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FOREWORD

In an effort to consolidate regqulations and avoid duplication, the Handbook
for School Board fTreasurers, Policy 8352, and the Purchasing Procedures
Manual, Policy 8353, were lncorporated into the Handbook for School Finance.
Policy 8100, School Finance. replaces policies 8352 and 8353.

The handbook divides school finance into five cateqories: revenue, budget,
expenditures, fiscal management, and auditing. The authors have attempted to
focus on areas of general concern and common problems. Where possible., step
by step procedures for completing financial tasks are given. These steps, if
followed, will substantially reduce mistakes and oversights in conducting the
public's education business, while providing some degree of standardization in
school finance procedures.

References and restatements of state laws, court opinions, attorney general's
opinions and state superintendent's interpretations are included in the text
of this wvolume and in the appendix. Readers are cautioned that these are
guides to help find the law and not substitutes for the law itself. The
citations included should always be consulted,

This handbook 1is the result of the combined effort of members of the West
virginia Association of School Business 0©Officials BAccounting Procedures
Committee, chaired by James Welton, Treasurer, Mineral County, and including
these individuals as members: Leslie Carpenter, West Virginia Department of
Tax . and Revenue; Betty Crawford, Consultant/Director of Finance, Harrison
County; Randy Cutright, Treasurer, Cabell County: Nancy Davis,
Secretary/Auditor, Taylor County; William Duncan., Treasurer, Putnam County;
Tom McCray,. Consultant; Carole Menefee, Finance Director, Wirt County; Willis
Moore, Consultant; Mark Obermann, Business Manager, Ohio County: Claude Smith,
Treasurer, Wayne County; Carroll Staats, Superintendent, Jacksoen County; James
Tuel, Business Manager, Marshall County; Charles Chapman, Coordinator of
School Finance, West Virginia Department of Education; and Hazel Kroesser,
Assistant Bureau Chief, West Virginia Department of Education. Appreciation
for their efforts 1s hereby acknowledged.

As pages and chapters of this handbook will be revised as necessary, it should
be kept in looseleaf fashion.

Henry Marockie
State Superintendent of Schools






Policy 81G0

Public Schoel Finance

An effective finance system is a significant management tool for planning and
for accountability,. Such a system insures that the resources will be
safegarded and used Ffor the benefit of the children in each of the school
districts. Financial records must be systematically developed and maintained
to provide rellable financial 1information which forms a basis For proaram

evaluation, compliance with legal provisions and developing public, confidence
in the school system.

The county board of education's budget translates educational needs into a
financial plan. This plan should reflect the educational priorities set at
the 1iocal and state levels. The budget should balance revenues and
expenditures, and sound fiscal management should protect its integrity.
Periodic audits provide assurance that Ffinancial statements are presented
fairly and applicable laws and requlations are Followed.

West Virginia Code §18-9B-5 and §18-9B-9 charges the West Virginia Board of
Education with formulating and prescribing a uniform system of school district
budgeting and accounting for the use of all county districts. The regulations

governing school district budgeting are contained in the Handbook For School
Finance in West Virginia.
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CHAPTER 1

REVENUE

Funding for public schools 1is provided by the county, the state and the
federal government. Kach considers school needs and appropriates money
for wvarjous programs and activities. The effectiveness of this
arrangement depends upon the assignment of responsibilities to the three
participating levels of government so that the special strengths of each
participant are utillzed.

A. LOCAL REVENUE

The county'‘s responsibility for funding the operation of public elementary
and secondary schools rests with the local school district. The county
district relies on taxation from regular and excess levies, interest on
investments, tuition and other local resources to finance its share of the
cost of education.

~

Taxation

The school district 1is the final authority, within legal limits, in
determining the amount of revenue to be raised from local sources for
school purposes.

Local taxes are levied on the assessed values of real and personal
properties and public utility properties. The county assessor establishes
the value of all non-public utility properties and the Department of Tax
and Revenue establishes the assessed value of public utility properties.
The state constitution permits the county board to impose, up to specified
iimits, an ad valorem tax on real and personal property including public
utility property within the county.

Classification of Property

For ad valorem tax purposes, property is classified as follows:

Class I =~ all tangible personal property employed exclusively in
agriculture, including  Thorticulture and grazing; all products of
aqriculture, including livestock, while owned by the producer; all notes,
bonds and accounts receivable, stocks and any other evidences of
indebtedness.

Class IT - all property owned, used and occupled by the owner exclusively
for residential purposes:; all farms, including land used for horticulture,
and grazing, occupied and cultivated by their owners or bona fide tenants.

clags TII - all real and personal property situated outside of
municipalities, exclusive of Classes I and II.
Class Iv - all real and 'personal property situated inside of
municipalities, exclusive of Classes I and II.



Total 1levy rates by c¢lass vary among countles but the rate of Class I
property 1s two times that of Class I and the rates of Classes III and IV

property are four times that of Class I. See appendix-IV for examples ofsﬁ

LGR 12:22., Assessed valuations-Proposed levy rates computation sheet and
Assessor's worksheetg.

The total assessed valuation in each of the four classes of property shall
not be less than sixty percent nor more than one hundred percent of the
appraised value of each class of property. If a county assessor or county
commission fails to comply with this requirement  the state tax
commissioner shall direct them to comply. If they continue to fail to
comply with the requirement. the county commission is required to allocate
a portion of the taxes from their levy to the board of education to
provide a sum of money equal to what the board would have received by

applying their regular levy rates to the correct assessment amount.

The state tax commissioner provides a letter to the assessor and county
commission in July informing them of the minimum amount of non-public
utility property that must be assessed. A letter is sent in May by the
tax commissioner informing the officials if they have complied with the
requirement or not. Coples of these letters are sent to the
superintendent and business manager of the board of education.
Assessments should be checked by the school board officials in March to
see 1f this requirement has been met.

Excess Levies

A school district may provide for an election to increase the property tax 5"'

levies by entering on its record of proceedings an order setting forth:

a. the purpose for which additional funds are needed;

b. the amount for each purpose;

C. the total amount;

d. the separate and aggregate assessed valuation of each class of
taxable property within its. jurisdiction;

e, the proposed additional rate of levy in cents on each class of
property:

f. the proposed number of years, not to exceed five, and

q. the fact that the local levying body will or will not issue bonds,
upon approval of the proposed increased levy, obligating the proceeds
of the levy.

The question of the additional levy is submitted to the voters within the
county at a primary, general or special election. If a majority of the
voters casts their ballots in favor, the additional levy may be imposed.
This levy cannot exceed one hundred percent of the regular levy rates
authorized by law.

Investment Revenue

West Virginia Code §18-9-6 authorizes investments by the treasurer of the
county board of education with the Municipal Bond Commission, State
Consolidated Investment Fund, or in quaranteed certificates of deposit
issues by the depository or bank, or other guaranteed investments such as |
treasury bills, treasury notes or certificates of deposit lssued by either

the United States government or a banking institution in which federal or
state guarantees are applicable. .



Interest earned from investments is to be credited to the fund from which
the money was originally availlable.

Tuition

County boards of education may charge tuitlon to students, their parents,

welfare agencies or other agencies for education provided by the county in
certain instances.

Summer school that is separate and apart from the full school term may be
offered and tuition that will not exceed the cost of operation of the
summer school may be charged. If in the judgement of the board a pupil's
parents cannot pay the tuition, the pupil may attend at a reduced cost or
no cost. All funds accruing from such tuition shall be credited to and
expended from the county's general current expense fund.

Adult education classes may be offered and the board may charge tuition,
not to exceed the cost of operation of such classes. Any funds accruing
from such tuition shall be credited to adult education in the general
current expense fund of the county board of education.

Tuition may be charged for students enrolled in a county who are not
residents of that county. Tuition for such students cannot exceed the
difference between the state ald per pupil received in the county from
which the student transferred and the state ald per pupil received in the
county to which the student is transferred.

Tultion costs for out of state students should be based upon the county's
per capita cost per student. A county board may deduct any cost not
directly related to the education of any such out-of-state students. See
appendix for examples of computation of cost per pupil.

Other Local Revenue

Other local revenues are: rent from school facilitles, gifts and
bequests, miscellaneous revenue, federal indirect costs transfers, refunds
and adjustments, sale of property. sale of equipment and insurance
recovery.

Bonds

A bond 1s a written promise to pay a specified sum of money. called the
face value, at a fixed time in the future, called the date of maturity,
and carrylng interest at a fixed rate.

For educational purposes, bonds can only be issued for the purpose of
acquiring, constructing and erecting., enlarging, extending, reconstructing
or improving any building., work, utility or undertaking: or for furnish-
ing, equipping and acquiring or procuring the necessary apparatus for any
building., work or dimprovement: or for establishing and maintaining a
butlding or structure. No bonds can be issued for the purpose of pro-
viding funds for the current expenses of the school system.



County boards of education may not become indebted to an amount., in the

aggregate, exceeding five percent on the assessed value of taxable

property within the county. No debt can be contracted or bonds issued/
unless the question is first submitted to a vote of the qualified electors
of the county and recelves a majority favorable vote.

General obligation bonds are paid by the county board of education with
the levying of additicnal ad valorem taxes on the assessed values of
properties within the county. The municipal bond commission provides a
notice of debt service requirements in order for the county board to in-
clude the tax rate in the "Proposed Budget and Levy Estimate” adopted in
March of each year. See appendix for examples of Notice of Debt Service
Requirements and Tax Rate Worksheet.

A check list and calendar for special elections are in Chapter 4 of this
handbook.

Arbitragqe Bonds

Arbitrage, in this instance, 1s the profits made on investments of tax
exempt bond proceeds. A municipal bond will be treated as an arbitrage
bond if it 1is part of an issue of which any portion of the proceeds are
reasonably expected to be used directly or indirectly;

a) to acquire higher vielding investments, or

b) to replace funds which were used to directly acquire higher yielding
investments. Interest paid on such bonds will not be exempt Erom
income tax. However, Section 148 of the Internal Revenue Code“
contains exceptions to the arbitrage provisions as follows:

1) Bond proceeds may be invested for a “reasonable" temporary
perlod until needed to pay for the project.

2) Temporary depends on the use and type of bond issue.

3) Allows for a repalr/replacement reserve to be 1lnvested at a
higher rate.

4) Allows up to $100,000 or five percent to be invested at a higher
rate.

The Tax Reform Act of 1986 imposed a mandatory rebate of profits from
investments earnings of municipal bond proceeds to the United States
Treasurer.

However, 1if all proceeds are expended within six months for the purpose
for which the bonds were issued, then profits need not be rebated or if
the amount unspent after six months is the lessor of $100.000 or five
. percent of the proceeds. This amount must be expended within one year.

In addition, profits do not have to be rebated if debt service €fund
earnings do not exceed $100,000 in any one year or if no more than five
million in bonds are issued in any year.

Fallure to follow the statutory provisions as briefly outlined above can
result in a penalty equal to 50 percent of the profit not rebated plus
interest or the bonds could become taxable.



For further guidance, refer to your Legal Counsel, Bond Counsel and/or
Internal Revenue Service.

B. STATE REVENUE

The legislature is required by the state constitution to establish and
maintain a system of free public schools. This requirement has resulted
in the creaticn of county boards of education but has not removed this
obligation from the legislature. The state retains the fundamental
constitutional responsibility for public education and its financlal
support.

State Aid Formula

The major effort of state funding for public education is through the
state aid formula or foundation program. Annual appropriations are made
to the state department of education to be distributed to the counties as
‘prescribed by that formula.

Chapter 18, Article 9a of the West Virginia Code is the basic source
reference for the formula. Generally, the formula program is the sum of
the computed costs for the counties in aggregate, as determined, for the
following:

Allowance for professional educators,

Allowance for service personnei,

. Allowance for fixed charges,

Allowance for transportation cost,

Allowance for administrative cost.

Allowance for other current expense and substitute employees, and
Allowance to improve instructional programs.

~Ih U W N

The county's entitlement 1is the sum of these costs, minus the "local
share," as determined by Code §18-9A-11l. See appendix for example of
local share computation. when appropriated, additional foundaticn
allowances are available to eligible counties for increased enrollment and
incentive for staffing improvement. State aid formula allowances are
determined by reports submitted by the counties on staff, pupils,
attendance, and pupil transportation.

Documents entitled “Preliminary Computations" and "Final Computations” are
annually sent to county boards by the State Department of Education.
These documents provide dollar allocations. county by county. for each
step of the state aid formula.

Appendix includes an Executive Summary of the Public School Support
Program which is usually revised annually due to legislative changes.

Vocational Aid (state}

Chapter 18, article 2B of the West Virginia Code authorizes the state
board of education to provide vocational training or retraining on an
organized basis designed to prepare individuals for useful employment. An
appropriation for this purpose is made outside the basic foundation pro-
gram. The program is made avallable to residents of the state in areas

designated and approved by the state board. Authorization 1is then trans-
ferred to local education agencies for the establishment, operation and
maintenance of these programs.



Secondary Block Grant Formula - Formula funds for secondary regular,

secondary occupational orientation, administration and supervision, and.

placement wlll be allocated by a block grant based upon the number of
contact hours generated as a result of student participation in
occupational orientation and technical Education I, T and IIT programs,
as applicable. Since the funds are generated on student contact hours
from the previous vyear, the expenditure of these funds, except for
equlipment replacement and travel is unrestricted.

Adult Block Grant - Funds appropriated to local educational agencies may
be used for payment of salaries and fixed costs of full-time and part~time
instructional and supervisory or administrative personnel involved in the
delivery of instruction for preparing students to enter an occupation, to
reenter the labor force and/or to upgrade skills for advancement.

The state Board of Education, provided funds are available, will allocate
funds using the following calculation: LEA dollar amount requested
divided by the state total of dollars available equals the decimal share
for the LEA. Additional funds expended in the two previous years for
program operation and the performance of these programs will be considered
in determining individual LEA allocations. Funds not expended in the
program vear for which allocated will be charged against subsequent year's
allocation. Tuition may be charged to provide program costs above funding
provided.

Federal funding for wvocational education 1is discussed later in this
chapter.

Special Education (state)

Chapter 18, Article 20 of the West Virginla Code requires that county
boards of education establish and maintain special education programs and
services for all exceptional children, ages five to twenty-three. The
term ‘“exceptional <c¢hildren” 1includes both handicapped and gifted
individuals. Chapter 18, Article 20. section la, further requires county
boards of education to establish and maintain special education programs
and related services for preschool severely handicapped children three
through five years of age.

The second source of revenue is the appropriation by the legislature,
termed “Special Education: BAid to Counties." Several line items are
included. A line item termed "County Grant Awards" provides a basic grant
to counties. The stipulations of the grant are included in the budget
bill and restrict the use of these funds to expenditures such as special
education personnel. transportation for exceptional children and special
education aldes. Employing personnel for more than one year is prohibited
with grant state funds. County school districts have been given the
discretion to determine amounts budgeted for school-age exceptional
students and for preschool severely handicapped children under the Aid for
Exceptional Children account.

Other allocations under the "Aid for Excepticnal Children“ account include
funds for out-of-state placement for exceptional children and other
special projects, such as continuing education for the teachers of}
exceptional children. B



Federal funding for special education is discussed later in this chapter.

Schoel Building Authority

In 1989, the legislature authorized a School Building Authority to issue
revenue bonds, to make funding determinations and provide state funds for
construction and maintenance of school facilities.

School building authority revenue is distributed as follows: 3% 1is
distributed directly to state projects and 97% to county projects, half of
this 97%, is distributed based upon net enrollment and half is distributed
based upon need as determined by the School Building Authority.

Other State Proijects

Other state projects include: Food service, orphanage aid. competitive
grants, and other miscellaneous grants funded by the State. Valid project
codes for these projects are made available annually by the State
bepartment of Education.

C. FEDERAL REVENUE

Approximately 7 percent of the monies for public education in West
Virginia is provided by the federal government. Most federal monies come
from categorical grants which are targeted for special populations or for
specific purposes, Valid project codes for these projects are made
available annually by the State Department of Education.

The U. S, Department of Education issues general requlations to apply to
direct grant and state administered programs. “Education Division General
Administration Regulations,* known as EDGAR, provides general rules on how
to apply for grants and subgrants, how grants and subgrants are made, the
general conditions that apply to grantees and subgrantees, the
administrative responsibilities of grantees and subgrantees and the com-
pliance procedures used. Copies of EDGAR are available from the State
Department of Education.

Compensatory Education

Chapter I of the Elementary and Secondary School Improvement Act provides
federal funds to supplement and extend the services already being provided
by the local school system. This program 1is designed to provide
supplementary Instructicnal services to educationally disadvantaged
children who reside in school attendance areas having a high incidence of
poverty. Chapter I programs also provide supplementary educational
activities in state institutions housing handicapped and neglected or
delinquent children.

The U.S. Department of Education allocates funds for the various Chapter I
programs to each county or state agency. The county boards of education
annually assess educational needs of the student populations, determine
eligible school attendance areas, select those educationally deprived
children who have the greatest need for assistance, identify the
instructional areas on which the Chapter I program will focus and apply
for the allotted amounts. Application is made to the State Department of
Education. Bureau of Finance and Services.



County boards of education and eligible state agencies may receive and
expend Chapter I funds only according tc an approved application
describing the programs and projects to be conducted with Chapter I |
assistance. The applicant county boards are permitted to carry

unobligated funds forward to the succeeding fiscal year.

Under Chapter I, funds may be used for acquisition of equipment and
instructional materials, employment of special instructional, counseling
and guldance personnel, employment and training of teachers and teacher
aldes and other expenditures as authorized under Chapter I ESSIA. All
expenditures must be directly connected to the Chapter I effort. Counties
are responsible for expending funds according to their approved plans and
maintaining records necessary for state and federal audits.

Chapter II Funds

Chapter II of Title I of the Hawkins-Stafford Elementary and Secondary -
School Improvement Act of 1988 reauthorizes the activities of the ECIA
Chapter II program with funds refocused into six targeted assistance
areas. The funds may be utilized for programs in the following areas: 1)
Programs for at~risk and high-cost students: 2) Programs for the
acquisition and use of instructional materials, including library books,
reference materials, computer software and hardware for instructional use:;
3} Innovative programs designed to carry-out schoolwide improvements
including the effective school program; 4) Programs of training and
professional development: 5) Programs designed to enhance personal
excellence of students and student achievement; and 6) Innovative projects
which would enhance the educatlional program and climate of the school
including programs for gifted and talented students, technology
educational programs, early childhood educational programs, community
education and programs for youth suicide prevention.

Eighty percent. of the money received by the state in the block grant for
these programs 1is distributed by formula to the local educaticnal
systems. To obtain these funds, a county must submit a prescribed appli-
cation to the state department of education. The application, when
approved. can serve for up to three years with annual amendments, 1if
necessary. A county has discretion within the provisions of the
legislation as to how it will use its annual allocation.

Child Nutrition

Six child nutrition programs are administered by the state department of
education, The programs are: National Schocl Lunch Program, School
Breakfast Program, Child Care Food Program, Summer Food Service for
Children, Special Milk Program and Nutrition Education and Training. A
school breakfast program is also mandated by state law as long as federal
subsidles are avallable.

when a county participates in a child nutrition program., both the county
beard and the individual schools have responsibilities. The county board
i5 responsible for:

a. Annually updating contracts with participating schools;



Developing and submitting the “Sponsor's Agqreement and Policy
Statement" for provision of free and reduced price meals and free
milk, free textbooks, free workbooks and instructional supplies and
providing coples of the approved policy statement to all
participating schools;

Distributing copies of application for free and reduced price meals
and free milk and free textbooks, workbooks and instructional
materials together with coples of the state administrative guidance
materials to all participating schools;

Implementing appropriate hearing procedures and a standard
verification procedure to be used in. the approval of these
applications;

verifying and consolidating schools’ monthly reports of participation
and claims for reimbursement, promptly submitting the sponsor'’'s
consolidated claim for reimbursement, editing each schools' daily
meal counts for accuracy, verifying the sponsor's monthly
reimbursement payments and allocating payments to individual schools:
Consolidating schools' financial reports each month, preparing and
submitting an annual sponsor's report of accrued income and per meal
costs, documentling reported income and expenditures and retaining
documentation for three years in addition to the current operating
year;

Annually reviewing operating balances at the school level;

Reviewing and approving major food service equipment purchases,
developing, implementing and maintaining an inventory control system
for food service equipment (retention for 10 years);

Establishing and implementing purchasing procedures in compliance
with state and federal regulations;

Developing and implementing a financial management system which meets
state and federal requirements;

Monitoring and visiting schools to ensure program compliance and
accuracy of meal counts by category; and

Notifying school administrators and school food service personnel
concerning rules, regqulations and policies governing school food
service programs.

