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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
INTRODUCTION

The sole purpose for the existence of internal funds is to promote the general welfare, education, and morale of all
students and to finance the activities of School Board sanctioned co-curricular organizations. A well-planned program for
internal funds will ultimately enrich the curriculum as well as improve morale and discipline. Section 237%62-1011.07
Florida Statues and 6A-1.087 State Board of Education Rules designates the responsibility of Internal Funds to the School
Boards and directs the boards to adopt written policies governing the receipts and disbursement of funds.

This manual is an update, it includes changes needed to maintain conformance with current laws, regulations, and School
Board rules. It also ensures greater internal control by documenting existing practices.

All funds, including those for outside organizations, are governed by the policies and procedures set forth in this manual
and in School Board rules. The principal of each school is solely and fully responsible to the Board for all internal fund
activities within the school. The bookkeeper is responsible for maintaining the records documenting internal fund
transactions and for pointing out to the principal any transaction that does not agree with this manual. All parties involved
in the handling of internal funds should become knowledgeable of the policies and procedures prescribed in this manual.

Due to the wide variety of activities at each school the purpose and intent of individual accounts will vary. The purpose for
which accounts are established should be documented and available for audit purposes.

This manual as adopted by the Clay County School Board en-March-16,-2000 is the governing document on internal fund
accounting. Florida Statues, State Board of Education Rules and the rules of the School Board of Clay County are the
governing requirements and must be adhered to; in case of conflict, they will take precedence over this manual.
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
PRINCIPLES

The Clay County School Board is responsible for the administration and control of the internal funds of the district,
and due to this responsibility will do the following:

a) Adopt written policies governing the receipt and disbursement of all internal funds and the accounting for
property, pursuant to Florida Statutes.

b) Provide for an annual audit of internal funds by a qualified firm or individual. The audit will include
documentation of any failure to comply with the requirements of Florida Statutes, State Board of Education
Rules and School Board rules, and observations as to financial management of the internal funds. After
presentation to the School Board, the signed and written audit report becomes a part of the public record.

The financial transactions of school organizations will be accounted for in the school internal funds. All funds
handled by school board employees during normal working hours will be included in, and become part of, the
internal funds of the school. All organizations connected with or operating in the name of the school that collect
money from the public, will be accountable to the Board for receipt and expenditure of those funds.

School internal funds are to be used to benefit activities authorized by the School Board.

Student participation in fund raising activities will not be in conflict with the instructional program as administered
by the Superintendent.

The objective of fund raising activities by the school, by any group within, connected with, or in the name of the
school, will not conflict with programs as administered by the Superintendent.

Funds collected each year should be expended to benefit those students currently in school unless those funds
are being collected for a specific documented purpose. Those internal funds designated for general purposes
should be used to benefit the entire student body.

The collecting and expending of school internal funds must be in accordance with the Florida Constitution,
existing laws, State Board of Education Rules, and Florida High School Activities Association Rules. Sound
business practices should be observed in all transactions.

Student projects and activities designed to provide educational experiences should be conducted in such a
manner as to offer a minimum of competition to commercial firms.

Purchases from internal fund accounts will not exceed the resources of that account, except for items for resale.

An adequate system of internal controls will be maintained in order to safeguard the assets of the schools internal
funds.
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
GENERAL PRACTICES

All employees having responsibility for handling financial or recording transactions will be bonded through the
district.

Each school organization should operate within the financial plan formulated by the organization members.

Purchases from internal funds must be authorized in writing by the Principal or designee. Neither the school nor
the School Board will be liable for any purchase in the name of the school made without express written approval.

District approved pre-numbered receipts will be used as the means for recording cash received, and will be the
basis for entries to ledgers.

District approved pre- numbered checks WI|| be used as the means for dlsbursmg funds, and will be the basis for
entries to ledgers, w ,

Promissory notes, installment contracts, or lease purchase agreements will not be executed in the name of a
school or any school organization unless authorized by the School Board.

Internal funds will not be used to cash checks, make any type of loan or pay any form of compensation directly to
School Board employees (see page 32). Purchase of articles for the personal use of any person will not be made
from internal funds, except from Trust Funds collected specifically for that purpose. Prohibited personal use items
are those items that are not identifiable as being in recognition of service or promotion of school activities.

Internal funds will be accounted for on the same fiscal year basis as all other school district funds. No school
organization will make expenditures that exceed the cash resources available to that organization. All accounts
payable will be disclosed to the Board at year-end.

Bank statements will be reconciled as soon as possible after receipt. The Principal will review the reconciliations.
Monthly financial reports will be made, in approved written form, to provide the schools administration with
necessary financial information for school management. A monthly principals financial report will be sent to the
District.

The June principals financial reports will be submitted for inclusion in the school districts annual financial
statements.

Account balances will be subject to limits that the School Board sets (see page 9).



SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
INTERNAL CONTROLS

Internal controls are a plan of organization that provides for effective controls over assets, liabilities, revenues, and
expenditures. This is accomplished through a designation of employees’ duties, development of appropriate records, and
establishment of procedures that provide for checks and balances.

An adequate system of internal controls will be maintained in order to safeguard the assets of the schools internal funds.
Procedures as outlined in this manual incorporate basic internal control concepts. Additional or alternative internal control
procedures may have to be developed based on your individual schools circumstances.

Segregation of duties involves separating responsibilities for collection and disbursement procedures from record keeping
functions. Due to the differences in staffing, segregation of duties should be developed in direct relation to personnel
available in each school.

It is advised that all safety measures be taken to protect school money. Keep money in a safe or locked cabinet until a
bank deposit can be made. Also advisable is providing a protected area, which restricts outside visibility, to prepare the
bank deposit.

Internal controls will include the following procedures:

1. Bookkeepers should not write teacher receipts.

2. The Principal should receive the bank statement unopened. After reviewing and initialing, the statement will be given
to the bookkeeper for reconciling.

3. The teacher/sponsor of each activity account will be given a reconciliation of the account on a monthly basis.

4. Teacher receipt books turned in with Monies Collected Forms and must be periodically checked for accuracy.




SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
RELATIONSHIP WITH OUTSIDE ORGANIZATIONS

Chapter Seven of the “‘Red BooK, also known as “The Financial and Program Cost Accounting and Reporting for Florida
Schools Manual, requires that all organizations connected with or operating in the name of the school, which obtain
money from the public be accountable to the Board for receipt and expenditure of those funds. Booster groups and
parent groups that are operating within Clay County public schools are operating in the name of the school. Therefore, it
is the intent of the Board to account for the receipts and expenditures of the organizations by requiring that all such
organizations be included within the internal fund structure.

The public views the organization operating in the name of the school as a part of the school, not as a separate entity.
Vendors make delivery of merchandise ordered by these organizations directly to the school and directly bill the school.
When school personnel accept delivery of the merchandise, it places a liability on the school; the Boards policy is based
on this conceptual relationship between the organization and the school.

It is not the intent of the Board that the organizations lose control of their money by including them within the internal
funds of the school. The intent is that the school and the organizations work cooperatively together to make certain that
the funds are collected and expended within the legal guidelines that are outlined in this manual. The funds will be held in
trust for the organizations; no expenditure will be made from those accounts without the authorizing signature of the
organizations officer responsible for finances.

To better ensure that funds are expended in accordance with the wishes of the organizations, the organizations should
inform the schools administration of one or two persons who will be responsible for submitting purchase requests and
depositing funds; these individuals will not be members of the school administration responsible for financial transactions.
These individuals should perform the duties as outlined in this manual for the teacher/sponsor. Copies of all supporting
documentation should be retained by the organization to more easily reconcile their books.

By including the organizations funds within the schools internal funds, the following is available:

Use of the schools sales tax exemption number for appropriate purchases.
Free use of the schools facilities for meetings and events.

Use of the Clay County Warehouse and Print Center for purchases.

Ability to purchase items from State contracts and Clay County bids.
Annual audit.

agrONE



SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
DEPOSITORY PROCEDURES

1. Depositories for school funds must be on the approved list of depositories for public funds. A letter should be sent
to the Assistant Superintendent for Business Affairs requesting approval of using a particular institution; upon
notification of approval, you may start completing the necessary forms required by the depository.

2. Each school will have only one operational checking account. All money received by the school will be deposited
intact as collected into this account, and all disbursements will be made by checks drawn on this account.

3. All accounts will be titled “(Name of School) Internal Funds, The School Board of Clay County'. This account title
will be imprinted on all checks and deposit slips. Savings or investment accounts will be titled in the same
manner.

4, Deposits in any one depository are limited to the extent of insurance provided by Federal Deposit Insurance

Corporation (FDIC).

