post adjustments fo the Cash and
{nvestment Ledger that are authorized by the freasurer and notify
accounting.
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PERFORMED BY

Bookkeeper

Bookkeeper

Bookkeeper

Bookkeeper

Bookkeeper

Bookkeeper

Bookkeeper

Bookkeeper

Treasurer

Bookkeeper
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Cash Control Procedures - Forms

FORM SF 15,33

Daily Cash Control Report

County Board of Education

Date
Demand Deposit Account ash
Previous Today's

Fund Name/Purpose Number Balance Receipts Disbursements Balanc
Totals
Prepared by Approved
Date Date

COMMENTS
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Cash Control Procedures - Forms

Form $7-15.23 COUNTY BOARD OF EDUCATION

BANK RECONCILIATION

Fund

Bank Account Name and Number

Bafance Per Bank Statement _ §

Add: Deposits in Transit- Number Amount

Deduct: Cutstanding Checks {Attachlistwith check numbers & amounts)

Other Additions Or Daductions
~ Explanation Amount

Treasurer's Balance L T— "

| hereby certify that the abova information is cofrect to the best of my
knowledge and belief,

Date

Preparer’s Signature
Date

Treasurer’s Signature
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lnvestments - Genera! Procedures

ACTION PERFORMED BY

{. Develop investment policy in accordance with criteria set forth County Board
in this manual. of Education
2. Initiate the investment procedure by preparing a Treasurer's Check {reasurer

Youcher for the withdrawal of funds from a demand deposif account.

3. Post the following information to the Invesiment Register form Bookkeeper
15,05, using Treasurer's Check Voucher as & source document:

a. Date

b. Description of investment

c. Initials of bookkeeper

d. Treasurer's check number

e. Investment aumber

f. Date of maturity

g. Annual yield percentage

h. Anticipated interest income

i. lIncrease to investment control (fotal cost)
Jj. Addition to investment control balance

4. Post the return of investment principal and interest income Bookkeeper
received to the Investment Ledger. Since all proceeds from
investments {to include saving account withdrawals) will be
payable by check to the county board of education, the source
document for posting will be the Cash Receipts - Bank Deposit
Reconciliation form. The information fo be posted to the
Investment Register is as follows:

a. Return of investment principal:

(1) Date

{2) Initials of bookkeeper

{3} Investment number

(4) Date of maturity

{5) Decrease to investment control (total cost)

{6) Decrease to investment control balance

(1} Data investment was terminated {on the line used tfo post
the return of investment principal and on the line used
to post the original investment.)

5. Foot and crossfoot columns and compare investment Control Balance Bookkeeper
of investment Register to Cash and Investment Ledger.

6. Forward investment Register and supporting documentation to freasurer Bookkeepet
for review and approval.

7. Review and approve posting of investment transactions. Treasurer
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Monthly Reports - Treasurer's Report

ACTION PERFORMED BY

!. Prepare the Treasurer's Report at the end of each month for Bookkeeper
sybmission to fthe county board of education.

a. General format should correspond to form SF 15.31, Treasurer's
Report.

b. Purpose of the report is to show by accounting fund:
(1} The total cash receipts and expenditures for the month
{2) The cash and investment balances at the end of ithe month

by location and description, i.e., demand deposit acccounts,
treasury biils, certificate of deposits, etc,

c. Procedures for preparing the report as follows:

(i} Obtain prior month ending baiances by fund from prior
month's Treasurer's Reporf.

{2) Record the current month's revenue and expenditure
column totals of the Cash and Investment Ledger by
fund in the appropriate colums of the Treasurer's Report.

(3) Add prior month Treasurer's Report fiscal year to date
revenue and expenditures to this month's totals and record
in appropriate columns of the Treasurer’s Report.

(4) Add this month's revenue to prior month's ending fund
balance; substract this month's expenditures to arrive at
current month ending fund balance.

{5) The tota! demand deposit balance and the investment balance
on the Cash and Invesiment lLedger should be recorded under
"Current Month Ending Fund Balance,” "in Cash™ and "in
tnvestments”,

{6) Specify cash and investments by location in lower portion
of Treasurer's Report, Totals by focation must agree with
totals by fund.

2. Forward all documents to treasurer for review and approval. Bookkeeper
3. Review and indicate approval by signing the Treasurer's Report. Bookkeeper
4. Return supporting documentation to bookkeeper for filing and Treasurer

submit Treasurer's Report to county board of education.

5. The annual Treasurer's Report will be the last monthly report for Bookkeeper
the fiscal year, Treasurer
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Monthly Reports - Treasurer's
Statement of Investments Outstanding

ACTION

|. Prepare the Treasurer's Statement of Investments Qutstanding at
the end of each month for submission to the county board of
education.

a. General format should correspond to form SF 15.32, Treasurer's
Statement of Investments Outstanding.

b.  Source document for al! information is the lnveshnent'Register.

c. Column totals for cost of investment and anticipated interest
must agree with the investment Register totals.

2. forward statement and investment Register to treasurer for review
and approval.

3. Review and indicate approval by signing the Treasurer's Statement
of investfments Qutstanding.

4. Return Investment Register to Bookkeeper for filing and submit

Treasurer's Statement of lnvestments Qufstanding to county board
of education.
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PERFORMED BY

Bookkeeper

Bookkeeper

Treasurer

Treasurer
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Monthiy Report - Forms

: COUNTY BOARD OF EDUCATION
.ii"-orm SF-15 32 _

Treasurer's Statement of investmenta Outstanding

Date
INVESTMENT
Maturity Rate Cost of Anticipated
Date Number Type Date of Interest Investment Interest
Totals

201 " Treasurer






RECORDS RETENTION

The befow listing is a guide to records retention, it may require adjustment

to meet your specific needs. Llegal counsel s advisable for any
isted.

Maintain Permanently

Audit Reports

Chart of Accounts

Cancelled Checks of Important Payments:
Taxes
Purchase of Property
Special Contracts

(After audit, these checks should be filed
with the papers pertaining to the transaction).

Correspondence
{Lega! and important matters only.)

Deeds
Depreciation Schedules (if any)
Employee Personnel Records
Financial Statements:

Annuat Financial Reports

Retirement Reports

General Ledgers
fnsurance Records, Accident Reports, Claims, efc.
Minute Books
Payrol} Records
Pension Records

Property Records
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RECORDS RETENTION
(Continued)

Salary Schedyles
Tax Returns and Reports
Worker's Compensation Claims

Maintain {0 Years

Budget Documents
Internal Audits (Including Schoo! Audits)
Journals {unless retained in another record):
Payrol{ distribution
Accounts Payable Distribution
Receipt Distribution
Inventories of Equipment and Supplies
Purchase Orders
Invoices {Including Receiving information)
Retain 7 Years
Accident Reports/Claims of Settled Cases
Cancelled Checks (see Permanent)
Contracts/Leases (Expired)
Monthly/Quarteriy Financial Reports
Project Completion Reports
Retain 3} Years
General Correspondence
Insurance Policies (Expired) {unless on litigation)

Properfy Appraisals
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RECORDS RETENTION
(Continued)

Retain Unti! Audited

Bank Reconciliations

Vendor Correspondence

Dupticate Deposit Siips

Requisitions

Scrap Sales and Auction Records

Excess Levy Information (After last year is audited)
Other

Bond Issue Records (Untif Issue is Expired)
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