At the school level, each principal is responsible for:

a.

Unless carried out at the county level, distributing applications at
the beginning of each school year to each student enrolled in the
program from the prior year in the school, verifying (random sample)
with the applying parent, information entered on the applications,
and reviewing and acting upon each application:

Maintaining a current and accurate master Iist of students eligible
for free or reduced price meals;

Filing or updating annual applications with the county boards;
Providing copies of applications for free and reduced price meal
benefits when an eligible student transfers to another school:
Informing school employees of federal, state and county requirements
for provision of free and reduced price meals;

Developing and implementing standard procedures to ensure that no
student is overtly identified;

Establishing a procedure for obtaining accurate meal counts at the
serving line so that accurate reports of daily student participation
by category are entered on reporting forms;



h. Maintaining all records pertaining to child nutrition programs for 10
years in addition to the current school year;

i. Establishing a system for payment and reporting of all food service /

invoices in compliance with county and state requirements for
financial management;

3. Submitting reports of food service revenue, expenditures and
participation to the county office;

K. Maintaining inventories of purchased and government-donated foods,
supplies and equipment;

1. Ensuring meals production records are properly kept: and,

Checking menus prior to and during service to ensure that all
nitritional requirements are met.

Special Education (federal)

Public Law 94-142, (EHA VIB) the "Education for All Handicapped Children's
Act of 1975," requires that all handicapped children receive a free,
appropriate public education designed to meet their unique needs. This
federal act mandates: (1)} an extensive search effort for unidentified
handicapped 1indlviduals from birth through 21 years of age; (2) policies
and procedures to protect the rights of handicapped children and their
parents; (3) the development and implementation of an individualized
education program {called an IEP) for each handicapped child; and (4)
parent participation in the education of handicapped children.

Most federal revenue for county school systems to implement Public Law
94-142 (EHA VIB) 1s provided by statutory formula. The funding process
follows this sequence: {1) county school systems file with the state
department of education a child count report on the number of handicapped
children receiving special education on December 1 of each year; (2) a
notification of entitlement is provided to counties each year based upon
the preceding year's child count; (3) counties submit project applications
to the state department of education for the entitled amount, (4) the
excess cost computation report must accompany the application and (5)
upon project approval, a notification of grant award 1s issued to the
county. The amount of funds allocated tc the counties is dependent upon
the state's grant award from the Office of Special Education Programs
(OSEP).

Chapter 1. ESSIA Handicapped Program (formerly PL 89-313) provides federal
funds to supplement and extend speclal education programs and services
provided by the county school districts and participating agencies for
those individuals, birth to 21, inclusive, who are elligible for services
under the Chapter I, ESSIA Handicapped Program.

as a result of the Hawkins-Stafford Elementary and Secondary School
Improvement Amendments. P, L. 100-297, the counties and/or participating
agencles must flle with the state Department of Education a child head
count report on the number of handicapped children receiving special
education services under the Chapter I. ESSIA Handicapped Program on
December 1 of each year. fThe procedure for submisslon and subsequent
approval of project applications 1s the same as the funding process for
EHA, Part B grants.

10



Vocational Education (federal)

The Carl D. Perkins Vocational Education Act (P.L. 98-524) provides for
the distribution of federal funds for vocational education. An annual
plan for vocational education and applications for funds must be submitted
to the department of education, bureau of vocational, technical and adult
education, in order to receive federal monies. Upon approval of con-
tinuing and new program applications, counties will receive a vocational

education allocation schedule. Funds usually are advanced quarterly.
Detailled information on program funding policies and procedures is
contained in Section 3000, Policy and Procedures Manual =~ Local

Educational Agencies.

Major grants for vocational programs include:

Secondary - Allocations to county boards are determined by utilizing the
formula in the current state plan for vocational education to allot monies
for secondary programs. Funds provided through the vocational aid formula
must be used by local educational agencies to pay the additional costs for
operating and maintaining secondary vocational programs. Additional cost
usually include extended employment, position salary supplements and
supplemental supplies. Funds are to supplement and not supplant local
funds for vocational education.

Disadvantaged - A percentage of additional costs of a special
disadvantaged vocaticnal program will be paid. Funds will be trans-
mitted on total allocation by project budget code and by instructional
level, not by individual applications, and should be accounted for in this
manner.

Funds allocated under this program can be spent only for persons unable to
succeed In reqular vocational programs who have academic or economic
disadvantages. Equipment purchased under this section must be used only
for those students eligible under this program. These funds must be
matched by the local agency with non-federal dollars.

Handicapped - Same as disadvantaged, but for persons with handicaps.

Construction - Upon approval of an application for construction funds in
accordance with the Handbook of Planning School Facilities, Vocational
Education Supplement, a county may receive funds for needed construction
of wvocational facilities. Upon approval of the request for initial
equipment, 95 percent of the approved funds is advanced. Upon submission
of a filnanclal report, (VEA-9), the balance of the approved amount is
reimbursed. A semi-annual financial status report is required for all
construction projects.

Contracted TInstruction - The state Board may use the portion of its
allotment available for thls part in any fiscal vyear for provision of
educational training through arrangements with private institutions, and
employers whenever such institutions or employer can make a significant
contribution to obtaining the objectives of the state plan and can provide
substantially equivalent training at a lesser cost, or can provide
equipment or services not available in public institutions,

11



All the above programs, to the extent practicable, include work-site
programs, such as cooperative vocatlonal education, work-study., and
apprenticeship programs.

Local Administration - Funds must be used to provide administration and
supervision of vocational education programs. Administrative and
supervisory personnel must meet certification requirements and devote at
least 50 percent of their time to vocational education. {State Board
Policy 3042.4)

personnel Training - Projects may be funded to provide for the training
needs of vocational or supportive personnel.

Overcoming Sex Bias - Projects may be funded to assist county boards in
eliminating and overcoming sex bias and stereotyping.

Evaluation - Grants may be made to provide funds for the evaluation of
vocational program.

Adult Consumer and Homemaking - Funds may be used for adult classes
designed to help individuals and familles improve home environments and
the quality of personal and family life., including instruction in food and
nutrition, c¢hild development, <c¢lothing, family life, housing, family
relations and management of resources. Requests for funds are submitted
as part of the county's plan for vocatlonal education.

Ancillary - Projects may be funded to provide research, 1innovative
programs, curriculum development or personnel development.

gsingle Parents and Homemaking - The state board may only use the portion
of its allotment avallable for this part to:

a. provide, subsidize, reimburse or pay for vocational education and
training activities, 1including basic literacy instruction and
necessary educational materials, that will furnish single parents and
homemakers with marketable skills;

b. Make grants to community-based organization for the provisions of
vocational education services to single parents and homemakers, if
the state board determines that the community-based organization has
demonstrated effectiveness in providing comparable or related
services to single parents and homemakers. taking into account the
demonstrated performance of such an organization in terms of cost.
the quality of training and the characteristics of the participants.

Community-Based Organization - Funds provided under this section may be
used for the outreach programs to facilitate the entrance of youth into a
program of transitional services and subsequent entrance into vocational
education, employment or other education and training.

Each community-based organization which desires to receive assistance
under this part shall prepare Jointly with the appropriate eligible
recipient and submit an application as a part of its local educational
agency plan for vocational education te the State Board of Education.
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Adylt Basic Education - An annual application Ffor funds 1is required for
adult basic education. Adjustments may be made in the quarterly
allocations according to need, as established by the area supervisor. An
annual {iscal report is required to certify the expenditure of funds. any
cash balance remaining at the end of the year must be returned or carried
into the following fiscal year for use in adult basic education programs.

Job Training Partnership Act - Total costs of the program are paid with no
matching funds required. Most ongoing projects are advance funded when
funds are available. Funds are transmitted by project budget code, and by
project, and should be accounted for in this manner.

New and Expanding Industry Training - This program provides vocational
training or retraining of individuals for useful employment in recognized
occupations for new or expanding industries. Advanced funding up to 95
percent is allowable.

Adult Engligh Literacy

Funds are provided to 1local educational agencies to provide special
assistance to persons with limited or no English proficiency to enable
them to progress effectively through adult education programs. Special
instruction will be provided to raise the level of English proficiency so
that persons can function in the English speaking soclety at least 80
percent of the time.

Applications will be submitted by the LEA in response to an announcement
that funds are available wunder this program. Funds will be advanced
quarterly based upon the need for funds. An annual financial report will
be required. Unencumbered program budget balances expire at the end of
the fiscal year.

Extended Day

This program provides for before and after school activities for school
age children who are without supervision before and after school. The
program will be for school age children grades one through six. Program
activities will include tutoring, personal safety, personal development,
and recreational activities and will be available during the hours of 7:00
a.m.~ 8:00 a.m. and 2:30 p.m. - 6:00 p.m. on each school day. PFunding for
this program will be for one year only per site. LEAs are expected to
continue the project through charges to clients or assistance from local
sources. The program should be totally self-supporting after three
years. During the first year, the county and state will provide 16% of
total budgeted by in-kind match, through salaries of Community Education
Coordinators and fiscal agent, rent, utilities and transportation.

Job Opportunity and Basic Skills (Jobs)

The Welfare Reform law called the Family Support Program provides Ffunds
for welfare recipients with educational programs renamed the Job
Opportunities and Basic Skills (JOBS). The JOBS preogram merges five
separate programs into one training program. fThe program will consist of
educational activities, 1including high school or equivalent education
combined with training as needed, basic and remedial education to achieve a
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basic literacy level, and education for individuals with limited English
proficiency. Funds can be used for teachers' salaries, purchases of. -
equipment. to develop curriculum materials. or for almost any kind cﬁ
expense except construction. '

QOther Federal Projects

Other Federal projects include: ESSIA title II, National Forest, and
other miscellaneous grants funded by the Federal government. valid
project codes for these projects are made available annually by the state

Department of Education.

D. CASH RECEIPT PROCEDURES

Writing of Receipts

The preparation and lissuance of a written receipt 1s a fundamental
requirement of every transaction involving the receipt of any check,
currency, or wire transfer of funds.

Receipt forms are to be consecutively numbered and in duplicate. The
original copy of the receipt is to be issued immediately to the person or
firm who is paying the obligation. The second copy shall be preserved to
use for classifying and recording to Receipt Registers and Revenue
Journals.

The style of the printed recelpt Fform must contain at least the
following: (1) The word "Receipt®" or the caption "Received of .

(2) Date space, (3) Amount space for recording in dollars and cents the
amount recelved, (4) A space captioned “For ." which serves to
record the county board of education's involice number, reference number or

an itemization of goods or services for which the payment is received, (5)

Space for indication of whether the payment is currency or check, the

latter additionally requiring a notation of the payor's check number, (6)

space for designation of the particular fund of the county board of

education, (7) Signature line of the person authorized to write the

receipt:; and. {8) A space for the fund's revenue classification code.

The treasurer is responsible for the lissuance of written receipts, but may
delegate authority for the actual writing and signing of the receipts.

The treasurer is charged wlth all receipts on the day received. Periodic
accountings and reconciliations will indicate deposits in transit as a
reconciliation function of cash flow ledgers to receipt registers.

The recelpts must be posted to the general ledger and to the cash control
and investment ledgers on the day that they are written.

Deposit Procedures

Deposits must be made as frequently as possible. Deposit slips are to be
prepared in such a manner that a deposit can be trailed to a certain
receipt or a group of recelpts. Preparation of deposit slips must include
a process that provides a duplicate copy of the deposit slip to b(

retained 1in the treasurer's records with a consecutive deposit slip
numbering system for determination of the deposit slip file's
completeness. TEither the duplicate copy of the deposit slip or the bank's
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deposit receipt form must be valldated by the bank. If a bank deposit
form is used. it must be securely fastened to the duplicate deposit slip.

The bank's receipt for deposit must indicate the date and the amount of
the deposit.

All checks and currency received must be deposited as received. Checks
must be deposited only to a depository and may not be endorsed as payable
to any other party. (Cash may be disbursed only by an order properly
drawn and approved according to each county board of education's payment
procedure or policy.) Currency receilved as receipts may not be used to
cash checks of non-debtors. Receipt of checks from debtors greater than
the amount of a debt is not permitted. Receipt of checks from a debtor
that are delivered by another party should be adequately noted on the
receipt form, but in no case may it be greater than the debt.

Endorsement of a check received will depend on the selected depository.
All receipts of checks and currency are to be initially deposited in an
identified depository. The endorsement of a receipted check, however,
must be in the corporate name of the county board of education by the
treasurer, e.qg., (1) "Payable to any bank for c¢redit to the account of The
Board of Education of the County of . Joe Smart,
Treasurer.” (2) Payable to the Nth Street Bank of West virginia for credit
to the account of General Current Expense Fund of the Board of Education
of the County of . Joe Smart, fTreasurer." (The treasurer's
name must be included in the check endorsement.)

Returned Check Procedures

Checks which are returned by the bank because of insufficient funds or for
other reasons should be charged back immediately to the debtor from whom
received, or, 1f it is found that the reasons for non-payment have been
eliminated, the returned check must be redeposited without delay.

A redeposit of a returned check, or another check that takes place of the
original check., or currency that takes the place of the coriginal check,
must be handled separately from other deposits. The deposit slip and all
ledger entries are to be clearly marked as "Redeposit.”

As long as a returned check is not resclved or made otherwise good, it
remains a charge to the treasurer until such time that the county board of
education declares it as a bad debt upon petition by the treasurer. who
must show that every reasonable effort has been made to collect on the
returned check. The treasurer should not resort to legal process unless
specifically authorized by the county board of education to do so.
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CHAPTER 2

BUDGET

A. INTRODUCTION

No administrative function of a public school system can exceed the
importance of careful and prudent budgeting. The school system's budget
translates educational needs into a financial plan which reflects the kind
of educational program desired by the community. The budget is both an
instrument of educational planning and an instrument of control. The
budget can be conceptualized as an equilateral triangle with the
educational program as its base and expenditures and revenues as the two
sides. If any one side is shortened, the other two also must be shorten-

ed, Only when the three sides coincide is there a workable budget
document .

This chapter addresses the following significant aspects of developing the
budget document:

. Planning the budget

Preparing the budget

Public involvement

Adopting the budget - budget calendar

an oe

B. PLANNING THE BUDGET

Planning is the continulng process by which the county board adapts its
budget effectively to the society of which it is a part. As new in-
formation emerges a more accurate picture of reality 1s available Ffor
consideration by decision makers. Planning is oriented to the creation.
modification or elimination of programs to achlieve the long-range goals of
the school district.

Budget planning is a deliberate action and not a casual activity. It
should provide a perspective on what has been done., what is now being done
and what should be done in relationship to avallable resources. This
perspective provides a base from which to assess alternate ways to
accomplish goals.

Continucus Budget Planning

The budgeting process 1is continuous and should be long range. not year to
year. Completion of the budget document does not terminate the planning
process; rather, the process can continue to be the means of providing an
overall picture of consequences to decision makers.

Each county board of education will develop its own particular style for
budget planning, recognizing that each school within the county will have
a unique set of needs. The budget planning process can neither ignore the
community involved nor the requests, recommendations and plans of persons
and organlizations within the school district.
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As part of the budget planning process, information needs to be collected,
reviewed and considered before and during the budget-making process. The .-
sophistication of this process will vary with the size of the school!
district; however, all data collected should be on a multi-year basis.
Projections often are needed for periods beyond the current and subsequent
school years. Following are data that need to be compiled.

Information needed

a. Goals :
(1) Overall goals established by the county board
(2) Implementation procedures of the board's goals as established by
the superintendent
(3) Evaluation of goals and status of implementation
b. Pupils
(1) Enrollment data by subject taught, by classroom, school and
special need
(2) Student test results
(3} bPropout rate
(4) Return to school rate
{(5) College entry rate
{6) Job entry rate
C. Programs
{1} Goals
(2} Objectives
(3) Evaluation criteria
(4) Program memoranda pertaining to each individual program in the
county. This data should be collected, recorded and stored for /
every program operating in the c¢ounty. This is true for the
classroom programs and special programs as well as ancillary
services.
d. Personnel
(1) Assignment of personnel
- By grade level, subject taught, classroom and school
- By job classification and administrative unit
-~ By salary schedule (regular and supplementals)
- By program and budget line item
(2) staffing requirements
- Requests for additional personnel
- Work Schedules and Employment Terms
- Study of present and proposed staffing for compliance with
state law, local, state and federal regulations
- Study of present and proposed staffing for compliance with
state law on funding with pupil/teacher ratio,
pupil/administrator ratio and pupil/service employee ratio
(3) salary information
- History of salary increases (regular and supplementals)
- Requests for changes in job description
- Requests for changes in job classification
- Requested and proposed salary increases
(4) Fringe benefits
- Benefits given and cost of each
- History of benefits including history of cost
- Required changes
- Requested
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e, Facilities
(1} Requested construction projects
(2) Requested maintenance projects
(3) utility costs by facility (by utility, by square foot, by
pupil)
(4) Requested equipment purchases and repairs
(5) Equipment inventory by facility

f. Finance
(1) Total assessed and appraised valuations of taxable property by
class

(2) Year-to-year changes in assessed and appraised valuations of
taxable property by class

(3) Total estimated tax receipts by class (special levy receipts may
need toc be separate)

(4) Actual tax receipts by class, 1including percent of estimate
collected (special levy receipts may need to be separate}

(5) Estimated and actual receipts of state aid by program and
restricted grant, indicating year-to-year changes

(6) Estimated and actuatl receipts of federal aid by program and
restricted grant, indicating yearrto-year changes

(7) Estimated and actual recejpts of other revenue sources,
indicating year-to-year changes

(8) Estimated and actual beginning balance as used in the March
budget and the Augqust budget revision, comparing the un-
encumbered balances :

(9) Comparison of budget line items using at least last vyear's
expenditures, March budget, current budget, expenditures and
encumbrances to date for this year and For the proposed new
budget

C. PREPARING THE BUDGET

Having gathered the information contained 1in the pricr section of this
chapter, it becomes the responsibility of the superintendent and his or
her staff to meet and prepare a draft of the recommended budget.

Preparation of the budget draft begins before all receipts are known.
Salaries and fringe benefits make up more than seventy percent of the
budget. Other costs over which there is 1little discretion. such as
utilities, textbooks and supplies, make up at least another twenty per-
cent. Budget requests for new programs and expenditures should be listed
in order of priority.