5. All accounts will have only three authorized signers; one of who must be the Principal. All disbursements will be
by two manual signatures, preferably the Principal and the bookkeeper. Under no circumstances will checks be
pre-signed.



SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
INVESTMENTS
General-information:
The Principal will invest funds that are temporarily idle pursuant to State Board Rule 6A-1.085.

SBA Investments

SBA (State Board of Administration) investment opportunities are available for internal funds through the Clay County
School Boards Business Affairs Division. There is no minimum dollar amount required for investment and no minimum
length of investment required, interest rates would fluctuate according to market conditions. Funds invested are not
connected to a particular activity account; therefore amounts to be invested should be based on total funds available.

Investment Procedures:

e E-mail the Director of Rayrel.—Budget-and-Aceounting Finance, with a copy to the Accounting Assistant, with the amount to be
invested.

» Write the check and send it to the Business Affairs office. Include supporting documentation, which is a copy of the
Request for Purchase Approval and Check Requisition.

» In EPES, record the check as a payment from the investment transfer account (5199). Also issue a receipt to the
investment account (994) with the offset to the investment transfer account (5199). When it is done correctly, the
investment transfer account balance will be zero, the investment account will be increased by the amount of the check
and the checking account will be decreased by the amount of the check.

e Each month a statement will be sent to every school with investments in the SBA indicating the amount of their investment and
the interest earned that month on their investment.
» The entry into EPES will be a journal adjustment, dated the last day of the month, to record the interest income into the
investment account (994). This transaction is does not involve cash and should not be recorded as such.

Investment Return Procedures:

e E-mail the Director of Payrell—Budget-and-Acecounting Finance, with a copy to the Accounting Assistant, with the amount that is
needed and the date it is needed. Please give three or more days notice to process the request.

» Upon receipt of the check, deposit the money into the checking account. In EPES enter the check as a deposit into the
cash on hand account (991) with the offset against the investment transfer account (5199). Also, issue a negative receipt
against the investment account (994) with the offset against the investment transfer account (5199). When it is done
correctly, the investment transfer account should be zero, the investment account should be decreased by the amount of
the check sent to you and the checking account should be increased by the amount of the check. Record a Bank Deposit
— moving funds from 991 to 992.

Certificates of Deposit (CD) Investments

Another investment authorized for Internal Funds are Certificates of Deposits (CD). The approval of the Director of
PayrollBudget-and-Accounting Finance or the Coordinator of Accounting and Internal Accounts must be obtained before
investing.

e Depositories for the Certificates of Deposits must be on the approved list of depositories for public funds.

e The Certificates of Deposits will be titled “(Name of School) Internal Funds, The School Board of Clay County”.

e The same signature requirements that are required for the checking account are required for Certificates of Deposits. These
requirements include only three authorized signers, one of whom must be the Principal and all disbursements must be by two
manual signatures.

e The term of the Certificate of Deposit will not be greater than 12 months.

Investment Procedures:

e In EPES, record the check as a payment from the investment transfer account (5199). Also issue a receipt to the CD
investment account (993) with the offset to the investment transfer account. When it is done correctly, the Investment transfer
account should be zero, the CD Investment account (993) should be increased by the amount of the check and the checking
account should be decreased by the amount of the check.

8



e The entry into EPES to record interest income will vary depending on the type of CD; contact the Coordinator of Accounting
and Internal Accounts for instructions regarding the recording of the interest income.

SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
ACCOUNT BALANCES

To make certain that funds collected each year are expended to benefit those students currently in school, the Board has
set the following account balance limits:

Secondary Schools: The ending balance will not be greater than the sum of one-half (.50) the beginning
balance plus two thirds (.66) of the current years receipts.

Elementary Schools: The ending balance will not be greater than the sum of one-sixth (.16) of the
beginning balance plus six-sevenths (.85) of the current year's receipts.

The appropriate formula needs to be calculated on each activity account ending balance, which is the June 30 balance of
the current year, in the following groups: Athletics; Music; Class, Club or Department; and General Fund accounts. The
limitation on ending account balances will not apply to high school freshmen, sophomore, junior, and senior class
accounts, or to Trust Fund accounts, or accounts for outside organizations. Transfers should only be considered revenue
(or receipts) during the first year of an activity account.

If the endmg account balance is greater than the results of the above formulas then—written-documentation-should-be
, ed. one of two procedures is necessary:

1. A written notice is necessary. The written notice, which must be signed by the Principal and the teacher/sponsor of the
activity account, needs to state the specific purpose for which those funds are being accumulated and why purchase
could not be made during the current year in which the funds were collected. The notice must be dated on or before June
30 and needs to be included with the financial records that will be examined during the annual audit.

2. Any overages that are not handled in the above manner must be transferred to the General Miscellaneous fund to be
used by the Principal to benefit the student body as well as faculty and staff. This activity account transfer needs to occur
on or before June 30 and needs to be included with the financial records that will be examined during the annual audit.




SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
FUND RAISING
1. The Principal will control the fund-raising activities conducted in the name of the school.

a. Raffles and other activities of chance cannot be conducted for school-connected activities.

b. Students cannot be involved in door-to-door selling.

c. _Fund raising activities cannot be conducted for an individual.

d. Fund raising activities for which students are charged an admission shall not be presented during school
hours.

2. Every fund-raising activity must have the approval of the organization sponsor and the Principal or their designee.
Written approval must be obtained in advance with a copy of the Fund-Raising Application forwarded to Business
Affairs when the fund-raiser is approved. Also, the organization must submit a closing financial recap of the fund-
raiser, including a copy forwarded to Business Affairs, when the fund-raiser is completed.

3. Every fund-raising activity will be used to finance a specified objective as a part of the organization's yearly plan.
4, The Principal, or their designee, will utilize a system of internal control for each fund-raising activity.
5. Any school organization or group involved in a fund-raising activity, or any function exposing the School Board to

liability, must obtain the Superintendents, or their designee’s, approval in advance.

6. All money collected for school sponsored fund-raising activities must be deposited, in total, into the internal funds
of the school; all expenditures in connection with the activity must be paid by check from the internal fund. All
aspects of a fund-raiser will be conducted in accordance with this manual.

7. Application of these rules should extend to any outside organization included in the internal fund.

RESTRICTIONS:
A School Board employee who has responsibility for financial transactions at a school cannot be an officer that has

responsibility for financial transactions in any school organization or group. For example, a bookkeeper cannot be the
treasurer of a booster club.
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
INSTRUCTIONS FOR FUND-RAISING APPLICATION

Name of school
Name of club or activity (Band, Baseball team, etc.).
Date starting - If pre-sale orders are taken, indicate length of pre-sale

Date ending - This date should be two weeks after onset of sales; if pre-sale orders, two weeks after shipment is
dispersed to students.

Door-to-door sales are not permitted by school board policy.
Be specific in reasons for fund-raising (example: jackets, shirts, to cover expenses for competitions, etc.)
If more than one item, attach brochure. Include cost of items and selling price.
Companys name, address, and sales representative.
Order and number of fund-raising project.

Breakdown of anticipated income and percentage expected as indicated by company. (The calculation is the total

number of items multiplied by the selling price of the item; subtract the total cost of the merchandise plus sales tax to
show the expected profit.)

11. Signature for approval.

12. Signature of submitting sponsor.

13. Inventory of sale items—actual count, discrepancies must be accounted for.

14, Actual income—In general the total number of items sold multiplied by selling price of each item should equal total
cash deposited. A detailed explanation of any difference must be given. Total cost includes all expenses of the
fund-raising activity including cost of prizes awarded students (unless provided by company).

15. Signature of sponsor.

16. Fund raising humber assigned by bookkeeper. informational sheet must be attached to first copy sent to the

district office.

SCHOOL DISTRICT OF CLAY COUNTY
11



INTERNAL FUND
FUND RAISER APPLICATION AND FINANCIAL RECAP

School (1) Club (2)
Beginning Sale Date 3) Ending Sale (4)

Who will do the selling? Where? (5)

For what purpose(s) will the proceeds be used? (6)

Description of the product(s) sold (7

Vendor name (8) Vendor phone number
Vendor address Representative

(9 Thisisthe 1% 2" 3™ 4™ 5™  money raising activity this year for this organization or club.

EXPECTED INCOME

Expected Total Sales Income
(10) Expected Total Cost

Expected Net Profit

Expected Percentage Profit

| am familiar with the schools and the Boards policies regarding the sale of merchandise at school and in the
community. No door-to-door sales will be involved in this fund raiser. | accept responsibility for the sales tax
collection and cash collections involved.

Approved by (11) (12)
Principal/Designee Date Sponsor Date

FINANCIAL RECAP

Financial Recap to be completed within three-weeksfollowing delivery ofitems-sold—30 days after ending sale
date.