Whether the budget draft is prepared by taking each page and line item in
succession, or by internal departments, or by categories (such asg
salaries, supplies, utilities and travel) is of no consequence as long as
the preparer feels confident with the method used and the document is as
complete and accurate as possible. The document must be cross-checked to
insure accuracy. For example, 1f the budget line item for teachers'
salaries 1s determined only from lists by school, a cross-check is needed
tc assure that a school is not omitted. In preparing a budget, funds
should be reserved to allow for contingencles as emergencies may occur
that will require immediate disposition. County boards should not allow
for contingencies by inflating one or more budget line items. Instead of
indirectly allowing For contingencies, the county board should use a
contingency item in the proposed budget, entitled “"Reserve for
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Contingencies," functlion dimension 96321, object 842, amounting to not
more than three percent of the approved level of basic state aid and
regular levy amounts. The contingency item is not an expenditure account’
but a reserve account from which funds can be transferred to appropriate.
expenditure accounts. Unused amounts in the contingency account expire at
the fiscal year's end. It is strongly recommended that county board of
education budgets, and budgets for all agencies for which they are fiscal
agent, shall be prepared using the five digit program Ffunction codes and
the three digit object codes. The budget submitted to the state Board of
Education will continue to be in the three digit program/function, two
digit object code format.

Balancing and completing the budget

After the receipts and expenditures have been determined, the budget draft
will usually need to be balanced by reducing the expenditures in the

first draft to equal the receipts. Budget changes should be documented
and concerned staff members should be notified of changes 1in their
programs. :

After the budget draft has been completea and balanced, it is time to
finish the preparation process. by converting the draft document into a
preliminary operating budget for approval by the county board.

Before completing the budget, the instructions from the Department of
Education and the Department of Tax and Revenue should be read again.

D. PUBLIC INVOLVEMENT

The relationship between the public and the budget has at least two
dimensions: access to public information and the 1involvement of the
public.

It is essential that a clear and concise explanation of the budget be made
to the public. Community support of the school system will be enhanced in
direct proportion to the level of understanding the public has relative to
the school system's budget. The function of providing public information
must be a continuous process. Every citizen of the county should have
access to budget information in a manner which is understandable.

Equally important is the opportunity for public involvement in the
budgeting process. The West Virginia Code requires the county board of
education to conduct a public hearing on the preliminary operating budget
for the next fiscal year not less than ten days after such budget has
recelved tentative approval by the state board. At this hearing,
reasonable time must be granted to any person or persons who wish to speak
regarding the budget.

It is important for the school system to operate in a manner which assures
the opportunity for public input relative to the budget throughout the
fiscal year. The budget expresses to the citizens of a community the
dollar wvalue of the educational program provided them. Only through
access to public information and public involvement will the community be
willing to support the Dbudget - and its educational objectives.
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E. ADOPTING THE BUDGET - BUDGET CALENDAR

After completion of the proposed budget, the superintendent should infeorm
county beoard members of its content. The county board will adopt a budget
for submission to the state board. 1In addition, Code §18-5-4 requires a
public hearing on the budget, with prior notice by legal advertisement. A
suggested schedule for adoption follows:

January Collection of budget data completed.
February Draft of breliminary operating budget.
March 7 to

March 28 Per Code §11-8-12, each county board

of education must meet for the purpose
of approving the levy estimate. (When
March 7 and March 28 fall on saturday
or Sunday, Code §2-2-2 indicates that
the following Monday 1is the date
intended.)

March 7 Latest date to receive certified
assessed values for taxing purposes
from the county assessor.

Between March 7 and 28 Meeting of county board of education
t0 approve the levy estimate to be
submitted to the state Board of
Education and the Department of Tax
and Revenue. The county board of
education then adjourns until the
third Tuesday in Aapril.

The secretary of the board shall
forward immediately two certified
coples of the levy estimate (original
and one copy) to the state board of
education and one certified copy to
the state tax commissioner. These
documents should be postmarked no
later than midnight, March 28.

The levy estimate must be published
"forthwith" wusing Form LGR 12:27 Ffor
two successive weeks in two county
newspapers of general circulation and
opposite politics, per Code §11-8-12,

32. (For exceptions where only one
newspaper 1is avallable, refer to Code
§59-3-2.)
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April
(third Tuesday)

April

April

April or May

22

The county board of education re/
convenes on the third Tuesday in Apri.
for the purposes as prescribed in Code
§11-8-12a and follows the procedures
outlined in Code §11-8-10a. fThen, if
the county board of education has
received approval of the levy estimate
by the state tax commissioner, it
enters the levies. (Form LGR 12:23)

Within three days after the third
Tuesday in April, per Code §11-8-13,
the secretary of the board shall
forward certified copies of the Levy
Order (Form LGR 12:23) to the state
tax commissioner and state auditor.
Two copies of the notice of approved
rates (Form LGR 12:34}) are forwarded
to the state tax commissioner, who
will Fforward an approved copy to the
county assessor.

Once the legislature passes the state
budget and the governor approves the
budget, the West Virginla Department
of Education will transmit to counties
the final computations of basic state
aid. The county board of education
will submit 1its budget to the state
board for approval the tenth day
following the transmittal of the final
state aid computations. In any year
in which the state budget 1is not
adopted on or before the first day in
May., the state board may require the
county board to adopt a preliminary
budget and to submit 1t to the state
board no later than the thirteenth of
May.

Public Hearing, Per Code 18-5-4 (rev.
'89) the public hearing shall be held
not less than ten days after the

operating budget has received approval
by the West Virginita - Board of
Education. At this hearing,
reasonable time shall be granted to
any person or persons who wish to
speak regqarding parts or all of such
budget. Notice of such hearing shall
be published one time as a Class I
legal advertisement per Code 59-3/
Changes in the budget must be made.

through the supplement and transfer
process,



F. BUDGET SUPPLEMENTS AND TRANSFERS

The approved budget and expenditure schedule may not be exceeded by county
boards of education. An expenditure schedule is defined as the budget at
the program level as defined in the Handbook II RR chart of accounts. For
control purposes, however, any negative balance that occurs at the Ffirst
three digits of the program-function dimension and the first two digits of
the object dimension should be corrected within sixty days of the
month~end report where the negative balance occurred. Negative balances
that occur in May or June must be corrected by the date specified by the
Department of Education. Overdrafts that occur in categorically Ffunded
projects of a RESA, Child Development Center, or Multi-County Vocational
Center shall be the responsibility of the respective board(s) not the
fiscal agent county. As additional funds accrue from local, state,
federal, or other sources, a budget supplement request should be submitted
to the state board. 1If the estimate of additional revenue is reasonable
and accurate and the proposed budget covers the actual requirements of the
operation, the state superintendent will approve the supplement.
Similarly, amounts previously approved [or some particular purpose which
is determined to be in excess of actual need can be made available Ffor
some other purpose which is determined to have an inadequate amount
budgeted. 1In this case, a budget transfer request would be submitted in a
manner similar to that of a budget supplement request (Code 11-8-26,
18-98-10,11)

All budget supplement requests must be based upon a notice of grant award
or an explanation of the ability to increase a previously approved budget
level of revenue. Likewise, budget transfer requests invelving certain
specially funded projects need to be based upon a notice of approval by
the granting agency, if applicable.

On budget supplement and budget transfer requests that are submitted to
the state board of education, the county superintendent of schools must
certify that county board approval actually has taken place.

Procedures

All budget supplement requests and budget transfer requests will be
returned to the county superintendent of schools by the state
superintendent of schools with his/her approval as soonh as possible
provided the request 1is in proper form. Emergency budget supplement
requests and budget transfer requests, if so indicated, will be addressed
on a day-to—day basis.

All budget supplement requests and budget transfer requests received on or
before the last day of any month except June and which can be approved by
that time. will be posted to that month's financial report. Any requests
received after the last day of any month will be posted to the next
month's financial report system. The date of the state superintendent's
approval will prevail for the purpose of prior written approval regardless
of whether the approved request can be posted to any particular month's
financial report. Budget supplement requests and budget transfer requests
for a fiscal year received after a date specified by the state Department
of Education will not be approved for that fiscal year.
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Copies of approved budget supplements or transfers shall be retained in
the offices of the county superintendent of schools as a permanent record
and shall be available for public inspection.

Form and Other Requirements

All budget supplement requests and budget transfer requests are to be
submitted on forms prescribed by the state superintendent. More than one
budget item may be listed on the request form, but items must be arranged
in a manner that will provide clarity and ease in understanding (sce
Appendix for examples). The state superintendent, or his/her designee,
may require additional information or documentation that will lead to the

appropriate disposition of a budget supplement request or a budget
transfer request.
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CHAPTER 3
EXPENDITURES

A. INTRODUCTION

This chapter focuses on payments, obligations, purchasing, and separation
of functions.

B. GENERAL GUIDELINES

It 1is the responsibility of those charged with the task of expending
public funds to follow sound accounting procedures. Payment should be
made to vendors promptly upon receipt of legitimate involces. Funds shall
be expended only for the purposes for which they were ralised and

allocated. The following practices are necessary for sound fiscal
respensibility:

- A local fiscal body shall not expend money or incur obligations in an
unauthorized manner, for an unauthorized purpose, in excess of the
amount allocated to the fund in the levy order, and in excess of the
funds available for current expenses.

- Purchase orders should be issued only after the availability of funds
is determined by an authorized person.

- Payment of invoices must be supported by proper documentation: (1) an
authorized purchase order, (2) a report indicating goods have been
received and in good condition, {3) the invoice has been audited for
mathematical accuracy, proper budget code, and to assure no consumer
sales tax 1is pald, (4) prices on the purchase order agree with the
price on invoice, or exception notice is attached, or exception is
accepted by notation on purchase order by authorized empioyee and (5)
any proper discount is taken, when possible.

- A checklist of required forms. reports and payments should be
reviewed periodically.

c. FUND ACCOUNTING

The following are the authorized funds that may be used by a county board
of education:

10~ General Current Expense Fund - The general fund of the board. It is
used to account for all financial resources except those required to
be accounted for in other funds.

11 Regular Budget and Speclally Funded Grants

12 — Excess Levy (If separation required)

13 - Fiscal Agent/Multi-County Vocational Center

14 Fiscal Agent/Regional Education Service Agency
15 - Fiscal Agent/Child Development Center

20~ Debt Service Fund - The debt service fund is used to account for the
accumulation of resources for, and the payment of, general long—-term
interest and costs.
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30 -

40 -

21 - Bond Issue #1
22 - Bond Issue #2
23 - Bond Issue #3

Bond Construction Fund - The bond construction fund is used to
account for financial resources used for the acquisition,
construction., renovation, remodeling, or equipping of major capital
facilities.

31 - Bond Issue #1
32 - Bongd Issue #2
33 - Bond Issue #3

Permanent Improvement Fund - The permanent improvement fund is used
to account for the support of building and permanent improvement
projects,

4] - Permanent Improvement

At least one demand deposltory checking account must be established'for

each

fund. The fund's checking account would be used for all deposits and

all disbursements of that fund. TIf desired, a fund may have more than one
checking account in one depository or in several depositories, but each
checking account will be functionally identified and used only for the
identified purpose. Using the General Current Expense Fund as an example,

some

possibilities are as follows:

One checking account may be used for all purposes and funétions;'
identified as Board of Education, County of . General
Current Expense Fund.

Two checking accounts may be used, one of which may be used for
deposits for control purposes, including deposits of return of
invested principal and interest. Under this method, it is better to
use the accounts payable checking account also as the initial deposit
control account.

a. Board of Education, County of . General Current
Expense Fund, "Payroll Account."

b. Board of Education, County of , General Current
Expense Fund, "Accounts Payable Account.

Three checking accounts may be used, one of which may be used for
deposits for control purposes. 1ncluding deposits of return of
lnvested principal and interest.

a. Beoard of Education, County of . General Current
Bxpense Fund {(This account is used only for deposits of all
revenue for the - General Current Expense Fund and cash
disbursements from this account are made by using “Treasurer's
Checks" to transfer needed cash to checking accounts "B" and "C"
below or to purchase investments for the General Current Expense
Fund.) {

26



b. Board of Education. County of
Expense Fund, "Payroll Account."”

. General Current

c. Board of Education, County of , General Current
Expense Fund, "Accounts Payable Account."

Each bank account and its bond must be specifically approved by the county
board of education as prescribed in §18-9-6 of the West Virginia Code to
become a part of the recorded minutes of the county board of education.

8 PERSONNEL ACTIONS AND PAYROLL

A personnel action includes the initial hiring of an employee and any
changes in employment status such as a promotion, leave of absence,
sabbatical, retirement or termination. The personnel action form should
include the following information: Name, address, social security number,
birthdate, information needed for equal employment opportunity reports,
account number, position number, effective date, term of employment,
employment status, classification, rate of pay., certification, years of
experience and work assignment. The form should have a space for an
authorizing signature and date.

In addition to the personnel action form. which 1is an internal
communication device, each professional and service employee should
receive and sign a written contract in accordance with Code §18a-2-2, 5
and 6, and §18A-4-15.

Personnel action information should be checked to ensure that professional
and service personnel recelve at least the state minimum salary and any
county supplement for which they are eligible. 1Incremental salary steps
should be based on verified years of service and education.

County boards of educatlon may offer employees the option of receiving
salary in ten or twelve monthly pays, or twenty or twenty-four
semi-monthly payments or some other variety. The number of payments to
all employees shall be determined by the county board of education but may
not exceed the equivalent of an annual salary based upon twelve calendar
months. This is accomplished by deferring a portion of the earned pay
until July or August of the following fiscal year. However, all checks
must be written prior to June 30 of any fiscal year.

Benefits and Withholdings

Payroll deductions are made only after employees sign appropriate forms to
authorize the deductions. Signatures must be obtained in the following
areas:

a. Income tax '
Federal and state forms authorizing income tax withholdings must be
filled out  when the employment begins and upon any change 1in
deductions. Nonresident employees who do not want West Virginia
income taxes withheld from their wages must fill out the appropriate
state form.



b. Retirement
New employees must complete the membership enrollment form (Forp-
TRB-D1). The Teachers Retirement Board must be notified if any ¢
the following occurs: change of name, transfer from one emp loyer te
another, change of permanent address, termination of service., death
of beneficiary, change of beneficiary, re—employment after withdrawal
of contributions or return to active service after an absence.

. Medical and life insurance
Permanent employees whc work an average of twenty hours per week
(1,040 hours per year) are eligible to participate in the state group
medical 1insurance plan which includes a 1ife insurance policy.
Personnel with regular full~time employee status as defined by Code

§18-1~1 also are covered. Additional optional group life insurance
also is avallable.

d. Social Security
Social Security (Federal Insurance Contributions BAct) is deducted
from all paychecks and matched by the county board.

In addition to the above deductions, county boards may make proper
periodic premium deductions from the regular salary of any employee for
group Insurance whenever a majority of employees indicate in writing that
they have subscribed to such insurance. County boards may reduce the cash
salary payable to employees for the purpose of purchasing a tax sheltered
annuity, according to Codes §§18-25-1 and 18A-4-12.

Processing the pavroll

Payroll schedules and checks should be based upon approved attendance/tim’

sheets or time cards. Each school or work area should maintaih
attendance/time sheets showing days or hours per day worked by each

employee. Authorized paid days include legal school holidays, election

days, any day specifically determined by the president or governor, jury
service, national guard or military reserve unit service, approved

attendance at educatlonal or service meetings and personal leave days.

The attendance/time sheet should be signed by the employee and approved by
the principal or supervisor.

Each payroll check should 1Include a detachable or separate earnings
statement with detalled information as to amounts deducted or withheld
with appropriate calendar or fiscal year-to-date totals.

beductions and withholdings

Payments for deductions and submission of reports must be made for the
following: '

a. Retirement
S5ix percent 1is deducted, before tax computation, from the salary of
each employee who 1s a member of the state teachers retirement
system. Contributlions are remitted at the end of each month.
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b. Federal income tax
Federal 1ncome tax withholdings are made according to a schedule
provided by the Internal Revenue Service. At the end of each month,
or more frequently as may be required, withheld Ffederal income tax
must be remitted to an authorized local bank depository. Fatlure to
remit in a timely manner will subject counties to severe penalties
and interest. A quarterly report, Employer's Quarterly Federal Tax
Return (Form 941}, must be filed with the Internal Revenue Service.

c. Social Security
Social Security deductions are made according to a schedule provided
by the Soclal Security Administration. Payments for employees'
deductions and the employer's share are remitted along with the
federal income tax withheld to an authorized local bank depository.

d. State personal income tax
State income tax withholdings are made .according to a schedule
provided by the Secretary of the Department of Tax and Revenue.
Withholdings are paid to that office. Payment of the West Virginia
income tax is due by the 20th of the following month. Counties that
withhold income tax for other states are subject to the requlation of
that particular state.

~

e. Health insurance and life insurance
Monthly reports are submitted to the Public Employees Insurance
Agency.

E. Other deductions may be made by proper authorization.

qg. Other assessments and taxes as mandated by law.

Payroll contributions

a. Workers' compensation fund
County boards of education are required toc subscribe to and pay
premiums into the workers' compensation fund. Quarterly reports and
premiums must be submitted to the workers' compensation commission.

b. Unemployment compensation
County boards of education must make payments to the unemployment
compensation fund by either of two methods. . Contributions may be
made for each covered employee according to the schedule provided by
the department of employment security or benefits may be paid by the
relmbursement financing method.

In order for «county boards of education which have elected the
reimbursement financing method to make reasonable., consistent, and
proportionate charges to specially funded projects to prevent a
disproportionate charge to non-specially Ffunded projects, the following
procedure shall be employed:

1. Specially funded projects under a reimbursement financing method
shall be charged, on a quarterly basis, an amount per employce not to
exceed the amount that is limited by the current contribution method
entry rate and the wage base, presently two and seven-tenths percent
of the first $8,000 of calendar year wages, or $216. These financing
charges shall be accumulated into a restricted escrow account within
the general budget of the general current expense fund.

2. As 1invoices are recelved from the West Virginia Department of
Employment Security, those unemployment compensation benefits that

were paid to employeces who were employed in speclally funded projects
shall be pald by the county board of education from the restricted
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escrow account, but not to exceed the accumulated gquarterly finance
charges. If at any time that benefit charges eligible to be paid
from the restricted escrow account exceed the accumulated quarter}

financing charges, those benefits charges shall be paid from genera.

budget allocations.

3. The upper limit of the accumulated rstricted escrow account shall be
one percent of the most recent calendar year's total annual wages of
specially funded projects. Upon reaching or exceeding the upper
1imit as a result of a quarterly financing charge to specially funded
projects, no additional quarterly financing charges for specially
funded projects may be made until the accumulated amount in the
restricted escrow account amounts to less than the upper limit.

Check preparation

Payroll checks and <check registers should be based wupon signed
attendance/time sheets. The board president and secretary are responsible
for the review of the check register and the application of manual or
facsimile signatures to the checks. Checks and check registers are
received by the treasurer who accounts for the complete numerical
sequences of the checks. The treasurer then compares the checks to the
check register and manually signs or affixes a properly authorized stamp
on the checks. Checks are distributed to employees on the designated
payday. It is also possible for a county to provide a direct deposit of
the employee's salary to his/her bank account. In this instance, the
deposit should be made on the designated payday and a separate earnings
statement with detalled information should be provided to the employee.

Pavroll records

There should be a record of earnings for each emplovee which will serve as
the source document for most employee reports. At the end of each fiscal
year, the records are used as a source document to open records for the
new vear. The old records are held until they have been audited. After
audit, the earnings records are filed permanently.

E. REQUISITIONS AND PURCHASE ORDERS

Purchases should be planned to insure on-time delivery. <County boards
should have & purchase requisition system whereby the person requesting
goods or services submits a written purchase requisition to the individual
responsible for the chargeable budget accounts. Approved requisitions are
forwarded to purchasing to contlnue the purchasing process. All purchases
should be made pursuant to a numbered purchase order, 1ssued prlor to the
purchase and signed by the purchasing agent or his/her delegate. The
purchase order should contain statements as to the quantity. description
and price of the goods or services ordered, as well as payment terms,
discount, date of performance, mode of transportation, and any other
agreements pertinent to the purchase and its execution by the vendor.
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Purchasing

Each county board of education shall set a code (see below) of standards
or purchasing practices which would govern the performance of any of its
officers or employees who have authority to contract or expend board of
education funds. No person shall solicit nor accept personal gratuities,
favors, or anything of a monetary value from any contractor. vendor, or
supplier or any potential contractor, vendor, or supplier of material or
service to the local school system. (West Virginia Code §61-5A-6)

1. To consider, first, the interests of. the school system in all
transactions and to carry out and believe in its established policies.