INVENTORY (Product Sales Only)
Total number of items to be sold
(13) Actual number of items sold
Number of items returned to vendor
Number of items retained (Provide explanation)
Number of items unaccounted for (Provide explanation)

ACTUAL INCOME (Product Sales and Sale of Services)
Total sales income

(14)  Total cash receipts (Provide explanation if total
Total cost cash receipts do not equal
Net profit total sales income.)
Verified by Sponsor Date

BAD-1-3025 E 06/18/2005
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SCHOOL DISTRICT OF CLAY COUNTY

INTERNAL FUND
FUND RAISER APPLICATION AND FINANCIAL RECAP

School Club
Beginning Sale Date Ending Sale
Who will do the selling? Where?

For what purpose(s) will the proceeds be used?

Description of the product(s) sold

Vendor name Vendor phone number
Vendor address Representative

Thisisthe 1% 2" 3™ 4™ 5"  money raising activity this year for this organization or club.

EXPECTED INCOME

Expected Total Sales Income
Expected Total Cost
Expected Net Profit
Expected Percentage Profit

| am familiar with the schools and the Boards policies regarding the sale of merchandise at school and in the
community. No door-to-door sales will be involved in this fund raiser. | accept responsibility for the sales tax
collection and cash collections involved.

Approved by

Principal/Designee Date Sponsor Date

FINANCIAL RECAP
Financial Recap to be completed within three-weeksfollowing-delivery ofitems-sold—30 days after ending sale

date.

INVENTORY (Product Sales Only)

Total number of items to be sold

Actual number of items sold

Number of items returned to vendor

Number of items retained (Provide explanation)

Number of items unaccounted for (Provide explanation)
ACTUAL INCOME (Product Sales and Sale of Services)

Total sales income

Total cash receipts (Provide explanation if total

Total cost cash receipts do not equal

Net profit total sales income.)
Verified by Sponsor Date

BAD-1-3025 E 06/18/2005
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
DESCRIPTION AND CLASSIFICATION OF ACCOUNTS

The receipts and expenditures associated with each account are suggested but are not limited to those described. The
intent and purpose for which funds are collected and disbursed should be the basis for determining the account
classification.

ATHLETICS: This account is to be established for financial transactions for activities involving athletic events. A separate
subsidiary account is suggested for each of the various sports. Booster/Parent organizations are not included in this
account.

Receipts: Gate receipts; game guarantee or share; ticket sales other than gate; television and radio
rights; program sales and advertisement; concessions and vending; donations, merchandise sales and
other related income.

Expenditures: Transportation, hotel bills and meals directly related to sporting events; uniforms; hospital
and medical supplies, athletic supplies and equipment; gym and field maintenance; police protection;
officials; fees; guarantees; membership dues; cost of printing score cards or tickets; taxes and other
expenses directly incurred.

MUSIC: The financial transactions involving activities of music organizations are handled through this account. Subsidiary
accounts are to be established by subject (e.g., Band; Chorus). Booster/parent organizations are not included in this
account. Collections from students for rental or maintenance of uniforms or instruments will be recorded in separate
accounts in this classification, or in Trust if restricted as to use. Sales tax must be paid to the State of Florida for rentals,
unless Sales Tax was paid to vender when purchased.

Receipts: Proceeds from activities, sale of programs, donations and/or fair share specifically for musical
organizations, and advertising programs; rental fees for instruments and/or uniforms.

Expenditures: Transportation, hotel bills and meals directly related to musical events; uniforms; music
supplies; equipment or musical instruments; repairs to musical instruments; printing of tickets and
programs and any other expense directly chargeable to the musical program.

CLASSES, CLUBS AND DEPARTMENTS: Approval for the existence of all club and class activities is the responsibility of
the Principal. Transactions for activities by various classes, clubs and/or departments are to be recorded in subsidiary
accounts in this category. Class and club accounts are those that support a group of students with a common interest
and with a roster of members, officers, and sponsors (e.g., German Club; Junior Class). Departments are composed of
groups of classes with a common subject area or administrative function. Activities conducted on an over-all school basis
should not be handled through this account (e g., school plctures) unless the proflts from it are to be used by a partlcular
class club or department

seheel—(eg—a*tkegpade%e—seventhgtade)— In the case of a graduatlng class unless the class ofﬂcers and sponsor have

requested in writing that the balance is to be held and added to other future graduating class funds to purchase a specific
item, the balance is to be transferred to the General Account. An account is considered inactive when no financial
transactions have occurred within one year and the need for the organization has passed. Any remaining balance in the
account of an inactive club will be transferred to the General Account at the end of the fiscal year following the year of
inactivity.

Receipts: Dues and donations from members, income from entertainment, dances, emblems, pins,
announcements, yearbooks.

Expenditures: Those necessary for conducting the activities of the class, club or department.

TRUST: Subsidiary accounts are set up to record money held in trust for specific organizations, departments or activities,
or for restrictive use. Parent/Booster organization funds are not deposited in Trust. Advancements for petty cash should
not be deposited in the internal funds. Also, in this category are collections for the School Board (e.g., Lost and Damaged
Textbooks). Some accounts involving long-range projects may have a carry-over balance, but usually most will“zerd’ out at
the end of the school year. When the purpose of the Trust Account has been accomplished or becomes inoperative,
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donors may designate an alternative purpose for the remaining balance. If the donors are unavailable to designate a
purpose or it is impractical to contact them, the remaining funds should be transferred to the General Account. A Trust
Account must not be overdrawn at any time during the school year.

Receipts: Book clubs; sales tax; charitable donations.
Expenditures: Those necessary to fulfill the requirement of the Trust.

GENERAL: This category controls money collected on an overall school basis or donated for the general welfare of the
entire student body of the school and spent for the general school needs at the discretion of the Principal. Separate
subsidiary accounts will be maintained for activities such as bank or investment interest, school pictures, property or any
other activity when it is good business practice to separately monitor the financial status of the activity. Activities not
accounted for separately will be recorded in a Miscellaneous General account. School Store and/or Vending Machine
accounts will be under General, unless the profits are designated for another purpose (e.g., if the Faculty Social Account
receives the profits, Vending Machine will go under the Trust Account). A Locker account will be maintained for
fees/rentals collected for the use of school lock/lockers. Sales tax must be paid to the State of Florida for rentals, unless
Sales Tax was paid to vendor at the time of purchase. If an excess balance accumulates greater than the need for
replacements, a transfer may be made. Lock rentals may be transferred to the Miscellaneous General Account; gym
lock/locker rentals to the Physical Education Department.

Receipts: Rental of locks, gym locks/lockers
Expenditures: Replacement of lost, broken, damaged items or items not returned; refunds; sales tax.

OUTSIDE ORGANIZATIONS: This category handles the financial transactions of any outside organization, which is
connected with, or operating in the name of the school. This includes Booster groups; STPA/PFA; CAC.

Receipts: Dues, donations, and income from fund raising.
Expenditures: Those necessary for conducting the activities of the organization.

It is not the intent of the Board that the organizations lose control of their money by their inclusion within the internal funds
structure. It is the intent of the Board that the school and the organization work cooperatively to ensure that money are
collected and expended within the legal guidelines pertaining to public funds and as outlined in this manual. Funds will be
held in trust for the organization. No expenditure will be made from this account without the authorizing signature of the
organization's officer responsible for finances.

CHART OF ACCOUNTS

The Internal Accounts Chart of Accounts is a frequently changing list. This Chart will be updated and provided to the
bookkeepers at least once a year under separate cover. If an activity account number is needed that is not on the list the
school must contact the district finance department.
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
COLLECTION PROCEDURES

GENERAL INFORMATION

Money received by all persons must be deposited with the school bookkeeper or Principals designee the same day as
collected. Persons who fail to turn in cash collected each day will be held personally liable for loss. Employee’s personal
checks may not be substituted for cash collections. Collections are not to be used to cash personal, payroll, or third party
checks for employees, students, or others.

All money collected by individuals other than the bookkeeper or Principals designee will be supported by a teachers
receipt, a Report of Tickets sold, tally sheets, or other auditable record. In all cases where tickets are used, ticket reports
and unsold tickets should be available for audit. An inventory of tickets should be kept as well as printers affidavits to
support the ticket numbers printed.

Money collected by the bookkeeper, or Principals designee, should be supported by an official pre-numbered receipt.
Perpetual inventories should be maintained on pre-numbered receipts as well as pre-numbered checks. If applicable,
printers affidavits should also be available for audit.

All money collected must be deposited intact as frequently as feasible and as dictated by sound business practice. IN
ANY EVENT, FUNDS COLLECTED MUST BE DEPOSITED WITHIN FIVE (5) WORKING DAYS AFTER RECEIPT. NO
FUNDS WILL BE HELD IN THE SCHOOL OVER A WEEKEND OR HOLIDAY PERIOD.