2. To be receptive to the competent counse}l from colleagues and to be

guided by such counsel without impairing the dignity and
responsibility of the office.

3. Te buy without prejudice. seeking to obtain the maximum ultimate
value for each dollar of expenditure.

4. To strive consistently for knowledge of the materials and processes
of manufacture, and to establish practical methods for the conduct of
the office.

5. To subscribe to and work for honesty and truth in buying and selling,
and to denounce all forms and manifestations of commercial bribery.

6. To accord a prompt and courteous reception, so far as conditions will
permit, to all who call on a legitimate business mission.

T. To respect his/her obligations and to require that obligations to
him/her and to this board of education be respected, consistent with
good business practice.

8. To avoid sharp practices where advantages are taken or sought
unscrupulously.

The county board of education shall adopt a policy in accordance with West
Vvirginia Code §18-9B-12 to initiate a purchasing, receiving, inventory
contrel, and accounts payable system to Include the following:

1. A purchase requisition system whereby the person requesting goods and
services submits a purchase requisition indicating the goods or
services required. :

2. A purchase order system whereby all purchases shall be made by a
numbered purchase order issued prior to the purchase and signed by
the county superintendent or designee.

3. A competitive bidding procedure which includes the invitation of
price and other sales conditions from more than one qualified vendor.
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4. A receiving system whereby purchased goods and services are certified

as received by an employee to whom the receiving function has beer
delegated. ;

5. An inventory system whereby all major classes of equipment and supply
inventory are controlled by perpetual Inventory accounts.

6. An accounts payable system whereby all payment vouchers for purchases
are supported by a receiving notice, purchase order, vendor invoice,
exception notice (if applicable), and indication on the payment
voucher that the invoice has been  verified mathematically and
approved by an employee to whom the approval function has been
delegated. Payments shall include coding in accordance with Handbook
II, Second Revision, using location, project, program function and
object codes.

7. A procedure for emergency purchases for unforeseen circumstances only.

The goods and services to fulfill the needs of the educational process
should be selected with great care in.order to benefit the learning
process as well as maximize monetary savings.

With the above thought in mind, the superintendent or delegate serves as
the purchasing agent and is responsible for the development and
administration of the purchasing program. BAs a matter of sound.business
practice, the board of education should authorize the purchasing official
to issue a purchase order without additional approval of the board after
compliance with all board policies, applicable laws and requlations of th

State of West Virginia, and the state Board of Education's regulations.

Objective

The overall objective of the purchasing function is to obtain the goods
and services necessary to operate the district schools in an economical
and efficient manner, always seeking ways to galn the maximum educational

value for each dollar spent. The county superintendent or delegate
administers the purchasing function in such an ethical manner that all
worthwhile suppliers are considered. The suppliers are awarded the

board's business bhased on price, the gquality of goods, and services
rendered.

Delegation of Authority

Ruthority for the purchasing function shall be delegated by the board to
the superintendent or delegate,

The purchasing official, superintendent, or delegate to - whom the
purchasing function has been delegated is the purchasing agent. The
primary responsibility of a purchasing agent shall be to conduct the
purchasing function so that the board is assured that the public school
funds are being expended in the most advantageous manner.

Signing Authority

All purchase orders must be manually signed by the purchasing agent. The
purchasing agent, however, may delegate this signing authority to an
alternate signer, an employee directly responsible to the purchasing
agent, as the need for additional signers may arise.
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Unauthorized Purchases

An unauthorized purchase is when the materials, services, or any expense
is charged to a board of education by any person who has not been given
such authority. The individual making an unauthorized purchase may incur
a personal obligation to the vendor for the expense incurred even though
the materials or services are used in the public school system.

Planning Purchases

Purchases should be planned so that the turn-around time (i.e., the lead
time between order and delivery) coincides with the date that the
materials/services are needed. The results of planning purchases are:

1. To wutilize more economically purchasing personnel by control of
workload.

2. To -insure the on-time delivery of ordered geoods.

3. To enable purchasing to take advantage of price differentials in

volume and seasonal purchasing.

Some purchases can be planned on a three to six month or annual basis
after considering the following:

1. Storage facilities 4, Inventory investment
2. Season prices 5. Consolidation of like items
3. Economic quantity 6. Vendor capabllities

Purchase Order Format and Style

A purchase order should follow a form and style that is functional to the
needs of the buyer as well as the seller. The purchase order, clearly
identified as such, should indicate the county school system name, address
and purchase order number near the top of the form.

Account number or other internal terminclogy should not be shown in areas
of the purchase order that would tend to confuse or leave room for
misinterpretation by the vendor. This kind of data should be placed in
shaded areas or away from quantities, descriptions and prices. The form
should be designed to facllitate the use of a standard window envelope for
mailing.

Essentlal Elements of the Purchase Qrder

A purchase order should clearly communicate the buyer's needs to the
seller. Following is a 1listing of items to consider when issuing a
purchase order:

1. Quantity and unit of measure should be specific to establish the
meaning of the buyer and seller.

2. & description of the item{s) using manufacturer's brand name and
number where possible, to minimize shipping and receiving errors.
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3. Unlt price should coincide with the unit of measure and be properly
extended and totaled.

4, The F.0.B. terms, either shipping point or destination, along wit.
any cash dlscount terms. should bhe stated. If freight terms are
F.0.B. shipping point, vendors should be instructed to prepay the
freight and add the charges to their invoices. Inveices with freight
added must be supported with a copy of the prepaid freight bill.

5. The address used for mailing invoices and the shipment of goods
should be clearly indicated on the purchase order.

6. The purchase order must be manually signed by the person(s)
authorized to make purchases for the board of education.

Tvpes of Purchase Orders

standard or regular purchase orders are used when the goods are purchased
through a standardized requisitioning, bidding. ordering., and delivery
system. .

Blanket purchase orders are contracts with a particular vendor to provide
specified items and/or services, for a certain period of time. at
predetermined prices. They are placed for high volume items in order to
reduce the bidding and stocking of repetitive ltems. However,
considerations should be given teo the vendor's ability to perform for the
duration of the contract.

. Yendors must be informed that although quantities are only a realisti
estimate of needs, prices are firm for the duration of the contract.

Emergency orders demand immediate delivery to the requisitioner or using
agency. When an emergency occurs, therefore. the bidding process could be
waived in order to immediately purchase the necessary materials or
services. Only certain named employees, however, should be authorized to
make emergency purchases within the policies established by the board.
The emergency ordering procedures should include a method to determine if
the required material is on hand prior to 1ssuling the emergency purchase
order and should also include a procedure whereby the employee making the
emergency purchase justifies the need.

Convenience purchase orders are for small dollar value l1ltems that could be
more economically purchased outside the competitive bidding process. The
county board should name the position or employee and establish the dollar
1imit for convenience purchase orders. The employee authorized to make
the convenience purchases should be responsible for not exceeding the
applicable budget when making a convenlence purchase.

Distribution

The completed purchase order is reviewed and signed by the purchasing
agent or delegate. The purchase order should be encumbered prior to
mailing. Minimum distribution is as follows:
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1. Original to vendor

2. Copy to accounting

3. Copy to receiving

4. Copy retained by purchasing

Additional purchase order copies may be desired in order to control
numerical purchase order seguence, back orders, payment approval,

inventory control, expediting, etc.

Purchase Order Register

A purchase order register listing all purchase orders 1issued in numerical
sequence should be maintained. It provides the following information:

1. Purchase order number

2. Vendor's name .
3. Cost

4. Date sent to vendor

5. Date required

6. Date items recelved

The purchase order register not only provides control of the purchase
orders issued but also provides the information needed for a follow-up

system to insure that materials are delivered as required.

1f a purchase order register 1s not maintained, a numeric file of ail
purchase orders may be substituted.

Filing and Retention of Purchasing Office Records

purchasing’'s copy of the purchase order should be filed alphabetically by
vendor's name with the following forms attached, or filed separately and
cross referenced:

1. Purchase requisition

2. Blanket order (record of purchases)

3. Request for quotations including the bid tabulation

The vendor's approved bid application is filed to provide an effective
system of soliciting bids from qualified vendors.

Purchase orders are retained on an active basis until the order 1is

complete or canceled. outstanding purchase orders should be reviewed
periodically.
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Other pPurchase Order Conslderations

All changes or revisions to purchase orders must be mutually agreed to by
the county school system and the vendor. Any changes to purchase orders
that were originally awarded under a bid procedure. however, would require
the county schocl system to re—examine the bid to determine if the change
is in compliance with the original bid conditions. Purchase order changes
or cancellation must be completed in writing and distributed in the same
manner as the origlnal order.

The use of credit cards is discouraged. If used, however, the duplicate

receipts for items purchased are sent to accounting for reconciliation
with the vendor's bill.

Bids and Quotations:
State Beoard of Educatlon Requirements and Specifications

Obijective

A specification is a description of what the purchaser requires and,
consequently, what a bidder must offer to be considered for an award.
Specifications are not written to "lock out” competitive brands or "lock
in" one brand., Ttems with unique specifications, however, should not be
eliminated 1f the unigueness can be justified. Consideration should be
given to the quality of the item with reference to its intended use, cost
and avallability. In general, items more readily available are priced
lower than items difficult to obtain. No award or purchase, however.
should be made at a price above the lowest bid meeting specifications.
Qualities that exceed specifications, “gold plating.," should not bt
considered in the determination of lowest bid.

Standardlzation

Standardization 1s the process of identifying items of similar use and
drawing up a common specification. Items should be reviewed by the
purchasing agent and user to update the standardization process and make
recommendations to delete, replace, or add newly avallable items to a
standardized list. This review process also would determine the most
economical quantity to order considering packaging, storage space, rate of
use, and quantity pricing.

some of the results to be derived from the above review process are:

i. Quantity discounts

2. Reduction of inventory and purchase order processing cost

3. Standardized list of items by brand names for the requisitioner and

vendor.

Bidding Procedures

Bidding 1s the solication (by a purchaser) of prices and other sales
conditions from qualified vendors. The offer of prices by more than one
bidder for a contract or right to supply specified services or merchandise
constitutes competitive bildding.
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Formal and Informal Bidding

A formal bid is a bid that:

1. Conforms to prescribed format,
2. Is received in a properly ldentifed and sealed envelope, and:
3. Is opened at predetermined time.

An informal bid is a bid that is nelther sealed nor opened at a
predetermined time,

Bid Format

The bid format should follow a prescribed style and should include clear

and concise instructions to properly inform prospective bidders of the
buyer's requirements. While bid form style can be varied, the form should
contaln the essential elements of a contract between the buyer and seller.

1. The format must clearly identify the document as an invitation to bid.

2. List only those details relative to the requirements., including clear
and concise bid conditions and specifications.

3. Listing of quantities and descriptions of items should be meaningful
and complete to convey the same message to all prospective bldders.

4. The time and place of opening must be indicated clearly.

5. A Bid Bond (or certified check) and Prerformance Bond should be
requested in the bid invitation when the assurance of bid acceptance
and conformance to the contract is required of the successful bidder.

6. shipping requirements should be specified. indicating date needed or
required, FOB terms, packaging, and receiving point.

7. Where samples are required, the time and place of delivery should be
stated in the bid invitation.

Bidder List

The bidder list consists of eligible bldders selected for thelr abilities
and desires to furnish the needs of the county schools. Bildders are added
to the 1list as a regular routine based on a review of the bidders’
applications to bid. The opportunity to bid, quote. and submit estimates
shall be given to all eligible bidders who have indicated a desire to bid
on the county school system's requirements. Bidders should be deleted
from the 1list for unsatisfactory performance, failure to respond, or at
the bidders' requests. A statement of non-collusion should be obtained
from each vendor on the bidders list.

Bid Advertisement

Advertising for qualified bidders is required as follows:
Purchase with federal funds in excess of $2,500.

construction contracts if over $25,000 in total cost. except in case of
emergency {(See WV Code §5-22-1).
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Bids should also be advertised when additional bidders are desired for
competitive purposes or where sources of supply are limited or unknown.. .
These bid advertisements serve a secondary function of informing th
public of planned expenditures.

Bid oOpening

The formal bid process requires a public bid opening at a specific time
and place with two or more board employees in attendance. Bids must be
controlled and safequarded until opened and no bid is accepted after the
bid opening starts. The bids shall be available for inspection. The
inspecticon, however, should be under the supervision of the purchasing

agent or delegate and with adequate safequards to insure that a bid cannot
be substituted or altered.

Bid award

The bid award 1s the presentation of a purchase agreement or contract to a
bidder. The bid award should be made promptly based on the most
advantageous bid received, price., and other factors considered. Factors
to be considered when determining the most advantageous bid are:

Are all bid conditions met?

If alternates are offered, are they considered?

Are the unit prices and extensions of totals found to be correct?

Does the county school system and bidder agree on what materials or
services are to be provided?

a

o DO e

Other Bidding Considerations

The formal bid is used for major transactions because it affords the Board

of Education the greatest protection regarding legal enforcement of all
stipulations.

Informal bidding may be used toc obtain prices and delivery information for
items requiring early delivery or when the items are of nominal value.
Although telephone and other informal contracts with sales representatives
may provide prices on required items, this practice normally is more
costly. Informal bidding should contain as many elements of a formal bid
as feasible.

Competitive bildding is the first consideration for all purchases. There
are some purchase regulrements, however, which do not conform to
competitive bldding. Examples are low value items, single-source items,
compatible parts, emergency supplies and services, etc. The decision not
to bid competitively shall be made by the purchasing agent in accordance
with the policy of the county board of education.

Bid invitations should allow 10-14 days (from the date mailed) for
prospective bidders to reply. Additional time may be required depending
on the bidder's gecgraphic location and the degree of complexity in the
bid invitation.

when pertinent information has been omitted from the original bi

invitation, the additional information is issued in a bid addendum., ant
the bid opening date extended., if considered necessary.
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The right to reject any bid should be stipulated in all bid invitations
and advertisements.

Items listed on the invitation to bid should be standardized and grouped
to encourage maximum vendor participation. The invitation to bid should
specify whether or not the award will be based on individual terms,
groups, or category of items or on the total of all items.

Negotiation is a technique for purchasing items usually of a technical
nature, whereby qualified bidders are invited to participate in individual
negotiations. The best offer negotiated in terms of performance, quality
of item, price., packaging, and delivery is accepted and awarded.

Individual School Purchasing

Requisitions or purchase orders shall be signed by the principal unless a
clearly defined and protected procedure has been otherwise provided.
School staff members shall be notified that payment will not be made for
lnvoices not supported by such requisitions or purchase orders.

Requisitions shall be prepared in triplicate, the original going to the
vendor as a purchase order, the first copy being retained in the school
office and the second copy being retained by the initiator or activity
sponsor. Payment of any order placed by the individual teacher shall be
the responsibility of the teacher.

F. RECEIVING

Materials or services ordered or contracted for by a county school system
must be received to complete the purchasing and invoice payment process.
The person responsible for the receiving function must certify by a
written receiving report that the purchased goods or services were
received. The receiving report may be a copy of the purchase order.

The receiving function should include procedures whereby determinations
are made as follows:

a. A purchase order or contract has been issued for the goods or
services being received.

b. If freight charges are collect. they should be authorized. If not,
goods should not be accepted until the shipper has agreed to prepay.

<, Evidence of damage should be indlicated on the freight bill prior to
acceptance of the goods.

4. The material should be inspected and checked against the receiving
report as soon as possible. Concealed damage or shortages and any
exceptions between the ordered material and that actually received
should be noted.

e. The quantities and the date received should be clearly indicated on
the receiving report.

f. Purchasing and accounts payable offices should be notified
immedlately after goods or services are received.

g. Freight bills, packing lists, copies or exception notices, and other
related documents should be filed with the receiving report.

h. All overages, damages, and incorrect materials should be identified
and held in a specified area while awaiting proper disposition.

i. A specified space as a staging area for receipted materials should be
designated. Materials in this area should be handled on a “first in,
first out" basis,.
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3. Outdated or canceled purchase orders should be purged from the
receiving file.

G. CHECKS

Format of Check

The format of checks 1s described generally in Code 18-9-3, which
partially reads, "The order shall specify the amount to be paid, the
purpose for which it 1s paid, and the fund to which it shall be charged.”

1. The number of check coples required would depend on the system
avallable. A three part check would be needed with one copy retained
in a bound book as a check register unless a mechanical listing can
be produced with the original retained as a permanent record by the
business office and the treasurer provided a copy together with
totals of net check issue by date, by batch.

2. All checks shall be serlally prenumbered.

3. A payrecll check must provide an earnings statement which may be
detached by the payee and retained,. or a separate form provided at
the time of issue of the payroll check.

4. A vendor check may be of different format than that of a payroll
check and may be prenumbered in a different series than that of a
payroll check.

5. Adequate space must be avallable for sighatures.

6. Pre-print checks with Magnetic 1Ink Code Record (MICR) as may be
necessary or required by the demand depository for such purposes as
(a) check number, (b) bank routing characters, and {c) checkin
account numbers. Space must be allowed for the amount of the chedy_
to be added by the first bank where the check 1is presented for
payment. Consultation with the demand depository 1is necessary for
the proper allowances and spaces for MICR printing.

7. any and all checks must be imprinted with the corporate name of the
county beard of education, i.e.., "The Board Of Education Of .
Anywhere, West Virginia.®

8. Imprinting of checks should include a statement that the check 1is
void after a certain period of time after date of issue. The demand
depository needs to be consulted in this procedure in order to be

- consistent with existing banking requlations. A bank will usually
refuse payment of any check that 1s six months old but a policy must
be coordinated with the demand depository.

Transfers of Cash

Transfers of cash from one checking account to ancther within a fund are
necessary whenever more than one checking account is used. Such transfers
of cash are to be made by use of a “"Treasurer's Check," which is a special
prenumbered check that would be supplied by a demand depository.

The "Treasurer's Check" 1is to be validated by application of all
signatures. The treasurer is to prepare and manually sign a "Treasurer's

Check Voucher." The wvoucher is to be filed and maintained in the same
manner as all other vouchers or invoices supporting any other disbursement
of funds. In addition., transfers of cash may be executed by writte
authorization. :
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A transfer of cash from one checking account to another within a fund is
not recorded as a classified receipt or disbursement for monthly financial

Statement purposes but must be recorded as a transfer of cash in cash flow
ledgers of each checking account.

Control of Checks

Checks must be serially prenumbered and voided checks should be maintained
and filed. Checks should be kept in a safe place to prevent access from
unauthorized persons. Checks should be kept separate from facsimile
signature plates and check signing equipment. All paid checks are to be
retained by the board as a permanent record along with bank statements.

Sigqnatories

All orders drawn on accounts of the county board of education shall be
signed by the president and countersigned by the secretary and the
treasurer of the county board. Such signatures may be made by hand or by
means of such mechanical or electrical device as the county board may
select. (Sectlon 18-9-3 and 18-9-4) .

H. ACCOUNTS PAYABLE

The procedure for expending and maintaining board funds should provide an
accurate record of the significant details of the transaction. The
action steps for accounts pavable are:

a. Check for authorized purchase order;

. Check recelving notice;

Check the price on the invoice and verify mathematically. and compare
to the applicable purchase order;

. Check for discounts, if applicable;

Check to see if payment already has been made:

Be sure lnvoice is properly coded;

Prepare and distribute check; and

File transaction information.