All deposits must equal the total amount of money taken in and recorded on receipts for the period covered by the
deposit. All checks deposited in the designated account will be endorsed showing a restrictive endorsement “FOR
DEPOSIT ONLY'—-9SCHOOL NAME) INTERNAL FUND, THE SCHOOL BOARD OF CLAY COUNTY FLORIDA,

(ACCOUNT NUMBERY. Indicate-on-the-lastreceipt-the-date-and-the-amount-of-the-depesit. Duplicate deposit slips will be
used, the original being retained by the bank, and the duplicate filed with supporting documentation for the deposit after
validation by the bank.

The Principal will be notified immediately of any errors in deposits and will take appropriate action to effect correction.

PROCEDURES: TEACHER/SPONSOR

Upon recelpt of money from a student the teacher/sponsor she&ld—eempleteﬂa_teaehe#&meetpt—p#epapeﬂa—muy—sheet—epa

teeemnq—the—metehandtse—at—the—tmne—ef—ee#ee&en— must do one of the followmq |f the S udent is_not receiving th

merchandise at the time the collection of money is occurring:

> Teacher receipt if collecting more than $5.00
> Tally sheet if collecting $5.00 or less
> Report of tickets sold when tickets are being purchased.

DO NOT make erasures or alterations on any receipt. If any error is made the following procedures will be followed:
1. Void the receipt and issue a new receipt.

2. Staple copies of the voided receipt (original or white copy) in the receipt book. Voided receipts must be retained for
audit purposes.

When all money ies are collected for the day, the teacher will complete a “Report of Money Collected’ form. The money
collected form must contain the following information:

1. Date prepared.

2. Source of collection (i.e. school pictures, library fines, lost textbooks, etc.) Including Fund Raiser # if applicable.
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3. If teacher receipts are written, students last name, beginning and ending teacher receipt numbers, and/orlisting-of
student—hames and amount. If Tally sheet is required list of student names and amounts (attached list are
acceptable). If a report of tickets sold is used the description of the event and amounts collected.

5 oReV-Wa ived. Total of funds collected should equal funds being turned
in. Any corrections must be initialed by the teacher/sponsor.

5. Signature of the teacher/sponsor.

The money, and“Report of Menrey Monies Collected’ form and Teacher Receipt Book (if receipts were written) should then
be turned into the bookkeeper or Principal's designee, on the same day the funds were collected. If funds are collected
after hours they must be turned into the bookkeeper or Principals designee on the next business day. Upon verification of
the money with the reported information, the bookkeeper or Principals designee will sign the "Report of Merey Monies
Collected' form, complete the information on the receipt number, and return the yellow copy to the teacher/sponsor along
with the official receipt and Teacher Receipt Book (if applicable). The teacher must retain these items for audit purposes.

The bookkeeper must control distribution of all teacher receipt books. Records should be kept identifying the numbers
assigned to a teacher, teachers signature accepting receipt book, and teachers bookkeeper’s signature upon returning
receipt books.

PROCEDURES—-BOOKKEEPER

Upon receipt of a “Report of Meney Monies Collected’ form and money, the bookkeeper should verify the information
reported with the actual collections. Then an official receipt should be prepared on the EPES system with the following
information:

1. Date of receipt. (Date monies were received by Bookkeeper)

2. Name of the school.
3. Individual's name from whose funds were received
4. Amount of money received

5. Purpose for which funds were collected (lost textbook, class, etc.) Include Fund Raising Application # if applicable.

6. Account to be credited with receipt

7. Signature of bookkeeper or Principals designee

Upon completion of the official receipt record and the receipt number should be entered appropriately on the “Report of
Meney Monies Collected form. Return the yellow copy of the money collected form and the white copy of the official
receipt to the teacher/sponsor.

Immediately upon verification of the funds collected, all checks received should be restrictively endorsed. (See General
Information.)

PROCEDURES—BANK DEPOSIT

1. Verify cash and checks received to equal total entries.




2. Prepare deposit slip, in duplicate, on forms furnished by the bank. (If a large volume of checks is being deposited, the
bank may accept an adding machine tape of the checks instead of the normal detailed information.)

3. The bank should validate both copies of the deposit slip. Upon validation, the duplicate copy should be filed with the
deposit documentation.

4. NIGHT DEPOSITS: When the school is using a night deposit, the duplicate copy of the deposit slip should not
accompany the deposit but be retained by the bookkeeper. When you receive a validated deposit ticket attach it to

your duplicate copy.

5. Record deposit on the EPES system. When you record a bank deposit, under the “Notes’ section, indicate the official
receipt number range of the deposit.

6. The deposit documentation which contains the following:

Bank validated deposit slip

Original Monies Collected Forms

Sequential list of receipts totaling the amount of deposit
Copy of each official receipt for each Monies Collected Form

alo ol

will be filed, in ascending numerical order, in a monthly file. This monthly file will contain all activity of the month including
bank deposits, bank statements, and bank reconciliation, disbursement documents (check requisitions, Internal Account
purchase orders).
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
INSTRUCTION FOR PREPARING OREPORT OF MONEY COLLECTEDO
1. Date

2. Source of collection (i.e. school pictures, library fines, lost textbooks, etc.), including FR application number

g-and-end 3 umbers—and/o s ud and-a If teacher receipts are
written, students last name, beginning and ending teacher receipt numbers, and amount. If Tally sheet is required list
of student names and amounts (attached list are acceptable). If a report of tickets sold is used the description of the
event and amounts collected.

4. Total amount to be deposited
5. Signature of the teacher/sponsor depositing the money
6. Signature of the bookkeeper

7. Official receipt number completed by the bookkeeper
Distribution of copies:

White—bookkeeper (original)
Yellow—teacher/sponsor (copy)
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
INSTRUCTIONS FOR REPORT OF TICKETS SOLD OR ADMISSIONS
1. Type of event (i.e. football, drama play, etc.)
2. Date of activity
3. Name of hosting school
4. Visiting school
5. Color of tickets used (blue—adult; yellow—student)
6. Number showing on roll upon completion of sale
7. Starting number on roll at beginning of sale
8. Subtract line 7 from line 6 for number sold
9. Price per ticket
10. Multiply line 8 by line 9 for amount of money received
11. Total number of tickets sold for event
12. Total amount of money received from sale
13. Signature of Athletic Director/sponsor
14. Signature of bookkeeper
15. Date received by bookkeeper

16. Official school receipt number

The original is to be attached to the original Money Collected form; a copy to be kept if needed.
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
PROCEDURES FOR INSUFFICIENT FUNDS CHECKS

Upon receipt of notification from the bank or Insurachek of a dishonored check, the principal or bookkeeper should contact
the maker of the check and request reimbursement. Collection attempts whether by telephone or letter should be
documented. Reimbursement should cover the check and any bank charges associated with the returned check.

Entries to be made in the EPES system should be based on the dates indicated on the Bank Statement not the
Insurachek notices. lt—yeu—are On the EPES system transfer the amount of the NSF check from Checking (992) to NSF
Checks (996)—F by adding a General Ledger transfer.

If upon initial contact the maker of the check requests that the check be re-deposited, prepare a separate deposit slip. DO
NOT INCLUDE WITH YOUR REGULAR DEPOSIT. Mark the deposit slip “Re-deposit, write the name of the individual on
the deposrt slip and send the check back to the bank h‘—yeu—are On the EPES system—trans#er—the—ameunt—ef—the

, - enter a
General Ledqer transfer in the amount of the redeposrted NSF check from NSF Checks (996) to Checking (992). If cash
or a money order is recerved for the check, the re- deposn is made in the same manner. you-are-not-on-the EPES

If after several attempts the maker has not made the check good, the following notice should be sent to the maker by
certified and reqular mail and a copy retained with your records:

You are hereby notified that a check, numbered , issued by you on _(date) __ , drawn upon
__ (THEIR bank name)__, and payable to __ (school name)___, has been dishonored. Pursuant to Florida law,
you have seven (7) days from receipt of this notice to tender payment in the full amount of the check, plus a

service charge of $ , the total mount being due, $ . Unless this amount is paid in full within the
seven (7) days, the hold of such check may turn over the dishonored check and all other available information
relating to this incident to the State Attorney for criminal prosecution”

After all effort has been made to redeem returned checks, notification should be sent to the Business Affairs Division so
that Board permission may be obtained to write off the dishonored check. Such notification should include:

Name of the maker

Check number

Check date

Check amount

Description of collection attempts
Reason for collection

Upon natification from the Business Affairs Division of Board approval, you may write off the check by making an entry to
the EPES System H—yeu—are On the EPES system the write off of the drshonored check Would be done usrng—Methed—z

yeur—general—redger—fer—that—reeapt—bv enterrnq a |ournaI ad|ustment using the actrvrtv account number to WhICh the WhICh
was originally deposited and the General Ledger 996 (NSF). This entry would be an“E’for expenditure.