0o
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CHAPTER 4
FISCAL MANAGEMENT

A. INTRODUCTION

Fiscal management pertains to the ways and means of conducting business
and financial operations in a county school system. Broadly speaking,
these operations encompass . budgeting, receipting and disbursing,
accounting, payroll, auditing and purchasing. Each of these categories is
a study unto 1itself and has specific prescribed procedures and personnel
requirements. It 1s the purpose of  this chapter to put forth these

procedures and requirements, as established by policy and practice for the
implementation and maintenance of sound fiscal management practices.

B. ORGANIZATION OF BUSINESS OFFICE

The responsibilities of the school business administrator range from that
of a clerk to a top level administrator. Demands have become sSo
overwhelming on the superintendency that the business official’'s
responsibility has greatly expanded. The chief school business official
is one of the most important administrators of the school system and is
responsible for all business matters. The following is a list of major
areas in which the chief school business official may be directly or
indirectly involved.

Budgeting and financlal planning
Purchasing and supply management
Plant planning and construction supervision
School-community relations
Personnel management

In-service training

Operation and malntenance of plant
Transportation

Food service

Accounting and reporting

Office management

Investments

Inventory control

n. Data processing

o
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These dutles are sometimes assigned to employees other than the chief
school business official depending upon the size of the school system.

organizational charts are useful in planning and providing better
understanding of the form of organization, chain of authority., and
assignments of responsibilitles.

c. COMMUNICATIONS

Financial affairs of a county board of education should be on the board’'s
agenda at least monthly. At these meetings, the board's chief financia)l
officer should provide a written financial report, containing full
information on each account balance, year—-to-date expenditures and
receipts, the month's purchases and encumbrances, and any other fiscal
matters of more than routine interest. These flnancial reports will occur
in open session. accommodating the public's interest in board finances.
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Additionally, Code §18-9-3a requires annual publication of county board
financial statements and requires the board to provide additional detailed.
financial information to any county resident requesting it. Ta;
commissioner’s audits are expressly designated as public documents by Code
§6-9-9a. Codes §6-9A-1 through 7 require public meetings, with public
notice for most board proceedings. Board minutes also are public
documents pursuant to Code §6-9A-5.

Apart from simply satisfying legal requirements, it is good policy for the
board and its employees to provide free and open communications with the
public. Presentations and reports on local. school finances enhance the
board's reputation for financial integrity. This is essential when the

public 1is asked to approve bonds, excess levies, and to otherwise support
essential programs.

D. ACCOUNTING

Revenue and expenditures for all funds are reported on a modified accrual
basis with accrual requirements met by reports of funds receivable,
encumbrances, and earmarked funds. Earned gross amounts of salaries and
wages are charged against budget amounts whether paid or not within the
current fiscal year. Unpaid salaries, wages, and related employer charges
of the current fiscal year at June 30 shall be reported as expenditures of
that fiscal vear although the physical delivery of the paychecks may not
" actually occur until after July 1. Deduction checks, as applied to the
above salaries, shall also be written as of June 30.

Funds Recejvable

Funds receivable are those amounts which are due the board of education at
year end. These include interest that has been earned but not credited to
the board's account, all revenue which has been collected by the sheriff
on behalf of the board of education but has not been remitted to the
school board treasurer, any other monies owed to the board of education
that can be identified. In addition, funds receivable include project
funds equal to the total of the project grant less the amount of the
project actually received, less unearned grant entitlement receivable
{unearned grant entitlement recelvable defined as total grant entitlement
less grant expenditure or grant cash received whichever 1s greater). (see
*Project Worksheet" in Appendix)

Funds receivable are required to be itemized by source and reported for
each fund on form WVDE 11-10~13, *"Schedule C: Funds Receivable at June
30." See Appendix for examples.

Encumbrances

Encumbrances represent the estimated amount of expenditures related to
unperformed contracts for goods or services. Typically, it would be the
total of all outstanding purchase orders at year end. Encumbrances are
required to be itemized by payee and reported for each fund on form WVDE
11-10-11 "Schedule A" Fncumbrances at June 30.° See Appendix for
examples.

Approved budgets are the legal authority for making expenditures olmm
incurring obligations. It is important., therefore, for the administrator
to have current information on the status of budget balances at all times.
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Knowing how much money hag been spent to date is not enough. The amount
committed must also be known to avoid over-expenditure of approved
budgets. An encumbrance accounting system is a method of ascertaining the
availability of funds and then reserving funds to cover outstanding
obligations. When a purchase order is prepared, the appropriate account
is checked to see that funds are available. If an adequate balance
remains, the amount of the purchase order is immediately charged as an
encumbrance to the account and reduces the account balance. This entry,
in effect., reserves funds in the account to cover the purchase order.

Upon payment of the obligation, the encumbrance amount is removed and the
amount of the payment 1is recorded as an expenditure to the account. Any
difference between the encumbrance and expenditure amounts is reflected in
an adjustment to the unencumbered balance. At all times, the unencumbered
balance in the account equals the budgeted amount less total expenditures
and outstanding encumbrances.

The encumbrance accounting method provides for recording commitments in
the budgetary control accounts. Accounts are encumbered at the time
purchase orders are issued or contracts awarded, Liability for payment is
contingent upon delivery of the commodity or performance of the service
within the terms of the purchase order or contract. The liability then
beccmes an expenditure. Encumbering salaries at the time contracts are
issued is a valuable management tool.

An encumbrance may be liquidated or canceled under any of the feollowing
conditions:

a. Satisfactory receipt or acceptance of lnvoiced goods or services,

b, Notice from or failure of the vendor to fulfill terms of the order or
contract, or

e, Cancellation of the order by the county.

Since many purchase orders are based upon catalog prices or quotes subject
to change, amounts of encumbrances may vary from the amounts of
expenditures. In any case, the total encumbrance 1s ligquidated in the
same amount as it was made.

Earmarked funds

Farmarked funds are those amounts which were received for a specific
purpose and are on hand unencumbered in a depository at the end of a
fiscal vyear. For specially funded projects. earmarked funds are the
amount of the project grant funds received in excess of expenditures and
encumbrances in that project.

All proceeds that are unspent from the sale of bonds in the bond
construction fund are earmarked as listed in the bond call. Depending
upon the wording of the bond call. 1interest earnings in the bond
construction fund may or may not be earmarked.

Funds which have accrued in the Debt Service Fund but have not been used

to meet either principal or interest payments would be earmarked (limited
to total future principal and interest payments due).
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Earmarked funds are required to be itemized by purpose and reported for
each fund on Form WVDE 11-10-12., "Schedule B: Earmarked Funds at June
30." See Appendix for examples. 3

Retention of Records

All internal accounting records are considered to be property of the
county board of education and must be preserved. Generally, all financial
records shall be retained at least until all audit exceptions (if any) are
resolved. Annual financial reports (statements, school audit reports, and
employees' earnings records shall be retained permanently. A minimum
records retention schedule is included in the appendix.

E. CASH MANAGEMENT
General

Responsibilities and Factors To Be Considered

A county board of education must recognize that the position of treasurer
is not one without responsibility. The treasurer 1s responsible for
maintaining cash balances sufficient to meet operational cash demands.
He/she 1is responsible for the disbursements of cash. He/she must
reconcile end-of-the-month bank statement balances to balances recorded in
corresponding cash flow ledgers. including a listing of outstanding checks
at the end of each month. The treasurer 1s responsible for bank deposits

and keeping adequate records of all deposits. The treasurer 1is
responsible for making transfers between depositories as may by
necessary. He/she 1is responsible for determining and recording thi

balance on deposit in each depository at the close of each business day.
He/she must have information as to the nature, amount, terms or discount
dates of all payables which must be met within a reasonable future
period. It is the treasurer's responsibility to invest excess funds, and
maintain records of funds invested, maturity dates and interest earned.
The treasurer must certify monthly and annual statements as to the
location and condition of depcsits of cash and cash investments. He/she
must protect the cash assets of the county board of education by making
certain that checking account balances and investments are properly
secured by adequate bonding or other good collateral. He/she is
responsible for the management of the county board of education cash flow.

Appointment of Board Treasurer

on or before the first Monday in May, upon the recommendation of the
superintendent, the treasurer must be appointed by the county board of
education. This appointment must be officially acted upon by the board
and become, therefore, part of the regular board minutes.

Appointment Standards

The appointment of the treasurer of the county board of education other
than the county sheriff, "shall be the fiscal officer of the board., or an
employee commonly designated as the person in charge of the financial
affairs of the county board", West Virginla Code 18-9-6 partially quoted. :
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Bank Services

In the selection of a bank as a demand depository. consideration must be
given to the services that the bank c¢an and will provide. Essential bank
services must be identified in the planning stages if a county board of
education assumes the treasurer function by appointing its own treasurer.

i. Minimum Bank Services Requirements

a.

For each checking account, the bank must provide a monthly bank
statement as of the closing of the last business day of each
month. The bank statement must clearly 1ndicate the balance of
the previous statement, itemization of all debits and credits
supported by attached bank debit and credit memos, ltemization
of all deposits, itemization of all checks paid during the
period, the latter supported by accompanying paid (cancelled)
checks, and the bank balance at the end of the statement period.

For each checking account, there should be an adequate supply of
deposit slips properly imprinted to identify the bank and the
particular checking account. The deposit slips may be
duplicate, carbonized sets or in books that will permit
preparation of deposit slips in duplicate. The bank must also
be able to validate the duplicate copy of the deposit slip upon
the instance of a deposit or provide a bank deposit receipt,
either of which must indicate the date and the amount of the

deposit.

For each checking account, there should be an adequate supply of
checks to be used as "Treasurer's checks."

For each checking account, there should be at least one stamp
for endorsement of deposited checks.

2. Optional and Additional Bank Services:

a.

In addition to the minimum bank service requirements, a county
board of education may wish to require full or partial checking
account bank statement reconciliation. Full reconciliation
service requires coordination to the extent that the bank must
be provided a listing of all checks issued, as well as deposits
that may be in transit. If a bank uses mechanical equipment for
this purpose, all checks must have their check numbers
magnetically imprinted (MICR) in the proper areas of the check
at the time that checks are initially purchased. An itemized
numberical listing of checks paid by the bank durlng the period,
as well as an itemized numerical listing of outstanding checks,
could be an important service rendered by a bank in this
optional service. Partial reconciliation services might be that
the bank provides only an itemized numerical listing of checks
pald during the .period, and perhaps, a magnetic tape of an
adequate format that the treasurer could use on his own data
processing egquipment for reconciliation purposes and for
listings of outstanding checks.

47



b. An additional bank service wusually available is competent
investment counseling and information, This service 1s an
important resocurce to a treasurer. g

<. A county board of education that has significant or sizeable
deposits, daily or otherwise, may wish to additionally and
optionally require bank messenger service. The bank that agrees
to provide this service must also agree to provide adequate
security or bond to protect this method of transportation of
bank deposits.

d. Additional and opticnal operatiohal services that may be

avallable or provided by a bank depend largely on the bank's
size, the volume of the transactions and the desire of the bank

to contribute to the operational success of its local county
board of education.

Selection of Demand Depository

It is necessary to select a demand depository or depositories for a county
board of education's Ffunds if a treasurer other than the sheriff is
appointed. Consideration should be given to the bidding of these
services. A board member who has a pecuniary interest in a bank within
the county shall not participate in the determination of the depository
for such Ffunds.

The selected demand depositories must be within the county. More than one
depository within the county may be selected. A controlling depository
may be used to receive initial deposits. TIf more than one depository is
used, funds may be transferred to others from the control depository.

The banking services available from the various banks within the county
should be taken into consideration when selecting demand depositories.

The control depository and any other depositories should be selected for a
period of not less than one year in order to simplify accounting
procedures.

Clrcumstances, however, may exist that would necessitate deposits into
another depository. Care should be taken to be sure that these deposits
are properly receipted to provide an adequate audit trail of all deposits.

F. BONDING
Treasurer

Section 6 of Article 9, Chapter 18, of the Code of West Virginia requires
the treasurer to execute a bond for the faithful performance of his duty.
The county board of education must approve the bond and pay the bond
premium. The county board must also set the amount of the bond, the
amount of which is not to exceed the amount of funds which it is estimated
will be handled within any period of two months, but not less than the
amounts according to the following schedule:
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Minimum

Previous Year's Issued Orders Bonds
$ 1,200,000 $ 2,400,000 $ 50.000
2,400,000 4,800,000 75,000
4,800,000 7,200,000 100,000
7,200,000 9,600,000 125,000
9,600,000 13,200,000 150.000
13,200,000 16,800,000 175,000
16,800,000 20,400,000 200,000
20,400,000 24,000,000 225,000
24,000,000 31,920,000 250,000
31,920,000 40,080,000 300,000
40,080,000 48,000,000 350,000
48,000,000 58,320,000 400,000
58,320,000 68,640,000 450,000
68,640,000 89,040,000 500,000
89,040,000 109,680,000 600,000
Others

Although the treasurer cannot delegate his responsibilities, he may
delegate authority to others to perform some duties. Therefore, fidelity
bonding of others performing delegated duties is necessary and should be
set at reasonable amounts.

Depositories

A bank selected by the county board of education as a demand depository
must provide bond to cover the maximum amount t¢ be deposited at any one
time. All selected demand depositories must provide written notice of
bornd to the treasurer before deposits are made and it is the
responsibility of the treasurer tc see that balances never exceed the
bonded maximum.

Security, bond or guarantees for investments may be covered in a demand
depository's bond, but must be specifically stated in the demand
depository's written bond. A determination that an investment is properly
and fully gquaranteed or secured is required at the instance of the
investment.

A cash flow projection is the forecast of the sources, dates and amounts
of «cash recelpts, and the dates and amounts of required cash
disbursements. It 1s the means of determining cash balances available for
investment. Cash on hand for each separate fund in demand deposits should
be maintained at a level sufficlient to meet operaticonal cash demands.
Excess funds should be invested in order to maximize income. Separate
accounts should be maintained for demand deposits and investment
accounts. Adequate audit tralls must be provided for funds flowing from
one account to the other, including such information as date invested,
amount invested, maturity date, and interest earned. All deposits and
investments must be properly secured and investments may be made only in
compliance with Code §1B-9-6 and 6a.
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Cash Control

geparation of Functions

The existing basic operation of a county board of education is subject to
periodic reviews by the state Tax Commissioner to determine if adequate
controls are operational to prevent the possibility of unauthorized or
illegal transactions. Identification and separation of 1incompatible
functions 1s the basic and fundamental method to accomplish adequate
prevention. A county board of education that elects to appoint 1its own
treasurer has a greater need for separatlion of functlons,

This handbook requires a separation of functions of control of blank
checks and control of facsimile signature plates. It must be observed in
this instance that no one individual should have access to blank checks
and facsimile signature plates.

Any individual who may be assigned the function of writing and validating
receipts, as well as the function of preparing and making deposits, may
not be assigned the function of handling or reconciling bank statements.
Further, any individual who has a cash disbursement function assignment
{(i.e., preparation of payrolls., preparation of payments to vendors or
distribution of checks to payees) alsc may not be assigned the function of
auditing cancelled checks or reconclling bank statements.

Any individual who 1s assigned the function of accounts recelvable control
neither may be assigned the functions of writing of recelpts nor the
preparation of billings that affect accounts receivable.

The volume or size of a county board of education intensifies the need fot
separation of functions. Dual control on incompatible functions should be
considered if staff is limited.

Checks

All unused checks must be accountable. Stocks or inventories of checks
must be kept safely to prevent unauthorized access and kept separately
from facsimile plates and check signing equipment.

All voided checks that were signed must have the signatures cut from the
voided check. All voided checks that were not signed must be marked or
signature areas clipped in such a manner to prevent unauthorized or
accidental signing. BAll voided checks, whether originally signed or not,
must be clearly marked with the writing of "VOID" across the face of the
check. Voided checks are to be retained by the treasurer until such time
that the state Tax Commissioner's certified audit is received and there
are no unresolved or outstanding discrepancies involved with volded checks.

paid checks are to be filed in numerical order by the month in which they
are paid by the bank. Informational access to paid checks must be
controlled in such a manner that will protect the completeness of the pald
check files.
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Bank Statements

All bank statements, accompanying cancelled checks, bank debit and credit
memos must be delivered intact and unopened to the treasurer or to the
authorized designee. Any 1individual, other than the treasurer, who 1is
designated or assigned the responsibility of reconciliation of bank

statements must be one who has no assigned function in the areas of
receiving or disbursing of cash.

Reconciliation of bank statements must be done at least monthly and
immediately upon receipt of bank statements.

1. vVerify total of cancelled checks to the total of the bank statement
listings of cancelled checks. \

2. Verify that bank debit and credit memos are authorized and accurate.

3. Arrange cancelled checks in numerical sequence.

4. Identify and 1list outstanding checks by comparing cancelled checks
with check register. The listing of outstanding checks must include,
in numerical sequence, the check number and the amount of the check.

5. Determine that all deposits in transit from the previous period and
all current deposits are accurately reported by the bank statement.
Deposits in transit for the current period are to be listed by date
and amount.

6. verify that all authorized bank statement debits and credits are
entered in cash flow ledgers.

1. Complete a bank statement reconcillation form and file as a permanent
report together with the bank debit and credit memos.

8. Examine cancelled checks for authorized signatories, endorsements and
for alterations of amounts.

9. File cancelled checks in a safe and secure location. Do not merge

cancelled checks with voided checks. Keep each month's group of paid
checks intact or separate from any other month's group.
Informational access to cancelled checks (pald checks) must be
controlled by the treasurer in such a manner that will protect the
completeness and separation of the cancelled checks file.

Signature plates

The security of facsimile signature plates must be considered as one of
the most important controls for protection against illegal or unauthorized
disbursements of funds. A procedure that requires two different
authorized employees to affix signatures on checks is required. Facsimile
signature plates are not to be left in check signing equipment unless the
equipment has other security features. Control and custody of the
facsimile signature plates of the president and the secretary of the board
of education should be maintained by the secretary of the board of
education or another designated and approved board employee. Control and
custody of the facsimile signature plate of the treasurer of the board of
education should be maintained by the treasurer or another designated and
authorized board. employee.

Cash Flow Proijection

The cash flow projection or forecast of the sources, dates, and amounts of
cash receipts and the dates and amounts of required cash disbursements 1is

the tool required in order to determine cash balances available for
investment for varying periods of time.
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The procedure requires knowledge of the amounts and timing of various
receipts and disbursements necessary to the financial operation of the
school district and its programs. '

The following listed items are provided to present those categories for
which the development of a historical and projected pattern of receipts
and disbursements must be maintained.

REVENUES

1. Local Tax Collections 5. Debt Service Funds
2. Clearing Account Receipts 6. Bond Issue Recelpts
3. State Ald 7. Outstanding Investment Maturitiles
4, Special Program Funds 8. Other

DISBURSEMENTS
1. Payrolls 6. Discount Invoices
2. Clearing Account Expenditures 7. Contract Items
3. Vendor Payments 8. Debt Service Payments
4. Special Program Expenditures 9. Construction Payments
5. Utilities 10. Other

Additionally, the policy of the county board of education as to the
frequency of approving payments must be considered in the cash flow
proiection.

The overall span of time of the projection must vary with the total amount
of funds being considered and the reliability of the information currently
available. '

A good rule to follow would be to make the inltial projection for a period
which would exhaust any beginning cash balance plus revenues expected and
to update the projection as each major amount 1is either received or
disbursed. In actual practice, it 1is suggested that the initial
projection be made for a minimum period of 60 calendar days to a maximum
period of 180 calendar days except in those individual cases where lump
sum bond levy funds are to be received. Bond funds must be projected
according to planned construction demands and the overall span of time
geared to the length of the bullding program.

Once the initial cash flow projection has been made, caution must be
exercised to insure that investments are made only on the basis of actual
cash balances on hand on the date of the desired investment.

Investment Procedures

A county board of education must adopt an lnvestment policy that will
permit the treasurer to expeditiously invest funds that are in excess of
cash demands.

West Virginia Code 1B-9-6 authorizes investments by the treasurer of the
county board of education with the Municipal Bond Commission, the state
Consolidated Investment Fund, or 1in gquaranteed certificates of deposi!
issued by the depository or bank, or other gquaranteed investments such as.
treasury bills., treasury notes, or certificates of deposit issued by
either the United States government or a banking institution in which
federal or state quarantees are applicable.
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Interest earned from investments 1is to be credited to the fund from which
the money was orlginally available,

& perlodic report, at least monthly, of investment activities is to be
provided by the treasurer to the county board of education. The reports
are to indicate the date of the investment, principal amount, maturity
date, interest rate, and the amount of interest to be earned at maturity.

The best rate of interest is to be ascertained by firm bidding processes.
Tabulations of bids and bid documents must be retained by the treasurer in
order to maintain three full fiscal years of records plus the current
fiscal year. Records are to be additionally maintained as long as annual
audits by the state Tax Commissioner are not fully certified.

A timely cash flow projection wlll provide adequate lead time for bidding
purposes. In the event that funds are received in advance of projections,
the treasurer should take immediate steps to realize the advantage of
advance recelpts, but must follow firm bidding procedures.

Prior to the transfer of cash to an investment status. the treasurer must
prepare and manually sign a "Treasurer's Check Voucher." The original of
the voucher 1s to be retalned in the same manner as any other voucher or
invoice to support the disbursement of funds. The voucher is to show the
date of investment, the payee, the principal amount., the maturity date,
and the interest rate.

After preparing the voucher described above, the treasurer then has the
option of preparing a “Treasurer's Check" or wire transfer for
transferring cash to an investment status.

Release of securities or other instruments pledged to guarantee
investments must be by signature approval of the treasurer of the county
board of education and at least one of either the president or secretary
of the county board of education.

Monthly and Annual Reports

The treasurer of the county board of education must provide certain
periodic reports that accurately describe the treasurer's activities as
well as the condition and the location of funds of the county board of
education. These reports include the following:

1. Monthly Reports

a. Treasurer's signed monthly report to the county board of
education, which indicates by fund. the beginning cash balance,
the current month's receipts, the current month's disbursements
and the current month's ending cash balance. The current
month's ending cash balance for each fund is to be further
described as to the location ({depository) and as to the
condition {(demand or time deposits}).

The treasurer's monthly report to the county board of educatien
should be coordinated with other monthly reports to the board.
As an example, a monthly classified revenue report that may be

produced by the board's business office should agree with the
treasurer's statement of the current month's receipts.
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b. Treasurer's monthly report, or more frequently as may be
necessary. of investment activities. This report must show the.
date of investment, the type of investment, the principal amount
of each investment, the maturity date of each investment, the
rate of interest and the amount of interest.

2. Annual Reports

a. The annual report will be the last monthly report for the fiscal
year. A copy of the report is to be furnished to the state Tax
Commissioner. An additional copy is to be furnished to the
state Board of Education at the same time that other annual
financlial statements and reports are required.

b. If for any reason an individual appointed as a treasurer of the
county beoard of education dces not serve in that capacity for a
full fiscal year., he/she shall provide a report for the period
which he/she served. The individual who serves for the
remainder of any fiscal year shall provide a report f{for that
period of time and incorporate the previocus treasurer's report
to produce the annhual fiscal year report.

G. BUDGET MAINTENANCE

The budget must be maintained daily by a thorough system of monitoring and
control. Analysis of county board financial data is becoming increasingly

important in the area of meeting requirements of accountability. To be

effective, daily monitoring of budget material {receipts and
disbursements) 1s necessary.

Before purchases are contracted, the buyer must determine whether there is
money avallable for the item. Scarcity of funds requires that purchases
and services be prioritized according to the necessity Ffor each
expenditure. As soon as the purchase order 1s completed the amount should
be encumbered.

The control or management of the business affairs of the county board may
be performed by a person designated as the budget controller. Whatever
title 1is wused,  this employee 1s assigned to perform activities 1in
connection with the control of expenditures and budgetary restrictions.
This person is responsible to insure that expenditures are in accordance
with applicable laws and regqulations. Frequently, and at least monthly,
he/she will prepare a financial statement showing at least the accounting
detail required by the state Board of Education.

To help in overall management, a controlling cash account should be kept.
This account serves as a check on the system's cash balance by summarizing
the beginning daily balance, adding the day's total revenues, and
subtracting the day's total expenditures. This procedure provides a
continuous cash balance.
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Federal Indirect Cost

An indirect cost rate is simply a method for determining in a reasonable
manner what proportion of general administrative expenses each grant or
contract should bear. Indirect cost is similar to a processing cost.

Local educational agencies are required to have an approved indirect cost
allocation plan and rate in order to recover any indirect costs related to
federal grants and contracts. The federal indirect cost rate is used in
all applications for federal grants during the fiscal year for which the
rate has been established.

The advantage of an indirect cost allocation plan and rate is that it is a
simplified means for determining a fair share for indirect cost chargeable
to federal grants and contracts which are acceptable to federal grantor
agencles. The West Virginia Department of Education has developed
indirect cost allocation plans to be used by local education agencies in
West Virginia. Allocation plans, one for restricted rates and one for
non-restricted rates, must be prepared.

Indirect cost allocation plans must be submitted annually for approval of
new rates, These plans are to be submitted to the West Virginia
Department of Education as soon as possible prior to the beginning of the
fiscal year if any indirect costs are to be recovered during that year.
These plans are usually due prior to the beginning of the next fiscal year.

In preparing the indirect cost allocation plans, two reports or variation
of these reports are needed. One report 1is referred to as the 13A2 or
county monthly financial statement-final, and the other report is the I3A3
or county annual financial statement - all projects merged. The use of
these two reports plus other internal reports such as payroll reports are
needed to complete the indirect cost allocation plans. The time in
preparing the allocation plans for most counties is minimal. Most of the
information can be determined from these two reports.

H. CONTRACTS

A contract is a deliberate. verbal or written agreement between two or more
competent persons to perform a specific act or acts. Examples of
contracts used by county boards include employment contracts, maintenance
contracts, lease to purchase contracts, and rental contracts. Contracts
may be negotiated for the purpose of services over a specified period of
time. Obligations may not be incurred in excess of the funds avallable in
the current approved budget.

Provisions

Certain contracts normally are for a period in excess of the current year,
such as rental or lease-purchase of computer or copying equipment. A
clause must be included in the contract permitting termination of the
contract by the county board at the end of any fiscal year without
financial penalty.

55



I. INSURANCE MANAGEMENT

The business manager should determine that the school district h&ﬁ'

adequate coverage 1in property insurance, falthful performance bonds o.
public officials’' bonds, and liability insurance.

To implement and administer the school district's insurance coverages, the
" business manager should:

a. Identify facilities, conditions and situations conducive to potential
exposure to loss: :

b. Estimate the maximum potential loss from each exposure:

c. Prepare recommendations and provide assistance in eliminating or
minimizing losses;

d. Prepare recommendations regarding the method of funding potential

risks (purchase insurance or self-insure);

e, Negotiate lnsurance coverage:

f. Establish and maintain a safety and loss preventlon program;

g, Review and analyze changes in state and federal legislation and
regulations as they apply to areas of insurance and liability and
make sure that appropriate changes are made in coverage:

h. Write specifications for insurance coverage:

i. Prepare and place bld requests for needed insurances and compare bids
with coverages and premiums offered by the state Board of Risk and
Insurance Management;

3. dudit all coverages annually to ascertain if current coverage meets
current needs of the school district, and _

k. Work with the insurance company or state Board of Risk and Insurancf

Management, agent, attorney, etc., in the defense and settlement ol
claims against the school board. :

Property Insurance

Coverage may be of the blanket multiple location type, including automatic
inclusion for additional property. Property can be insured against damage
or loss from:

fire and lightning;

windstorm and hail;

exploslon (other than boiler):
‘sonic boom;

vandalism and malicious mischief;
riot and civil commotion:
aircraft and vehicles;

smoke;

removal:;

flood; and

boilers: explosion, bulging, bursting. and cracking.

- . - . °
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Faithful Performance and Public officials' Bonds

Faithful performance and public officials’' bonds are required for the
president of the county board, the superintendent of schools, and the
treasurer or county sheriff. A blanket bond should be purchased covering
board members and all board employees. Additional indemnity may be needed
for other employees such as cashier, internal auditor, director of data
processing, computer programmer, computer operator, payreoll clerk,
accounts payable clerk., director of purchasing, and buyer.

Fleet/Automobile Liability Insurance

The state Board of Risk and Insurance Management provides fleet liability
insurance as well as general liability dinsurance for all school
districts. This insurance must be purchased from the state Board of Risk
and Insurance Management. An annual premium is paid by each county board
of education to that board. Detalls of coverages are included on a
Certification of 1Insurance which is sent to each county board of
education. It is recommended that all county vehicles, including buses,
be furnished with coples of the Certificate of Insurance in some form for
presentation as proof of insurance in the event of an accident.

J. INVENTORY CONTROL

A data management system should exist that will maintain a perpetual
inventory. To maintain such an inventory, the county should have a system
that will allow for the additions and subtractions of equipment and
supplies.

The equipment inventory record for each piece of equipment should include
the following information:

"

Name of item. make, model and serial number:
Date of acquisition;

Purchase order/invoice number:

Original cost;

Location;

Improvements and cost;

Maintenance dates, if applicable;

Estimated life, and

Disposal date.

-
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Particular attention should be paid to equipment purchased with federal or
state grant funds as these items may be subject to multiple audits by
different agencies.

The supply inventory record for each item or group of items should include
the following information:

Name of item;
Quantity purchased;
Date of purchase;

Cost of each purchase;
Reorder point;

Amount dispensed. and
bDate dispensed.

(5= T ¢ o T T <
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Each 1inventory should be updated continuously as purchases are made and
materials are expended.

Fixed assets are tangible in nature, of a significant value at purchase o
acquisition time, and may be reasonably identified and controlled through
a physical inventory system. Assets include 1land, buildings, machinery,
furniture. and other equipment which is intended to be held or used over a
long period of time. "Fixed" denotes probabillity or intent to continue
use or possession and does not indicate immobility of an asset. Fixed
assets yield their services gradually over a period of years rather than
all at once.

Adequate accounting procedures and records for fixed assets are essential
to the protective custody of school property. A good system will: (a)
£ix reponsibility for custody and proper use, (b) provide data for
management of fixed assets, and (c) provide data for financial control,
developing financial reports and adequate insurance coverage.

Other Inventory Considerations

Make physical counts to spot check the sup@ly inventory during the year to
determine the accuracy of the inventory records.

Make a physical count of all the supply inventory items on June 30 and
reconciie with the perpetual inventory records. Careful examination
should be made of large inventory discrepancies.

Periodically review the 1inventory records and physically inspect all
storage areas to ascertain conditions, surpluses or shortages of supplies
and equipment. '

Surplus or outmoded equipment, materials and supplies no longer needed or
required may be disposed of as follows:

a. Traded on the purchase of new items:
b. Public sale; or
C. Scrapped.

Before disposing of any property, whether real or personal, the board
should declare it to be surplus. County boards of education are permitted
to dispose of its personal property by negotiation rather than at public
auction where the value is $500.00 or less.

The disposal of surplus property purchases from the federal government
must be coordinated through the appropriate federal agency.

K, DATR MANAGEMENT

Data management can be defined as activities concerned with preparing,
storing, and retrieving data for reproduction as information for
management and reporting. Data can be stored in numerical sequence,
alphabetical order or chronclogical order. bData should be stored in a
manner so it 1s readily available to management and others but should be
kept in a secure area. :

The accumulation of each employee's wages, deductions, and withholdings
must be stored in an orderly manner so that the amounts can be easily

retrieved to prepare monthly, quarterly, and annual payroll reports,
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Inventory systems should be processed and stored so as to allow for the
continuous additions and subtractions of all equipment and supplies
acquired and dispensed.

Electronic data processing equipment should be selected that will be

capable of substantial data storage with speedy and accurate computational
and output ability.

L. FISCAL AGENT

The code gives county boards of education authority to serve as fiscal
agents for multi-county regional educational service agencies (Code
§18-2-26) and multi-county vocational centers (Code §18-2B-2). State
board regulation §3232 establishes procedures and operating policies for
multi-county wvocational-technical centers. State board regulation §3233
establishes procedures and operating policles for multi-county regional
educational service agencies.

A county board of education designated as fiscal agent manages and
conducts the fiscal operations of a multi-county regional educational
service agency or a multi-county vocational center. The duties incude
budgeting, receiving and disbursing, financial accounting, payroll,
internal auditing., and purchasing.

M. SPECIAL ELECTIONS

Code §11-8-16. which authorizes local levying bodies to provide Ffor an
election te increase the levies, provides: “The local levying body shall
submit to the voters within its political subdivision the question of the
additional levy at elther a general or special election.” In Code
§11-8-17, it is further provided: “All the provisions of the law
concerning general elections shall apply so far as they are practicable
except as follows: Where a special election is held, the local levying
body, having due regard to the minimum expense involved, shall determine
the number of election officials necessary to properly conduct said
election, which number shall in no case be less than three commissioners
and two clerks, and shall appoint the same and fix and pay their
compensation, but otherwise the election officials shall be such as are
appointed to serve with respect to the general election held at the same
time. The local levying body, however, shall provide the election
supplies necessary for such election and shall canvass the returns
thereof. A separate ballot shall be used at a levy election held in
connection with any other election.”

Check list for special elections

a. wWhile boards of education usually conduct a special meeting to
consider hoiding an election for bonds or excess levies, this action
is proper in a regular meeting.

b. Minutes of the meeting should include:

(1) B copy of the "notice of special meeting", signed by the board
president (or three members) and directed to the secretary of
the becard.

(2) A copy of the "notice of special meeting,” signed by the board
secretary, directed to board members and containing their

signatures as accepting legal service of the notice. Notice
must have been served a reasonable time in advance of the
speclal meeting.
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{3) An order, duly adopted, directing an election to be held and

containing all information required in Code §11-8-16 (in case of B

excess levy) or §13-1-4 (bonds). ;
C. Since boards must meet annually between March 7 and March 28 to-
approve budgets and levy estimates, special election results must be
certified and revised levy estimates approved prior to March 28.
d. Publication of notice of special election (legal advertisement) is
governed by Code §11-8-17 and §%5%-3-1.

Calendar for special elections

E-day is election day
E-60 means 60 days prior to election day
E+5 means 5 days after election day

West Virginia Code references are in the right hand margin
E-T10

All information concerning the amount
of funds needed and the purposes for which
they are needed should be completed and in
the hands of the attorney preparing the order
for election. The proposed order calling the
election should be given to the superintendent
of schools so that he may include the same in the
agenda for the board's meeting on approximately
E-60 (§3-5-5 suggests even more lead time, for
proper distribution of absentee ballots). §11-8-16

E-60

At its regular meeting, the board should
adopt an order submitting the question of a bond

issue or excess levy to the voters at a §li-8-16
speclal election on . 19 (E~day).
E~-59

Coples of the order calling the election
should be sent to the county clerk, the voters
registration officer and the circuit clerk.

E~30 to E-15

The printed official and sample ballots
should be prepared by the ballot commissioners.
(sufficient time should be allowed for the
bidding and printing of absentee ballots.) §3-5-10

E—-14
The first publication of the notice of the

election as a class II-0 legal advertisement
should be made. §11-8-17
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Last day for the publication of the
facsimile of the ballot label.
E-J

(a) Last day for county clerk to notify the
board of education that the voting machines are
ready to use. §3-4-12

(b) The second publication of the notice

calling the special election should be made seven
days prior to the election.

E-5

(a) Last day for the board of education to
convene and examine the voting machines.

(b) The board of education must endorse its
approval of the voting machines in the book in
the custody of the county clerk.

(c) The county clerk will deliver the keys

to the voting machines to the ballot commissioners.

E-4

(a) Last day for the circuit clerk to matil
absent voters ballots.

{b)} Commissioners of election shall attend
the offices of the circuit clerk and the county
clerk to recelve the keys to the voting machines
and the election supplies.

E-3

(a) Last day for commissioners to attend
the circuit clerk's office and the county clerk's
office to receive election supplies.

(b} Last day for persons to appear before
the circult clerk and vote absentee ballots,

E-1

(a) Last day for the publication of the
facsimile of the ballot label.

(b} The circuit clerk shall dispatch the

balleots and other election supplies not called
for on E~4 and E-3.

E Day - Election Day

Five copies of the election results should
be made. One must be posted at the precinct; two
go to the county clerk and one each gqoes to the
board of education and the secretary of state.

-
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E+5 (Sunday excepted})

(a) The board of education should meet as a
board of canvassers with the county commission to
canvass the returns of the levy election and to pass
on challenged ballots, if any.

(b) A certified copy of the order of the
board of education sitting as a board of can~
vassers should be malled to the state tax
commissioner and to the secretary of state.
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CHAPTER &

AUDITING

A. INTRODUCTION

Our system of government in this country rests on an elaborate structure
of interlocking relationships among all levels of government for managing
public resources. Officials and employees who manage these resocurces must
render a full account of their activities. This accountability concept is
inherent in the governing process of this nation.

Auditing is an integral element of this accountability. Audits provide
independent assurance to all concerned that financial statements are
presented fairly and applicable laws and regulations are complied with.

In the State of West Virginla., the State Tax Commissioner, pursuant to
West Virginia Code §6-9-1 et seq., is, ex officio, the Chief Inspector and
Supervisor of Public Offices, and as such 1is charged with the
responsibility of examining the financial affairs of every local
governmental office or political subdivision within the State, and all
boards, commissions, authorities, agencies or other offices created under
authority thereof. On every such examination, the Chief Inspector is
required to inquire into whether the requirements of the State
Constitution. statutory laws and local orders have been complied with.
West Virginia Code §6-9-7 states that these duties can be performed by the
Chief Inspector or by any person appointed by him or her.

In addition, the Commissioner 1s responsible for reviewing the levy
estimates of all tax levying bodies and monitoring the budgets of all
county and municipal governments.

The term "every local governmental office”, of course, includes all boards
of education through the State, Although the term could be interpreted to
include the individual schools, West Virginia Code §18-5-13(1),
specifically holds the local boards of education responsible for insuring
that audits are conducted of the individual schools within their
Jurisdiction. These audits can be accomplished by utilizing the services
of the Chief Inspector, by contracting with an independent public
accountant, or by hiring an internal staff auditor.

Functionally, the duties and responsibiliites of the Chief Inspector are
performed by the Chief Inspector Division of the Department of Tax and
Revenue. All audits are conducted in accordance with generally accepted
auditing standards and the standards for financial audits contained in the
Standards for Audit of Governmental Organizations, Programs, Activities,
and Functlons issued by the U. 3. Comptroller General.

In addition, for entities that receive federal or state financial
assistance, the audits are conducted in accordance with The Single Audit
Act and the provisions of the Office of Management and Budget's (OMB)
Circular A-128.
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A majority of the audits are conducted by staff auditors. To keep all
audits on a current basis, however, the services of independent public

accountants are utilized at times to perform the audits of selected {ﬁ

entities.

The Chief Inspector Division 1is one of the few State agencies that does
not receive any appropriations from the Legislature. The Division charges
for the audit services it provides and from such revenues pays all of its
operating expenses, Iincluding salaries, equipment and supplies,

Purpose of an audit

Many groups and individuals have an interest in the Ffinancial condition of
government organizations. BAudits provide citizens, legislators. oversight
bodies, grantors, and investors with reasonable assurance that a
government's financial reports can be relied upon and that the government
is carrying out 1its responslbilities in an efficlent and effective
manner. Audlts also provide management with the information it needs to
evaluate its own performance and to take appropriate corrective actions to
remedy instances of noncompllance and weakness in the internal control
systems.