When you collect funds for the bank charge associated with the dishonored check, prepare a“Money Collected’ form and
identify as a bank charge associated with a particular check. An official receipt should be written for the bank charge and
deposited with your regular deposit. When bank charges are uncollected, they should be recorded as an expenditure to
the account where the dishonored check was recorded.

NOTE: Notify the sponsor that the check has been dishonored so that merchandise is not delivered.
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RETURNED CHECK LOG

DATE REASON LEDGER DATE CHECK
NAME OF FOR $ ACCOUNT OF RE- OR
RETURN RETURN AMOUNT NO. DEPOSIT CASH COMMENT

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

NOTE: This is a sample of the information needed to prevent misplacement of returned checks. Maintain-thislog-inthe
Total-Activity"Section-of the Depesitory-Ledger—(This form may be copied as needed.)
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
PURCHASING POLICIES

State Board of Education Administrative Rule 6A-1.091 requires that the laws relating to purchasing practices for tax
funds are also applicable to purchases made from internal funds. This rule also allows the Board to place more strict
requirements on purchases from internal funds of the Clay County School Board, except for the purchase of items for
resale.

In an effort to maintain best business practices, prior to the commitment of funds and the approval for a request for
purchase the following criteria should be addressed by contacting the CCSB Purchasing Department.

1. Is the item available in the Clay County School Board Warehouse?
2. Is the item available on current Clay County School Board bid?
3. Is the item available on State Contract?

If you answer yes to any of the above questions, you must purchase the item from the appropriate source. Otherwise the
following appropriate requirements will be met:

Cost of Item or Set Purchase Requirement

$8,000 - $14,999 three two documented phone quotations

$15,000 - $24,999 three written quotations (qualified vendors, on vendor letterhead)
$25,000 or more formal bid

Formal bids are handled through the Clay County School Board Purchasing Department. The school would be
responsible for supplying data for bid specifications and other applicable purchase information. A school representative
would participate in all phases of the bidding procedure.

If in any of the above purchases the low bidder is not awarded the purchase contract, all documentation associated with
the purchase will be forwarded to the Superintendent for approval prior to the contracting for purchase of the item.

In emergency situations, purchases may be made without adhering to the above requirements. Written documentation of
the emergency must be attached to the voucher. (Remember poor planning does not constitute an emergency). If the
emergency purchase is $25,000 or more, procedures as outlined In the CCSB HANDBOOK OF PROCEDURES
REGARDING CENTRALIZED PURCHASING will be followed. Use of split purchases to keep purchases under a
particular limit is strictly prohibited.

All purchases for equipment, which requires special electrical adaptations, uses ten amps or more of electricity, or
involves a maintenance contract, will have the prior written approval of the Superintendent/Board before contracting for its
purchase. Documents supporting the purchase of the equipment (i.e. quotes or bids) should be forwarded with the request
for the Superintendents/Boards purchase approval. Superintendents/Boards approval will also be obtained for changing,
altering or attachment of permanent fixtures to school property (CCSB Rule 6.24).

For those purchases of substances that meet the requirements of Chapter 442, Florida Statutes (Right to Know Law), a
Material Safety Data Sheet (MSDS) must be obtained from the vendor. It is the responsibility of the Principal to ensure
that a MSDS is on file with the Clay County School Board Safety Energy Department.

Florida law requires the vendor to provide a MSDS when a purchase is made of an applicable product. This does not
eliminate the liability to the Board if a MSDS form is not on file. Procedures need to be developed at the local school level
to ensure that a MSDS is on file for all required substances.

Property Control-All items purchased or donated become the property of the School Board and are subject to the Boards
procedures for property control. (See Clay County School Board Property Management System Manual.)

Commemorative Items—a school committee of staff and student representatives appointed by the Principal will develop
Specifications for all commemorative items. These specifications will be used to solicit written quotations from at least
three vendors.

Revised and Board approved on 6/21/07
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS

INSTRUCTIONS FOR REQUEST FORWRITFEN-QUOTATONS-DOCUMENTED PHONE QUOTATION
1. Specific item costing between $15;000-and-$24,999.99- $8,000—14,999. (i.e. copier, bleachers, blinds, etc.)

2. Complete description of the specifications desired by the school (i.e. size, capabilities, color, material, attachments,
etc.) If necessary, attach an addendum.

3. Name and address of company

4. Name and position in company of person contacted.
5. Breakdown of prices quoted.

6. Date delivery is promised.

7. Any acceptable changes in above specifications.

8. Complete as above for second vendor.

Revised and Board approved on 6/21/07
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Item to be purchased:
Specification for purchased items:

SCHOOL DISTRICT OF CLAY COUNTY

REQUESTFORWRIHTFEN-QUOTAHON- DOCUMENTED PHONE QUOTATION

INTERNAL FUNDS

VENDOR 1:

VENDOR 2:

Vendor Name:

Vendor Address:

Individual Contacted:

Quoted Price

Shipping & Handling:

Delivery Date:

TOTAL PRICE:

Deviation from Specifications:

Vendor Name:

Vendor Address:

Individual Contacted:

Quoted Price

Shipping & Handling:

Delivery Date:

TOTAL PRICE:

Deviation from Specifications:
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
SALES AND USE TAX

Sales tax should be paid in accordance with the provisions of the Rules and Regulations Florida Sales and Use Tax Law,
Chapter 323, Florida Statutes. A copy of this document may be obtained upon request from the Florida Department of
Revenue, Tax Information Services, 1379 Blountstown Highway, Tallahassee, Florida 32304.

In general, materials and supplies purchased by the school for use in carrying out their educational duties are tax-exempt.
Purchases for parent groups are also tax exempt for items used in their customary activities or items donated to the
school. Gifts, school store purchases and other items for resale are subject to sales tax. There are instances where the
school is acting as a vendor and must collect for and remit taxes to the Department of Revenue.

The school is acting as a vendor when collecting money for admissions, concession stand sales, fund raising dinners (i.e.
barbecues) and rentals. Admissions are taxable upon gross receipts when student or faculty talent is NOT utilized.
Unlike other resale items, you must claim tax exemption on purchases of supplies for concession stands and fund raising
dinners and you must remit the tax based upon the gross receipts of your sales. Taxes are remitted based on gross
receipts when money are collected for the rental of locks, band uniforms, band equipment, and other such rental charges,
unless sales tax was paid at the time of purchase. (NOTE: Just by naming a charge a maintenance fee does not
eliminate the tax collecting responsibility unless the funds are used strictly for maintenance of the item.)

Schools are authorized to pay sales tax directly to the vendor based on the purchase price when purchasing taxable
goods or services (i.e. resale items; school store). When paid by this method, the sales price when sold to the student
includes sales tax. If items for resale are purchased from an out-of-state vendor or a vendor who will not accept payment
of the sales tax, then the school must collect the tax and remit it to the Department of Revenue.

Some exceptions to the rules are:

e Although yearbooks are resale items, they are specifically exempt from either the payment of or remitting of taxes. (If
sold to the general public, as opposed to the student body, taxes would need to be collected and remitted to the
Department of Revenue.)

e Pictures or photographs sold to students are taxable. You may either pay the vendor based on gross sales or remit to
the Department.

e Supplies for vending machines are taxable. If the vendor is paid the tax when purchasing supplies you do not need to
remit to the Department based upon gross receipts.

e Commissions on vending machines are taxable unless a “Certificate of Direct Payment Authority for Real Property
Leas€ has been executed between the school and the vending machine owner. A copy of this certificate should be
kept on file at the school and a copy should be forwarded to the Department of Business Affairs.

Where the liability exists for the school to collect and remit the tax to the Department of Revenue, the school has two
options to remit the taxes due. The first is the school may be individually registered with the Department of Revenue. In
this case, the school is responsible for the filing of the taxes with the Department. The second is the school may use the
Clay County School Boards tax number. In this case, the school is responsible for remitting the taxes owed to the
Department of Business Affairs by the twelfth of each month for the prior month's tax collections. The check to the Clay
County School Board should be written for the total amount of taxes owed and submitted along with the “Sales Tax Report”

Effective July-1,1999, The following are the divisors for the various types of revenues:

Concession stand, fund raisers, uniforms, commissions 1.075%
Vending machine beverages and food 1.0726
4 i , . c
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
RESTRICTED EXPENDITURES

The following expenditures from internal funds are deemed inappropriate and will not be made except from Trust Funds
collected for a specifically identified purpose.

1.

9.

Personal use items with the exception of those that are identifiable as being in recognition of service or promotion of
school activities.