Audits of government organizations are classified as financial audits or
performance audits. Traditionally., financial audits have been designed to
provide external auditors the sufficient, competent evidential matters
needed to attest to the fairness of management's representations in the
financial statements. Because a government's actlvities are controlled by
specific laws and regulations, auditors performing audits of governmental -
organization must consider whether the government has complied with those
laws and regulations that could have an effect on the government's
financial statements.

In the past, such audits of governmental entities were referred to as
financial and compliance audits. Although the terminology has changed,
the auditor's responsibility has not. In fact, under generally accepted
government auditing standards, such responsibilities have been expanded.

Performance audits are designed for audits to assess a qovernmental's
effectiveness in  meeting its responsibilities  economically  and
efficiently. These are special purpose audits and are not normally
performed on a routine basis.

one particular type of financial audit is the single audit, mandated for
many governments by the provisions of the Single Audit Act of 1984 (Single
Audit Act) and Circular A-128 issued by the Office of Management and
Budget . The purpose of the Single Audit Act was to eliminate the
duplication of audit effort that existed In prior years with different
auditors examining Iindividual grant activity. The Single Audit Act
specifically applies only to financlal audits and requires that those
audits be conducted annually. Performance audits are not required.

hudit Standards

An audit is made up of various tests and procedures designed to meet
certain objectives. auditing standards define those objectives and:

provide measures of quality that can be used to judge the effectiveness of
the tests and procedures used to meet them.
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Standards for traditional financial audits are known as generally accepted

auditing standards (GAAS) and are promulgated by the American Institute of
Certified Public Accountants (AICPA).

The Comptroller General of the United States in a publication entitled
Standards for Audit of Governmental Organizations, Programs, Activities,
and Functions, has established additional standards to be utilized by
auditors performing audits of governmental organizations. These
supplemental standards are normally referred to as generally accepted
government auditing standards (GAGAS).

In addition. the Single Audit Act and Circular A-128 set forth specific
requirements for single audits that go beyond both sets of standards.

Preparing for Financial Audit

Audit services, 1like those of other professions, can be relatively
expensive. Government organizations, however, can have a direct influence
on the amount of costs incurred through the degree of preparation that is
exercised in preparing for an audit. To minimize costs, boards of
education should prepare their financial statements as accurately as
possible using the recommended formats developed by the Department of Tax
and Revenue in conjunction with the Department of Education, prepare all
required supporting schedules, and gather all documents needed by the
auditor. To enable the auditors to work efficiently., arrangements should
be made to provide them with a quiet office, or at least a secluded work
area, equipped with a desk or large table. and having easy access to a
telephone.

The Chief Inspector Division has developed an audit preparation packet to
assist boards of education in preparing for an audit, This packet
recommends that the following schedules be prepared by board emplovees at
the end of each fiscal vear.

- 8chedule of Budget Supplements

- Bank Reconciliation Schedule

- Procof of Current Year's Revenue

- Proof of Orders Paid

- Schedule of Former Year's Orders Cancelled

— Schedule of Excess Levy Revenues

-~ Schedule of Excess Levy Expenditures

- Schedule of Federal and State Flnancial Assistance

These schedules should be prepared for each fund or bank account, as
applicable, In addition to preparing these schedules, copies of the
following information should be made available to the auditors for their
retention upon commencement of the audit:

- Published financial statement

- Annual financlal report (WVDE 11-10-10)

- Final annual financial report (EDCO 13A2)

- Annual financial report with projects series merged (EDCO 13A3)
- Original budget

- Sheriff's settlement

~ Detalled listing of outstanding checks at year end
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A board's cooperation in providing this information will help assure a
quality audit at the lowest cost possible.

Conclusion

in today's environment, an ever increasing degree of accountability is
being demanded from elected officials and government employees. As recent
changes have indicated, this Iincreased demand has placed greater emphasis
on the quality of governmental audits. It is, therefore, critical that
all parties involved in the audit process, the governing body, management,
and the auditors. be knowledgeable of the audit requirements so this
demand for accountability can be met.

2/19/90
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EXECUTIVE SUMMARY OF
PUBLIC SCHOCOL SUPPORT PROGRAM

Professional FEducators: This step provides to each county an amount
based on the State's minimum salary schedule up to & ceiling of
54.33/1,000 based on adjusted enrollment. This ratio will change to
93.5 in fiscal year 1992, Growth rate per year must not exceed 20% of
potential increase and in no case shall such limit be fewer than Five.
Bach county must establish and maintain a minimum ratio of 50/1,000 of
adjusted enrollment for professional instructional personnel or suffer a
pro rata reduction, this changes to a minimum ratio of 51/1,000 in
1990-91 and thereafter. A 76.5/1,000 net enrollment limit is in effect
for 1989-90; 76.0 for 1990-91; 75.5 for 1991-92; 75.0 for 1992-93; 74.5
for 1993-94; and 74.0 for 1994-95 and thereafter.

Service Personnel: This step provides to each county an amount based on
the State's minimum salary schedule up to a ceiling of 34/1,000. Growth
rate per year may not exceed 20% of potential increase and in no case
shall such limit be Ffewer than two. The 34/1000 adjusted enrollment
limit remains in effect. A 45.5/1000 net enrollment is in effect For
1989-90; 45.0/1000 for 1990-91; 44.5/1000 for 1991-92: 44.0/1000 for
1992-93; 43.75/1000 Ffor 1993-94; and 43.5/1000 For 1994-95 and
thereafter. A waiver of 34/1000 limit where student population density
and miles of bus route justify and net balance is no greater than 3% is
possible. Currently, there is no Eunding for the waiver.

Fixed Charges: This step provides the sum of the current social security
rate plus .04% for unemployment compensation plus the most recent
determined workers' compensation contribution rate. Teachers Retirement
Fund allowance of 15.0% and the employers contribution to Public
Employees Insurance is paid by the department for persons in the state
aid Fformula. Counties pay from local resources to the Teachers
Retirement Fund at the rate of 1.5% of “"excess salaries,"” incrementally
ascending to 6.0% in 1992-93, per §18-7A-18. Excess salaries are
salaries paid in excess of that authorized for minimum salaries and
salary equity or any county supplement equal to the amount distributed
for salary equity. Salaries paid from federal Ffunds pay 6% to Teachers
Retirement.

Pupil Transportation: The pupil transportation step includes the

following calculations:

(a) 80% of non-salary costs of operations, maintenance and related
expense data of most recent vear available.

(b) Insurance costs on buses, building and equipment.

(¢c) Replacement cost of active bus Ffleet at 10%.

(d) 80% of contracted and public utility transportation.

(e} Average state per pupil cost of aid in lieu of transportation for
each pupil.

No county may receive an allowance per mile which is greater than one
third above State average per mile cost.
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10.

11.

12.

Administrative Cost: This step is determined by taking 1.25% of Step 1.
Fifth-six percent 1s divided equally among the counties, and 44% is

distributed to the regional -education service agencies by a method
determined by the State Board. ‘

Other Current Expense and Substitutes: Each county receives for
substitutes or current expense 2.5% of 1its state allocation for
profegsional educators and service personnel. An additional 10% for

1990~91 and 10.6% for 1991-92 and thereafter of the state allocation for
professional educators and service personnel 1is allowed for other
current expense and distributed to the counties on basis of average
daily attendance for the preceding year and second month net enrollment.

Improve Instructional Proqrams: Iincreases in computed local share,
General School Fund balances, and other appropriations (if any} are
allocated to counties with 20% distributed on adjusted enrcllment. Any
county where the allocation of the 20% is less than $150,000 in any
fiscal year shall then receive an amount which equals the difference
between such amount received and $150,000. The remainder of these funds
shall be allocated beginning with the county that has the lowest basic
resources per pupil. Regular “"Step 7" funds are frozen at $28,800,000,
Fifty percent of increases in local share computations shall be paid
into the school building capital improvement fund. Appropriation for
special education programs are set at $7.410,668 for aid to counties and
$2.,001,732 for WVDE operated programs for handicapped children (total is
$9,412,400 which was previously funded in another account). Funds which
accrue from allocations due to changes in adjusted enroliment will be
allocated at 80% for salary equity and 20% for remedial and accelerate¢d
programs in the Ffuture. Effective July 1, 1991, the foundatiol

allowance for transportation cost shall be excluded from the basic

resources per pupil calculation and the total shall be divided by the
number of students in net enrollment.

Total Basic Foundation Program: The sum of the above seven allowances.
excluding RESAs, make up the basic foundation program.

Computed Local Share: Rates of 22.5¢/$100, etc. appllied to 97 1/2% of
assessed public utility valuations and to 95% of aggessed valuations of
other property are used to calculate counties' local share of the basic
foundation program.

Basic State Aid to the Counties: The State Aid is the total foundation
program minus the local share and excluding RESA.

Salary Equity: Allocation of funds for the purpose of attaining salary
equity at 95% of the maximum salary schedule in place in 1984. The cap
of local salary supplements was ralsed for 1990-91 and the base year was
set at January 1, 1991.

Incentive for Administrative Efficiency: Funds are qranted to a county
equal to B80% of the difference of actually employed professional
educators or service personnel to the maximums for adjusted enrollment.
other conditions apply: (a) maintain minimum professional instructional
personnel ratios; (b) reduction of maximum class size exemptions; an
(¢} reduction of split-grade exemptions by 25%.
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13. Increased Enrollment: Any county having an increase in net enrcollment

in any year is entitled to funds equal to that county's average per
pupil state aid.

29081/1141
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SCHOOL FINANCE DEFINITIONS

PROFESSIONAL SALARIES Legally mandated salaries of the professional

educators are provided in §18A-4-1. WV Code §18A~4-2 provides a state
minimum salary schedule II which reflects a 5% salary increase. Schedule
II goes into effect the first day of the second half of the employment
term. Effective July 1. 1994, a separate salary schedule called
“state-in-field master's salary schedule" goes into effect.

SERVICE PERSONNEL SALARIES Legally mandated salaries for service

personnel are provided in §18A-4-8a. WV Code §18A-4-8a provides a state
minimum pay scale., pay grade II, which increases the years of employment
to 30 and increases the pay grades. Pay grade II goes into effect the
first day of the second half of the employment term. Service personnel
with a high school diploma or its equivalent receive an additional $10 per
month effective the first day of the second half of the school term.

PROFESSTONAL EDUCATOR shall be synonymous with and shall have the same meaning

as “teacher® as defined in §18-1-1.

“Teacher" shall mean teacher, supervisor, principal, superintendent.
public librarian; registered professional nurse, licensed by the West
virginia board of examiners for registered professional nurses and
employed by a county board of education, who has a baccalaureate
degree; or any other person reqularly employed for instructional
purposes in a public schoel in this state;

PROFESSTIONAL INSTRUCTIONAL PERSONNEL means a professional educator whose

regular duty is as that of a classroom teacher, librarian, counselor,
attendance director, school psychologlst or school nurse as defined
above. A professiocnal educator having both instructional and
administrative or other duties shall be included as professicnal
instructional personnel for that ratio of the school day for which he/she
is assigned and serves on a regular full-time basis in appropriate
instruction, library. counseling duties. attendance, psycholégical or
nursing duties.

SERVICE PERSONNEL shall mean all personnel as provided for in §18a-4-8. For

NET

the purpose of computations under this article of ratios of service
perscnnel to adjusted enrollment, a service employee shall be counted as
that number found by dividing the number of employment days in a fiscal
year by two hundred; provided, however, that the computation for any such
person employed for three and one-half hours or less per day as provided
in §18A-4-8Ba, shall be calculated as one half an employment day.

ENROLLMENT means the number of pupils enrolled in special education

programs, kindergarten programs and grades one to twelve, inclusive, of
the public schools of the county including up to 1000 FTE adults statewide
enrolled in reqular secondary vocational programs.
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ADJUSTED ENROLLMENT means the net enrollment plus twice the number of pupils
enrolled for special education, all adjusted to the equivalent of the
instructional term and in accordance with such eligibllity requirements
and rules as established by the state board, but no pupil shall be counted
more than once by reason of transfer within the county or from another
county within the State, and no pupil shall be counted who attends school
in this state from another state. Beginning July 1, 1990, adjusted
enrollment will mean net enrollment plus twice the number of puplls
enrolled for special education, including exceptional gifted, plus the
number of pupils in grades 9 through 12 enrolled for honors and advanced
placement programs, plus the number of pupils enrolled July 1. 1989, in
the gifted program in grades 9 through 12. Provided by July 1, 1990, no
more than 4% of net enrcllment in grades 1 through 8 may be counted as
enrclled in gifted education and no more than 6% of the net enrollment in
grades 9 through 12 may be counted as enrolled in gifted education,
exceptional gifted education (subject to §18-20-1) and honors and advanced
placement programs for the purpose of determining adjusted enroliment
within a county. Nothing in this statute shall be construed to limit the
number of students who may actually enroll in gifted., honors or advanced
placement programs. Until July 1, 1992, the preceding percentage
limitations shall not restrict the adjusted enrollment definition for a
county to the extent that those limitations are exceeded by students
enrolled in gifted education programs on July 1, 1989. No pupil may be
counted more than three (3) times for the purpose of determining adjusted
enrollment.

BASIC RESOURCES PER PUPIL This calculation is based upon the total of (a)
property tax revenues computed at the maximum regular levy rates as
provided by §11-8-6c. at a uniform rate of ninety-five percent, but
excluding revenues from increased levies (excess levies) as provided in
art. X §10 of the Constitution of West Virginia, and (b) basic state aid
as provided in §1B8-9A-12 and §18-9A-13, but excluding the foundation
allowance to improve instructional programs as provided in §18-9a-10, and
excluding any funds appropriated for the purpose of achieving salary
equity among county board employees. This is total divided by the number
of students in adjusted enrollment provided, that any year’'s allocations
to the countles of the eighty percent portion of the foundation allowance
to improve instructional programs, as provided in §18-%A-10., shall be
determined on the basis of the immediately preceding school year's basic
resources per pupil. Effective July 1. 1991, the transportation cost is
excluded and the total will be divided by the net enrcllment.

22301/9%01
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MAJOR LEGAL PROVISIONS RELATING TO SCHOOL FINANCE

The following provides a brief summary of major legal provisions relating to school finance. It is not
meant to substitute for reading the law in its entirety, and it is not an exhaustive review.

Definitions

§18-1~1 School, district, state board, board, state superintendent,
superintendent, teacher, service persbnnel and regqular full-time
employee are defined.

§18-5-13 “Quasi-public funds" means any money received by any principal,
teacher. student or other person for the benefit of the school system
as a result of curricular or noncurricular activities.

§18-9A-2 State board., county board, professional salaries. professional
educator, professional instructional personnel, service personnel
salarles, service personnel., net enrollment, adjusted enrcllment,
levies and basic resources per pupil are defined.

§18-98-2 Board of finance, budget, levy estimate, appropriation, expenditure
schedule, county board and employment term are defined.

§18A-1-1 School personnel, professional personnel., professional educator.
classroom teacher, principal, superviser, central office
administrator, other professional employee and service personnel are
defined.

§18A-4-1 Salary classificatlions, years of experience. and degree levels are

: defined.

§18-8-5 Property classifications are defined.

§29B-1-1 Freedom of information is described in this and related statutes.

§13-1-34 value is defined as "worth in money" of a plece of property.
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Revenue

§18-5-7

§18~5-16a

§§18-5-~19,19b, 39

§§18-9-1,2a

§§18-98-14,14a

Budget

§11-8-6¢C

§§11-8-9,10a,12,12a

§11-8-13

§13-1-3

§13-1-4

§18-5-4

§18~9-2c

Real property shall be sold at public auction after proper notice.

Whenever a pupil is transferred from one school district to
another, the county board of education of which the pupil is a
bona fide resident shall pay to the other school district an
agreed upon amount of tuition.

County boards may charge tuition for‘adult education classes and

summer schools. Teachers must be paid the same salary as would be
paid during the reqular school year.

Special elections for school levies shall be conducted at such
times as may be necessary.

Incentive for staffing improvement and administrative efficiency
are described.
County boards of education lay levies not to exceed the maximum

levy for each property classification.

The local levying body shall hold a meeting between March 7 and 28
to transact business. A county board of education shall, on or

before the day fixed by the budget calendar, submit its proposed

budget to the state board together with such supporting schedules:
as may be required.

Within three days after the board of education has laid the
levies, the secretary of the board shall forward to the tax
commissioner, clerk of the county court, the assessor, the state
superintendent and the auditor, certified copies of the orders
ilaying levies and the rate upon each class.

County boards should not issue bonds or become indebted, in the
aggregate, exceeding five percent on the value of the taxable
property in the county school district.

This law states how bond issue proposals should be submitted to
voters.

A public hearing shall be held concerning the preliminary
operating budget for the next fiscal year not less than ten days
after the budget received tentative approval by the West Virginia
Board of Education.

Treasurers of county boards must transfer excess funds after
retirement of school bonds to the credit of the current expense
fund.
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§18-9A

§18-9B-5

§18-9B-6

Expenditures

§11-10-11

§12-3-18

§12-3-19

S §15-1F-1

§18-4-5

§18-4-8
§18-4-9

§18-4-10

§18~5-4

§18-5~13

§18-5-21.21a.214

A county board of education shall submit reports of staff personnel,

pupil enrcllment and pupil transportation for purposes of determining
state aid allowances.

A uniform system of budgeting is used.

A county board shall not finally adopt its budget until the written
approval of the state board has been received and the levy estimate
approved by the tax commissioner.

County board should withhold final payment on contracts until receipt
of a certificate from the tax commissioner that the contractor has
paid taxes levied against him has been received. County and
municipal business and occupation taxes must also be verified as paid
prior to fEinal payment to the contractor.

A county board of education may pay claims for services rendered or
materials furnished only upon an itemized claim. The president of
the county board shall endorse on all "accounts allowed, the words
"allowed and payment authorized.™

A county board of education shall not issue any general order, but in

all cases shall make payments payable to the person lawfully entitled
to such payment.

County boards of education must allow leaves of absence, without loss
of pay. for a maximum of 30 calendar days for required national gquard
or military reserve unit service.

The county board shall pay the compensation of its superintendent
monthly. :

Clerical assistants will be paid monthly.
Travel expenses are reimbursed from current expenses.

The county superintendent shall certify all expenditures and monthly
payrolls of teachers and employees.

Board members may receive compensation for meetings attended and
travel expenses. By a majority vote of the board. the board may join
the West Virginla and National School Board Associations and pay ducs
to the organizations.

County boards shall control and manage all schools and require school
financial records to be kept, to provide transportation at public
expense, to provide insurance at public expense, to provide uniforms
for service personnel, to pay travel expenses, to provide
transportation for employees and to provide liability insurance,

Use of monies to purchase textbooks for students is covered.
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§18-5-33

§18-5-35
§18A-4-11

§18-5-36
§18-TA~2
§18-7A-15
§18-7A-18
§18-7n~34
§18-9-3
§18-9-3

SIB“QA“3.4.5.
5a,6.6a,7,8.9,
16,11.12
§l18-9a-11
§18-9A-13.13b
14,15

§18-9C-4

§18A~2-2

§18a-2-5

The county board may fix special salary schedules, so long as the
salary schedule does not conflict with other sections of the code.

County boards may make proper periodical premium deductions
from the reqular salary of any emplioyee for group insurance whenever

a majority of employees indicate in writing that they have subscribed
to such insurance.

County boards may pay for fire services on public school property.

County boards may expend funds for expenées related to driver
education and may purchase insurance for the motor vehicles.

Supplemental benefits may be paid.

Employers shall deduct six percent monthly from the salary of each
employee who is a member of the retirement system and shall remit the
contributions at the end of each month.

County boards must pay contributions ‘to Teachers Retirement on excess
salaries.

County boards must deduct amounts from salaries to repay lcans taken
from the retirement system.

The treasurer of the board shall pay money only upon order of the
board.

The treasurer of the county board shall credit and charge every
amount of money received to the appropriate fund.

These statutes give the basic state aid formula.

Local share computation is based on appraised property values.

These statutes describe calculations and use of funds for loss
reduction, staffing improvement, increased enrollment. remedial and
accelgrated education programs.

Proceeds of better school building amendment funds shall be used by

the county solely for the construction. renovation or remodeling of
elementary or secondary publlic school buildings.

All teachers shall execute a contract with their boards of education
which shall state the salary to be pald and shall be on the form
prescribed by the state superintendent of schools.

employment of service persconnel and the contract is described.
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§18A-3-1

“

§18a-3-8
§i8a-4

§18a-4-9

§18a-4-10

18A-4-12

§18A-5-2

§18a-5-3

§18A-5-4

§23-2-1

Fiscal Management

§6-B-1

1f a teacher is employed in good faith on the anticipation that he is
eligible for a certificate and it is later determined that he was not
eligible, the state superintendent of schools may authorize payment
by the county board of education to the teacher for a time not
exceeding three school months or the date of notification of his/her
ineligibility, whichever shall occur first.

Counties must make available an amount equal to one tenth of one

percent of Step 1 to be used by the professional staff development
council.

County boards of education in fixing the salaries of personnel shall
use as a minimum the salaries established under the provisions of

Article 4 of Chapter 18a.

The number of payments of salaries and wages to all employees shall
be determined by the county board of education but may not exceed the
equivalent of an annual salary based upon twelve calendar months. A
portion of the earned pay may be deferred until July and August of
the Following fiscal year. ’

Any full time employee of a county board of education shall be
entitled to at least one and one-half days of personal leave for each
employment month or major fraction thereof. Personal leave banks may
be established. <Counties must restrict the payment of personal leave
benefits to an employee receiving workers' compensat ion.

County boards of education may reduce the cash salary payable to
employees for the purpose of purchasing a tax sheltered annuity.

A county board of education must pay personnel for designated legal

school holidays and any day in which an election is held throughout

the school district or any day specially determined by the president
or the governor.

County boards of education shall pay to employees who serve on Jury
service the difference between that allowed for such jury service and
the amount of salary due the person for such period of time.

A county board of education may approve attendance of employees at
educational or service meetings, and persons attending shall not
suffer loss of pay. The board is authorized to pay all or any part
of expenses connected with such attendance.

County boards of education are required to subscribe to and pay
premiums into the workers' compensation fund.

Every public officer shall. within thirty days after the thirtieth
day of June of each year, or within thirty days after the close of
his term of office, make settlement of his/her accounts.
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§11-8-25

§11-8-26

§11-8-29,30.31

§18-28-6

§18-5-5

§§18-5-12

§18~9-1,2,2a

§§18-9-2d, 6

18~9-3a

§18-9-4

§18-9-6

§18-9a-139

§18-9B-8

§18-9B-9

§18-9B-10

County boards of education shall expend funds only for the purposes
for which they were raised. ‘
A county board of education shall not expend money or incur
obligations in an unauthorized manner, for an unauthorized purpose,

in excess of the amount allocated to the fund in the levy order or in
excess of the funds avallable for current expenses. A casual deficit
is discussed in a footnote.

These statutes relate to personal liability of officials
participating in unlawful expenditures.

It is unlawful for any person knowingly and intentionally to falsely
report information.

The county board may hold and dispose of real estate and property and
is exempt from taxes.

County boards shall require persons contracting for bullding or
repalring of school property to post bond where the contract exceeds
$100, in the amount of the contract price.

Specific procedures for conducting school levies are provided.

County treasurers may invest certain funds with the municipal

bond commission, state board of investments or in other

specified guaranteed investments. Interest earned must be credited
to the fund from which the monies were originally taken.

The county board shall cause to be published a financial statement
within four weeks after close of the fiscal year and shall file a
copy with the tax commissioner and with the state superintendent.

When there are no funds to pay an order. the treasurer shall write
“presented for payment" with the date and signature and pay legal
interest from such date.

The treasurer shall be appointed. upon recommendation of the county
superintendent, by the board of education on or before the First
Monday in May. The treasurer shall execute a falthful performance
bond.

Each county board shall file a request schedule with the state board
for payments of state aid to which it is entitled.

School budget reductions and revisions of the budget are conducted in
the order specified.

A uniform system of management accounting is required.

County boards of education shall authorize the expenditure of funds
and incur obligations only in accordance with the budget and
expenditure schedule and make transfers between items of
appropriations only with the prior written approval of the state
board. :
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§18-9B-11

- "18-9B-12
§18-9B-14
§18-9B-14a
§18-9B-15

§18-9B~15

§18-9B-16

§§18-98-17 to 20

§18n-2~5

Related Statutes

§18-1-2
§18-5-15
§18-5-15

§7-5-1

§10-2a-2

§21-5p~1

22651/00961

Emergency and supplemental appropriation procedures are specified.

County scheoeol districts must follow practices of fiscal
administration as required by the state board.

A permanent improvement fund may be established by a county board of
educat ion.

A county board of educatlon 1is authorized to create a special
building fund.

The permanent improvement fund is created as a separate fund and
expenditures are made pursuant to the annual budget.

Accumulation of permanent improvement funds may not exceed 25 percent

of the amount of the foundation school program for the county for the
same year.

If a county board accumulates the permanent improvement fund for more
than twe years, the proceeds of the fund shall be transmitted and
invested in the Municipal Bond Commission.

County boards of education must comply with instructions and
regulations of the state board of education and submit reports as
required.

Service personnel shall execute a written contract which may be in
letter form and state the classification and terms of work and the
employment period and pay and shail certify that employment has been
made a matter of record.

The school year begins July 1 and ends June 30 and all reports,
accounts and settlements shall be made with reference to the school
year.

The employment term for teachers shall be no less than ten months, a
month is defined as twenty employment days excluding Saturdays and
Sundays.

The instructional term for pupils shall be not less than 180 days nor
more than 185 days. The term shall! commence no earlier than
September 1 and terminate no later than June 8. 1If instructional
days fall below 178, noninstructional days have to be rescheduled up
to the second day before the end of the employment term.

The sheriff’'s duties as ex officio county treasurer are defined.

County boards of education have the authority to establish and
operate establishments.

This statute provides for parental leave for employees who have

worked at least 12 consecutive weeks and have exhausted all annual
and personal leave,
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INDIRECT COST RATE ALLOCATICN PLAN
NON-RESTRICTED RATES

COUNTY FISCAL YEAR

Complete in quadruplicate. Submit three cbpies to the Division of School
Finance, State Department of Education, Building #6, 1900 Kanawha Blvd..
E., Charleston, West Virginia 25305. Retain one copy for your flles.

I. Total Expenditures 19__-19__ (fund 10 or 11, plus 12) &

II. Exclusions

A. Projects

1. Total'Expenditures in Project 87TYXX

2. Total Expenditures in Project B8YXX

3. Total Expenditures in Project 89Y¥YXX >

Total II-A

B. Program/functions (not included in above projects)

1. Total Expenditures in Prog/func 941XX

2. Total Expenditures in Prog/func 942XX

3. Total Expenditures in Prog/func 943XX

4. Total Expenditures in Prog/func 961XX

5. Total Expenditures in Prog/func 962XX

6. Total Expenditures in Prog/func 964XX

7. Total Expenditures in Prog/func 981XX

Total II-B

¢. OBJECTS (not included in above projects or
% program/functions)

1. Total Expenditures in object 73X

2. Total Expenditures in object 74X

Total II-C

Total Exclusions (Add IIA, IIB, IIC)

WVDE 11-50-33 (Rev 2/90)

{over)
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ITI. unallowed Costs

A.l. Program/function 92311 and 92321.
(Enter the salary. supplles, and travel of
board members. the superintendent and the
superintendent's secretary)

2. Program/function 9711X, Object 2XX

{Enter fixed costs for any salaries included
in IIT A.1.)

Total Unallowed Costs (Add III A.l. and III A.2.)
IV. Indirect Costs

A.l. Program/function 923%XX
{(Enter balance of expenditures in program/function
923X¥X not included previocusly in II or III. and
do not include federally funded projects.)

2. Program/function 971lx., Object 2XX
(Enter fixed costs of any salaries included

in IV A.l.; but do not Include federally funded
projects)

B.1. Program/function 925XX
(Enter total expenditures not included previously)

2. Program/function 9711X., Object 2XX

{Enter fixed costs for any salaries included
in IV B.1.)

C.1. Program/function 926X¥X

{Enter total expenditures not included
previously)

2. Program/function 9711X, Object 2XX
(Enter fixed costs for any salaries included
in IV C.1.)

D.l. Program/function 928XX

{(Enter total expenditures not included
previously)

2. Progrqp/function 9711X. Object 2XX
(Enter fixed costs for any salariles included
in IV D.1.)

Total Indirect Costs {add Iv A.l. through IV D.2.)

V. Direct Costs Item I less Item II, III, IV

Computation of Rate

Item IV =

percent

Item III + Item V

831/504
11 86



INDIRECT COST RATE ALLOCATION PLAN
RESTRICTED RATES

COUNTY FISCAL YEAR

Complete in quadruplicate. sSubmit three copies to the Division of School
Finance, State Department of Education, Building #6, 1900 Kanawha Blvd.,
E., Charleston, West Virginia 25305. Retain one copy for your files.

I. Total Expenditures 19__~19__ (fund 10 or 11, plus 12) $

IT. Exclusions
A. Projects

1. Total Expenditures in Project 87YXX

2. Total Expenditures in Project B88Y¥XX

3. Total Expenditures In Project 89YXX :

Total II-A

8. Program/functions (not included in above projects)

1. Total Expenditures in Prog/func 941xX

2. Total Expenditures in Prog/func 942XX

3. Total Expenditures in Prog/func 943XX

4, Total Expenditures in Prog/func 961XX

5. Total Expenditures in Prog/func 962XX

6. Total Expenditures in Prog/func 964Xx

7. Total Expenditures in Prog/func 981XxX

Total II-B

C. OBJECTS (not included in above projects or
% program/functions)

1. Total Expenditures in object 73X

2. Total Expenditures in object 74X

Total II-C

Total Exclusions (Add IIAa, IIB, IIC)

WVDE 11-50-32 (Rev 2/90)

(over)
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III. Unallowed Costs

A.l. Program/function 92311 and 92321.

{(Enter the salary. supplies, and travel of
board members, the superintendent and the
superintendent's secretary)

2. Program/function 9711X, Object 2XX

(Enter fixed costs for any salaries included
in III A.1.)

B.l. Program/function 92411

(Enter the salary, supplles, travel of
principal and school secretary)

2, Program/function 9711X, Object 2XX

{Enter fixed costs for any salaries included
in III B.1l.)

Total Unallowed Costs (Add IIT A.l. through III B.2.)

IVv. Indirect Costs

A.l. Program/function 923%XX
{Enter balance of expenditures in program/function
923XX not included previously in II or III}, and
do not include federal funded projects.)

2. Program/function 9711X. Object 2XX
{(Enter fixed costs of any salaries included

in IV A.1.; but dc not include federally funded
projects)

B.l. Program/function 925%X
{Enter total expenditures not included previously)

2. Program/function 9711X, Object 2¥X
(Enter fixed costs for any salarles included
in Iv B.l.)

C.1l. Program/function 928%XX
{(Enter total expenditures not included previcusly)

"
2. Program/function 9711X, Object 2XX
(Enter fixed costs for any salarles included
in IV C.1.)

Total Indirect Costs (add IV A.l. through IV C.2.)

V. Direct Costs Item I less Item II, III, IV

Computation of Rate

Item IV =
Ttem III + Item V

11831/501

percent
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Date Due: August 31

STATE OF WEST VIRGINIA
COUNTY OF . TO WIT;

We, the undersigned President and Secretary of the Board of Education of the

County of , hereby state on oath that the following attached statements
of funds and accounts for the Board of Education of the County of at June
30, are true and accurate to the best of our knowfedge and belief.

President

Secretary

Subscribed and sworn to before me in my said County, the day of

, 19

Notary

My commission expires on the day of , 19

WVDE 11-10-10
Revised 1987
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GENERAL CURRENT EXPENSE FUND
SUMMARY STATEMENT
BOARD OF EDUCATION OF THE COUNTY OF

AT JUNE 30,

FUND CODE 1}

Page 1 of 4

Tten
No.

Description A Actual

Actual

5a

5b

Beginning Balances at July 1
{0541 & 0542)

Current Year's Revenue Recelpts by
Sheriff and/or Treasurer, Inciuding
Inter-fund Transfers and Clearing
Accounts
(Do Not Include Receipts Here for
Return of Investment Princlpal to
Appointed Treasurer.) .

Total Begimnning 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 H¥EDCO13Al)

Total Orders Paid
(Do not include pald orders for
investments. See Para. 7 of
instructions. Amount must agree
with Item 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

Total of Items S5a and 5b
(Must agree with Item 5.)

Less Orders Outstanding at June 30
{(Current and Prior Years)

Plus funds Recelvable at June 30
{Must agree with attached "Schedule C.")

91
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FUND CODE 1
GENERAL CURRENT EXPENSE FUND
SUMMARY STATEMERNT
BOARD OF EDUCATION OF THE COUNTY OF ;
AT JUNE 30, Page 2 4

Ttem
No. Description - Actual Actual

8 Less Encumbrances

Salaries Payable

Other

Total Encumbrances
{Must agree with attached “Schedule A:
Parts I & 1I1.)

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

10 Less Payroll Deductlons/Withhcldings
Payable at June 30
(Must agree with attached "Schedule D;
Part I1.")

il Net Balance at June 30
{Indicate a negative amount with (-)
beside figure.)

WVDE 11-10-10 92
04561/3



GENERAL CURRENT EXPENSE FUND
RECAPITULATION/RECONCILIATION

BOARD OF EDUCATION OF THE COUNTY OF

AT JUNE 30,

FUND CODE 1

Page 3 of 4

1tem
No.

Description

Actual

Actual

12 Classified Expenditures
{Summarize from Updated Flnal
Statement Printout #EDCO13A1)

198-99

298-99

398-99

498-99

598-99

698-99

898-99

998-99

Regqular Elementary/Secondary
Programs

Special Programs

Vocat ional Programs

Other Elementary/Secondary
Programs

Non Public School Programs

Adult/Continuing Education
Programs

Community Servlices Programs

Undistributed Programs

Restricted Projects

Total of Classified Expenditures
(Item 12.)

WVDE 11-10-10

04561/4
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FUND CODE 1
GENERAL CURRENT EXPENSE FUND
RECAPITULATION/RECONCILIATION
BOARD OF EDUCATION OF THE COUNTY OF
AT JUNE 30, : Page 4 4

iten
No. Description Actual

13 Deductions/Withholdings Adjustment
at June 30
(Must agree with attached "Schedule D:
Part III" amount. Indicate whether
{+) or (-) beside figure.)

14 Total Current Year's Orders Issued
(Must agree with item 12 (+)} or (-)
Item 13.)
15 Less Current Year's Orders Outstanding
at June 30

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 l |
98111-981.) |
18 Total Orders Paid During Current Year

by Sheriff and/or Appointed Treasurer
{Do not include paid orders for
lnvestments. See Para. 7 of
Instructions. Must agree with
Item 4.)

WVDE 11-10-10 94
04561/5



STATEMENT OF
DEBT SERVICES FUND
BOARD OF EDUCATION OF THE COUNTY OF

FISCAL YEAR ENDED JUNE 30,

FUND CODE 2

Page 1 of 1

Ttem
NO.

Description

Actual

The 5000 series codes are for State Department of Education purposes only.

Beginning Balances at July 1
(0541, 0542, & 0543)

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 Beqinning Balances and Current
Year's Revenue Receipts
(Sum of Items 1 & 2. Must agree
with grand total of Classified
Revenue on Update for Final
Statement. printout #EDC013Al)

Total Expenditures
{Must agree with expenditures

on update for Final Statement
#EDCOL3AL1.)

Gross Balance at June 30

(Item 3 minus 4.)
RECONCILIATION OF GROSS BALANCE
Sheriff's Balance at June 30
Treasurer's Balance at June 30
Balance State Municlpal Bond
Commission at June 30 (Debt

Services Fund Account only)

Balance Debt Services Fund at
June 30 (Items 6, 7, 8)

ROTE: Item 5 must agree with item 9

WVDE 11-10-10 95
04561/6

5000A

5000B

5000C

50000







FUND CODE 3
BOND CONSTRUCTION FUND
SUMMARY STATEMENT
BOARD OF EDUCATION OF THE COUNTY OF

AT JUNE 30, Page 1 of 4
Item
No. Description Actual Actual
1 Beginning Balances at July 1
(0541 & 0542)
2 Current Year's Revenue Recelpts by

sheriff and/or Treasurer, Including
Inter-fund Transfers and Clearing
Accounts
{Do Not Include Recelpts Here for
Return of Investment Principal to
Appointed Treasurer.)

3 Total Beginning Balances and Current
Year's Revenue Receipts
{(Sum of Items 1 & 2. Must agree
with grand total of Classified
Revenue on Update for Final
Statement, printout #EDCO13Al)

4 Total Orders Paid
(Do not Inciude paid orders for
investments. See Para. 7 of
Instructions. Amount must agree
with Item 18.)

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

RECONCILIATION OF GROSS BALANCE

5a Sheriff's Balance at June 30
{Settlement Line %7 or 58.)

5b  Appoilnted Treasurer's Balance at June 30

Total of Items 5a and 5b
(Must agree with Item 5.)

6 Less Orders Outstanding at June 30
(Current and Prior Years)

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

a7
WVDE 11-10-10
04561/7



BOND CONSTRUCTION FUND
SUMMARY STATEMENT
BOARD OF EDUCATION OF THE COUNTY OF

AT JUNE 30,

FUND CODE 3

Page 2 -4

Item
No. Description Actual

Actual

8 Less Encumbrances

Salarles Payable

Other

Total Encumbrances
(Must agree with attached “Schedule A;
Parts I & 11.) :

g9 Less Earmarked Funds
(Must agree with attached "Schedule B.")

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

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

98
WVDE 11-10-10
p4561/8




FUND CODE 3
BOND CONSTRUCTION FUND
RECAPITULATION/RECONCILIATION
BOARD OF EDUCATION OF THE COUNTY OF
AT JUNE 30, Page 3 of 4

Ttem
No. Description Actual Actual

iz2 Classiflied Expenditures
{Summarize from Updated Final
Statement Printout #EDCO13Al)

998-00 Undistributed Programs

Restricted Projects

Total of Classiflied Expenditures
(Item 12.)

WVDE 11-10-10 99

04561/9



BOND CONSTRUCTION FUND
RECAPITULATION/RECONCILIATION
BOARD OF EDUCATION OF THE COUNTY OF

AT JUNE 30,

FUND CODE 3

Page 4 «

Item
Ho. Description

Actual

13 Deductions/Withholdings Adjustment
at June 30
{Must agree with attached "Schedule D:
Part III" amount. Indicate whether
(+) or {-) beside figqure.)

14 Total Current Year's Orders Issued
(Must agree with item 12 (+) or (-)
Item 13.) N
15 Less Current Year's Orders Outstanding
at June 30

16 Current Year's Orders Pald by Sheriff
and/or Appointed Treasurer
(Must agree with item 14 (-) Ttem 15.)

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

Treasurer
(Must agree with Expenditure Account
98111-981.)
i8 Total Orders Pald During Current Year

by Sheriff and/or Appointed Treasurer
(Do not include paid orders for
investments. See Para. 7 of
Instructions. Must agree with
Item 4,)

WVDE 11-10-10 100
04561/10