Equipment, supplies, forms, and postage for curricular, or classroom use for which School Board funds are available.

Curricular-related travel; professional, technical, or consultant services; or other items that are the responsibility of the
School Board.

Personal memberships or personal subscriptions.

Salaries or other compensation for duties or assignments that are the responsibility of the School Board.

Loans, credit or accommodation purchases for anyone.

Repairs and maintenance of school board equipment unless district budgeted funds are not available.

Employees of the district who are compensated for additional services will not be paid directly from internal funds.
Payment will be made through the payroll department with reimbursement from the schools internal funds for salary,

retirement, and social security. (See page 32).

Contributions to fund-raising drives.

Expenditures that require the prior written approval of the Superintendent are:

1.

2.

Buildings, remodeling, renovation, repairs, or alterations to the facilities, or any property involving risk.
If a group within the internal funds structure wants to change, alter, or attach permanent fixtures to school

property, or to utilize more than the ordinary amount of utilities the Superintendents approval must be received
prior to the commitment to any purchase contracts.
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
COMPENSATION TO EMPLOYEES FOR SERVICES RENDERED

Chapter Seven of “A Manual...Financial and Program Cost Accounting Reporting for Florida Schools’ (Redbook) states
under General Practices that internal funds will not pay any form of compensation directly to school board employees. All
compensation to employees must be paid through the payroll department. In accordance with this proposed general
practice and recent Internal Revenue Service rulings, Clay County School Board adopts this practice as policy.

In order to not violate the above rule, the bookkeeper must contact Business Affairs prior to paying any person for a
rendered service in order to determine whether or not they are an employee. If the person is not an employee, payment
should be made in accordance with IRS regulations regarding 1099s (see page 65-73).

This policy does not mean that schools may not compensate employees. It means that the compensation must be paid
through the payroll department. The school will reimburse the School Board for the amounts paid including the
associated fringe benefits. The policy is also applicable to outside groups who request that school board employees
perform specific duties. (Note: All these services are to be rendered after the employee’s normal working hours.)

Generally speaking, when using school board employees to perform their normal duties for the extra-curricular activities or
for outside groups using school grounds the following procedures must be followed:

1. The teacher/sponsor requests the employees services for the extra-curricular event and estimates hours to be
worked.

2. The school administration approves request, contacts the payroll department for estimated cost figures, and provides
cost information to teacher/sponsor.

3. Upon determination of actual hours worked, any recalculation of cost figures should be made.

4. Teacher/sponsor follows appropriate disbursement procedures to have one (1) check processed to reimburse the
Clay County School Board for gross salary, retirement and the matching social security amount.

5. Upon receipt of the check, the schools payroll clerk reports overtime hours for the employee on the regular payroll
report. Attach the check to the payroll report and forward to the payroll department. Payroll department personnel will
pay the employee on the regular payday in his regular check.

Generally speaking, if you are contracting with an employee to perform other than his normal duties, the procedure will be
the same as if the person is not an employee (see above).

If the rendered service is for sports officiating and/or tournament directors/mangers, Business Affairs does not have to be
contacted. Payment for these services will be the same as if the person is not an employee (see above).

There is a difference between compensation and tokens of appreciation or a‘Thank you’.

If the person is a CCSB employee the following applies:

1. Check from Internal Accounts not to exceed $50.00 as a thank you is permissible.

2. Gift card or qift certificate not to exceed $50.00 as a thank you is permissible.

3. Any amount over $50.00 would need to be considered compensation and run thru payroll. (Internal Account
check would be sent to be applied to district budget lines to cover the complete expense.)
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
EXTRA CURRICULAR TRAVEL REIMBURSEMENTS

Fund raising events by clubs/activities are means of generating revenue to cover expenses of the club. An acceptable
expenditure is costs associated with attending competitions. It is proper to use club funds to cover student expenses. It is
only proper to use club funds to pay sponsor/teacher expenses when county funds are not available.

The following procedures should be followed when county funds are available:

Decision is made by school administration and sponsor/teacher as to whether the county will reimburse expenses. School
prepays hotel registration and conference registration from club funds.

School administration requests reimbursement of prepaid expenses by processing a county purchase order.
Sponsor/teacher submits an Authorization to Incur Travel Expenses form and an Application for Leave form to the
appropriate county departments. The Authorization to Incur Travel Expenses form must have a copy of the schools
purchase order requesting reimbursement of prepaid expenses.

Upon approval of the Authorization to Incur Travel form, the Application for Leave requests and actual conference
attendance, the sponsor/teacher will submit a county travel reimbursement request for mileage and meals. (Mileage
reimbursement will not be made when the school or the county provided the means of transportation. Meals that are
included in the registration will not be reimbursed.)

When county funds are not available and the school is covering the sponsor/teacher expenses, the following procedures
will be followed:

Sponsor/teacher submits an Application for Leave to the appropriate county department.

The proper internal fund disbursement procedures are then followed to cover expenses.
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
DISBURSEMENT PROCEDURES

General Information:

Each account within the internal funds should be operated within a plan (budget) formulated by the members of the
organization for whom the account was established. The principal will not approve a request for supplies, equipment, or
services for which a group does not have the necessary cash resources available within its account structure to make the
required expenditure.

Purchases from internal funds must be authorized in writing by the principal or designee. Neither the school nor the
School Board will be liable for any purchase in the name of the school made without express written approval. Prior to the
principal/designee approving a Request for Purchase Approval form and Check Requisition, he/she should ensure that all
purchasing requirements of Clay County School Board and for internal funds have been followed.

Approved pre-numbered checks will be used as the means for disbursing funds. All checks must be signed with two
signatures, preferable consisting of the signatures of the principal and the bookkeeper. Under no circumstances will
checks be pre-signed.

Please remember that there is a difference between compensation and tokens of appreciation or a“Thank you'.

If the person is a CCSB employee the following applies:

1. Check from Internal Accounts not to exceed $50.00 as a thank you is permissible.

2. Gift card or qift certificate not to exceed $50.00 as a thank you is permissible.

3. Any amount over $50.00 would need to be considered compensation and run thru payroll. (Internal Account check
would be sent to be applied to district budget lines to cover the complete expense.)

If the person is not a CCSB employee the following applies:

1. Check from Internal Accounts not to exceed $50.00 as a thank you is permissible.

2. Gift card or qift certificate not to exceed $50.00 as a thank you is permissible.

3. Check from Internal Accounts for anything over $50.00 is considered compensation, therefore a W-9 must be
completed and the 1099 box marked in the EPES system.

Procedures—Teacher/Sponsor:

Prior to making a purchase, the sponsor should ensure that all purchasing requirements of the Clay County School Board
and those outlined in this manual have been met. If the request for purchase is for fund raising items, you must first have
the principals/designee’s approval to have the fund raising event. The form, “Fund Raising Application and Financial Recap’
should be used for this purpose. The following information found above the financial recap section will be required:

Name of school

Name of club

Beginning and ending sale dates
Individuals who will sell (i.e. students, parents)
Location of sales (school, athletic event)
Purpose of fund raising

Description of product(s)

Sale price(s) of item(s)

. Cost of Item(s)

10. Vendor information

11. Recap of anticipated income

CoNoOOA~WNE
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Upon return of the approved fund raising application or when making a purchase which does not involve fund raising, prior
to making the actual purchase an “Internal Funds Request for Purchase Approval and Check Requisitior?, “Internal Fund
Purchase Requisitior, or ‘Authorization for Officials’ must be completed and proper authorization received. Authorization
for purchase will be the Principals/designee’s approval of the appropriate form above.

The request for purchase approval would require the following information above the asterisks to be completed:

School name

Name of sponsor, teacher, or activity

Description of merchandise, services or refund to be provided

Estimated total price

Name of company from whom merchandise or service is to be purchased or name of person to whom refund is to be
made

6. Signature of sponsor/teacher and date

agrLONE

The Authorization for Officials would require the following information:

Description of the event

Date of the event

Home team name

Visiting team name

Name and Social Security number of the official
Mailing address where the check should be sent
Duty assignment of the official

NouohkrwbE

Upon completion of the appropriate form it should be forwarded to the Principal/designee for approval. Along with the
appropriate form you should also forward any documentation that gives evidence that you have met all purchase
requirements. This documentation could include a copy of the fund raising request if the purchase is being made in
association with such an event, or two documented phone guotes if within the $8,000— 14,999 limits, or a Request of
Quotation if it is within the $1;000-t6-$2,999.99 $15,000-24,999 limits, evidence of bid if over $3;000-ete. $25,000.00.

When written approval is received on your request then you may contact the vendor to contract for the purchase. Upon
receipt of the goods you need to ensure that the quantity, quality, and price meet the purchase agreement. If any of these
items are different and you wish to reject the order do so in the manner prescribed in the purchase agreement. If any of
the items are different but you approve and wish to accept the order, make notation of the difference and your acceptance
on the purchase request or purchase order. If all items are as originally ordered and accepted, you should complete the
necessary documents to process for payment.

Please remember that is this may be a non-taxable purchase. It is your responsibility to ensure that the vendor has the
tax-exempted number. If you did not make arrangements to have the necessary evidence available for tax exemption, you
will be responsible for paying the tax and will not receive reimbursement for the sales tax paid.

Upon acceptance of the goods and completion of the purchase contract by the vendor, complete the required information
on the original purchase request. A “Request for Purchase Approval and Check Requisition” would require the following
information:

1. Vendor name and address

2. Actual amount of check

3. Account information

4. Signature of sponsor to signify receipt of goods and date

The‘Internal Fund Purchase Requisitior’ requires the following information:
The signature of the sponsor and date signed is necessary under the section“Received in Good Order".
Please have the sponsor note any discrepancies between the actual invoice amount and the original

purchase request then make a notation showing your acceptance of the change. This approval is
necessary for the invoice to be paid.
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The appropriate form, as described above, along with supporting documentation for the receipt of goods or purchase price
should be forwarded to the Principal/designee for approval. The payment may only be made from the eriginal invoice
so if arrangements were not made to have the erigiral invoice sent directly to the bookkeeper you must ensure
that the bookkeeper receives the eriginal-invoice.

If the purchase was in connection with a fund raising event, upon the completion of the event you must complete the
financial recap of the event and forward that to the Principal/designee. This is found on the lower half of the Fund Raising
Application. It would benefit the Principal to have any comments as to the effectiveness of the fund raising event.

If the request is for a refund or disbursement of money to a large group the bookkeeper will write a check to the
teacher/sponsor. It is the teacher/sponsors responsibility to cash the check and have the individuals sign a tally sheet
acknowledging receipt of money. This tally sheet should then be returned to the bookkeeper for supporting
documentation. A copy may be maintained for the teacher/sponsor records.

After the Principal/designee approves the request for a check he/she will forward it to the bookkeeper for the processing
of the check. When the bookkeeper writes the check the appropriate check information will be completed on the form and
returned to the sponsor.

NOTE: If you wish to transfer money from one account to another, you must complete a Transfer Request.

Procedures—Principal

Prior to authorization of a purchase request the Principal/designee will ensure that the purchase is in compliance with
Florida Statutes, State Board of Education Rules, School Board Rules, and the Internal Funds Manual. The following
determinations should be made prior to the Principal's/designee's approval for purchase.

1. Requested item is appropriate for the requesting party.

2. Funds are available.

3. Purchasing requirements have been met. (Bids, quotes, state contracts)

4. Item or substance to be purchased meets legal requirements. (Material Safety Data Sheets, Internal medicines, etc.)

In the approval of a fund raising activity, past experience with the company and historical sales should be reviewed to
ensure to the extent possible that an acceptable profit will be made.

In the review of a request for a check, the Principal/designee should ensure that the proper signatures are completed and
supporting documentation attached.

Procedures—Bookkeeper

During the request process, the bookkeeper will be required to provide the appropriate financial information to assist the
Principal/designee in their approval/disapproval of a purchase request. In order to provide accurate information, it is the
bookkeepers responsibility to have the books up to date at all times.

Although the bookkeeper's responsibilities in the purchase procedure are initiated with the forwarding of the request for a
check from the Principal/designee, invoices may be received continuously from vendors. NO invoice should be paid
without the appropriate check request and supporting documentation. To ensure this, the bookkeeper should establish
procedures so that invoices and check requests can be matched for payment. It is the bookkeepers responsibility to
ensure, to the extent feasible, that all timelines are met so discounts can be taken.

When the request for a check is forwarded from the Principal/designee, ensure that all the proper signatures are
completed. Match up the supporting documentation with the check request. Supporting documentation will include the
eriginal invoice and other items which support the completion of the purchase contract. Complete documentation includes
but is not limited to:
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1. When qift cards or certificates are purchased the signature of the receiver of the gift card or certificate is required.
2. When meals are purchased (i.e. custodial luncheon) the number of participants should be notated on the receipt.

When all supporting documentation is collected, the bookkeeper will check to ensure that the invoice is in agreement with
the Internal Funds Request for Purchase Approval and Check Requisition, Internal Funds Purchase Requisition, or
Authorization for Officials forms. If the invoice does not agree with the purchase request, the teacher/sponsor should
have approved any changes. Next you should check all extensions on the invoice to ensure that the invoice calculations
are correct. If the company is offering a discount for prompt payment and you are meeting the deadline, calculate the
discount and recalculate the total due.

When all verification of supporting documentation has been performed, the check may be written. DO NOT make an
erasure or alteration on any check. If an error is made the following procedures will be followed:

e Void the check and issue a new check. (Remember the proper voiding of a check requires that the signature area be
mutilated. Write “VOID’ across the check.)

e Staple copies of the voided check to the check stub in the monthly folder. Voided checks must be retained for audit.
Refer to the EPES software manual for the voiding procedures.

The check will then be properly signed. The correct procedure requires two (2) signatures, preferably that of the Principal

and the bookkeeper.

The bookkeepers copy of the check request and the appropriate documentation will be filed, in ascending numerical

order, in a monthly file. This monthly file will contain all activity of the month including bank deposits, bank statements,
and bank reconciliation.
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10.

11.

12.

13.

14

SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
INSTRUCTIONS FOR REQUEST FOR PURCHASE APPROVAL AND CHECK REQUISITION
School name and number
Name of sponsor, teacher, or activity
Description of merchandise, service, or refund to be provided
Estimated total price
Name of company from whom merchandise or service purchased or name of person to whom refund is to be made
Signature of sponsor/teacher, and date
Signature of principal and date
OPTIONAL-Space provided for the bookkeepers initials, indicating sufficient funds available in the account
NOTE: Information below asterisks should be completed only after receipt of goods.

Vendor name and address
Actual amount of check
Class, club, department, or activity which should be charged for this purchase
Signature of sponsor/teacher signifying receipt of goods purchased and date
Signature of principal and date

. Check number and check date to be completed by bookkeeper

Distribution of copies is as follows:

Upon initial approval:
pink—bookkeeper white and yellow—returned to sponsor

Upon receipt of goods:
Information below asterisks is to be completed by sponsor. White and yellow copy given to the bookkeeper
along with the receipt or invoice.

After check is written:

The bookkeeper returns the completed yellow copy to the sponsor for filing.
The white copy is filed with the invoice/receipt.
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10.

11.

12.

13.

SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
INSTRUCTIONS FOR PURCHASE ORDER
Order number to be completed by the bookkeeper - must have number to be valid
Order date
Vendor - name and address
Date merchandise is wanted
Identify class/club/department/sponsor to whom the merchandise should be delivered

The specific activity account for which this expense is incurred.

Quantity desired; unit (ea, bx, cs, etc.) Description of the item; estimated unit price; estimated total price (vendors
order form may be attached)

Discount and shipping, if available

Check only one of these boxes, depending upon the type of purchase
Sponsors signature

Principals/designe€’s signature

NOTE: To be completed by office personnel when an approved invoice is received and gold copy is returned by
sponsor

Gold copy only - Sponsor signature upon receipt of goods. Sponsor should note any discrepancies between
original purchase order and amounts received.
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INTERNAL FUND PURCHASE REQUISITION

(School Name)
(School Address)
(City, State Zip Code)

ORDER NO.
ORDER DATE:

VENDOR:

DELIVERY DATE

VENDOR INSTRUCTIONS:

1. The P.O. number must appear on all correspondence
referring to the order.

2. Bill and send invoices directly to the school.

3. Send invoices in triplicate.

4. To be valid, all Purchases must be made on this form
and bear the signature of the Principal.

SHIP TO

ACCOUNT CHARGED:

QTY. [ UNIT | DESCRIPTION OF ITEM(S) UNIT COST TOTAL
Subtotal
___ This purchase is for school use and is exempt from Federal Excise Tax, %
transportation tax, and sales tax. Florida Sales Tax Exemption Certificate Shipping
number
____This purchase is not for school use and is subject to taxes applicable. TOTAL:

JOFFICE USE ONLY

PAYMENT AUTHORIZATION

Check Payable to:

Check Date: Check No.
Check Amount:
Approved by:

(Principal’s Signature)

(Sponsor Signature)

RECEIVED IN GOOD ORDER:

(Principal or Asst. Principal Signature)

DATE:

(Sponsor)
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White: Vendor Yellow: Bookkeeper Pink: Sponsor Gold: Sponsor/Bookkeeper
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10.

11.

12.

13.

SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
INSTRUCTIONS FOR AUTHORIZATION FOR OFFICIALS
Name of event: Football, Girls Basketball, etc.
Date of event
Home school
Visiting school
Principals authorization

Date of signature

Person officiating prints name, address, social security number, and position assigned by Officials
Association.

Payment amount due official. Officials Association designates fees payable. In some schools, this information will be
completed by the Athletic Director rather than the bookkeeper.

Date check is written

Check number

Signature of Athletic Director or Game Manager verifying persons performed their duties.
Signature of Principal approving checks

Date of signature

Bookkeepers should insure that when they receive a“gaté’ they should also receive an Authorization for Officials. Under

no circumstances should officials be paid directly from the gate rather than a check from Internal Accounts.
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
INSTRUCTIONS FOR ACCEPTANCE OF ADVANCE OR REFUND
Advance for attendance of competition, food, admission, etc. Refund for field trip, movie, etc.
Teacher, Department Head, Grade Chairman
Date that check was requested
To be completed by the teacher

Signature of person accepting advance/refund

To be completed by the teacher
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ACCEPTANCE OF ADVANCE OR REFUND

Your signature below certifies that you have received cash money intended for the purpose as stated below:

PURPOSE:

RESPONSIBLE SPONSOR: DATE:

NAME
(Type or Print) SIGNATURE AMOUNT

| certify that all money have been distributed in accordance with the above.

(Signature of Teacher/Sponsor)
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
VOID CHECK PROCEDURES

It may become necessary to void a check during the process of conducting business. There are different
methods to record the voiding of a check. The particular method used will depend on the time frame in
which it is learned a check needs to be voided. The two time periods are as follows:

1. Current Month
2. Subseguent Prior Month

Current Month:

Select“Checks Paid under the File Menu on the EPES Software.

Use the Find option. Search on Check # to get the check on the screen to void.

Edit each line item entry on the screen and enter“O’ (zero) as the amount of the check. Under the Memo
field, type OVOIDO (and enter the amount of the check). The total amount of the check should be zero

when done. Record a cancellation date on the check entry.

Subseguent Prior Month - Reversing Entry:

Your auditor requires a reversing entry to void a check. This can be done in two difference ways.

1. Add an identical entry with the disbursement being a negative amount. The date issued and
cancellation date will be identical on the reversing entry. (Refer to pages 84-85 in the EPES Manual)

2. Use the Find option. Search on Check # to get the check on the screen to void. Place your cursor
on the “Void This Entry’ button and hit enter. After confirming that the date showing on the pop up screen
is the correct date for voiding hit“OK’. This method will add an identical entry with the disbursement being
a negative amount. The date issued and cancellation date on the reversing entry as well as the original
entry will be the same.

3. Remember the proper voiding of a check requires that the signature area be mutilated. Write “VOID’
across the check.) Staple copies of the voided check to the check stub in the monthly folder. Voided
checks must be retained for audit purposes.
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
TRANSFER PROCEDURES

General Information:

A transfer between accounts may be made. A transfer is a recording procedure to move funds between
two accounts. No actual check is written. Transfers are not considered a receipt of the receiving fund nor
are they considered a disbursement of the disbursing fund.

Teacher/sponsor:

A transfer is initiated by the Transfer Request form. Both the sponsor for the disbursing account and the
sponsor for the receiving account must sign authorizing the transfer. Information required is:

Transfer Number

School name

Date

Account transferred from
Sponsors signature
Account transferred to
Sponsors signature
Amount to be transferred
Reason for the transfer
0. Principals signature

HBoOooNoOoOA~WONE

The properly authorized transfer request should be forwarded to the Principal/designee for approval.
Bookkeeper:
Upon the approval of the Transfer Request by the Principal, enter the transfer number on the transfer

request. Transfer numbers should be numbered sequentially within a fiscal year. (Refer to the EPES
manual pages 42-44 for procedure.)
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
INSTRUCTIONS FOR TRANSFER REQUEST
1. Transfer number - year and beginning number, (example: 98-01)
2.  Name of school
3. Date of transfer
4. Account/activity name
5. Signature of account/activity sponsor
6. Account/activity name
7. Signature of account/activity sponsor
8. Amount to be transferred

9. Explanation of transfer

10. Signature of principal or designee

Distribution of Copies:
Original: to be filed by bookkeeper

Yellow: to‘transferring’ sponsor
Pink: to‘receiving’ sponsor
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
MASTER TICKET INVENTORY LOG SHEET

The Master Ticket Inventory Log Sheet is used by the bookkeeper or designee to maintain an

inventory of all tickets used at the school. If completed by designee rather than the bookkeeper it
will the responsibility of the bookkeeper to periodically confirm accuracy and completeness.

At the beginning of each fiscal year all tickets in stock should be logged on a Master Ticket Inventory

Log Sheet.

Start a new sheet each fiscal year. (Do not continue using a log sheet from one year to another.)

Record all tickets purchased prior to their use.

At the end of the year, prior to Teachers or Staff leaving for the summer, take inventory of the tickets

to verify all rolls are accounted for.

Keep Master Ticket Inventory Log Sheet and All Ticket Disbursement Sheets together on file for

audit.

Fill in all detail: Date in Stock—Date tickets are received in stock.

Ticket Color

Beqginning #

Ending #

Code—PFY; NR
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
TICKET DISBURSEMENT SHEET

Sign Out Sheet

All tickets being used for school events must be purchased through an Internal Account Purchase Order
and logged by the bookkeeper prior to using. (Master Ticket Inventory Log Sheet and on a Ticket
Disbursement Sheet - Sign out sheet).

Start a new sheet at the beginning of the fiscal year.

Retain all used forms for audit with the Master Inventory Log Sheet.

1. All Ticket inventory must also be logged on Master Ticket Inventory Log Sheet.

2. A Ticket Disbursement Sheet should be kept for each roll of tickets.

3. Complete all information:

a. Beginning Number—First number—available for use—being signed out.

b. Ending Number—To be filled in when roll is returned. This will be the number of the first available
ticket on the roll when the roll is returned to the bookkeeper.

c. Number use—To be filled in when roll is returned. Subtract‘d' from“d.

d. Teacher/Sponsor—Tickets must be signed out by the Teracher or Sponsor responsible.

e. Purpose—Fill in the reason tickets are going to be used.

f. Date—Date tickets are signed out.

g. All unused tickets should be returned to the bookkeeper with a completed Report of Tickets Sold
form and all monies collected at the event.

h. Write 'EOR’ (End of Roll) to indicate that all tickets have been used on the roll.

Upon completion of the event, the bookkeeper should verify money and tickets with Report of
Tickets Sold.
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
CHANGE FUND PROCEDURES

When it is necessary to establish a change fund for an event such as an athletic gate or a dance, these
procedures should always be followed:

To Establish Change Fund:

1. Hand write check
2. Go to Transfers and Deposits—General Ledger Transfer
3. Show transfer from 992 to 995
4, Enter check number as document number
5. Explanation—Establish change fund for activity
6. Have payee-{sponsor/coach)-sign-the-Acceptanceo
Checks should be made payable to teacher/sponsor.
7. To account for the check number in the EPES system you should record the check with no

dollars and put in the note that it was for a change fund.. This provides for an audit trail.

This reduces the Bank Balance (992) and the offset is the increase in the Change Fund (995).
To Re-Deposit Change Fund:

Hand write official receipt

Go to Transfers and Deposits—General Ledger Transfer

Enter from 995 to 992

Enter official receipt number as document number

Explanation—re-deposit change fund from activity

Prepare separate bank deposit slip for these funds

To account for the receipt number in the EPES system you should record the receipt with
no dollars and put in the note that it was for a change fund.. This provides for an audit trail.

NogagkrwprE

This reduces the Change Fund (995) and the offset is an increase in the Bank Balance (992).

Change funds cannot be held on campus over weekends. If the coach/sponsor doesnt return the change
fund to the bookkeeper on Friday, they must complete the “hold’ procedures for that schools bank.
Documentation from the teacher/sponsor must be given to the bookkeeper to confirm that the funds were
not held on campus, but by the bank.
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
RECONCILING BANK STATEMENT

Bank statements will be reconciled as soon as they are received-—preferably-by-a-person-otherthan-the
When the bank statement arrives, it should be delivered to the Principal unopened. The Principal will

then open, examine, and initial the statement prior to delivering to the Bookkeeper. The Bookkeeper will
then arrange canceled checks in numerical sequence.

Refer to the EPES Manual page 48-49 and follow the instructions for canceling checks.

Print a list of outstanding checks to be included with the Bank Reconciliation Menthly-Principals-Report
and monthly folder.

Refer to EPES Manual page 54-55 for printing outstanding check listing.

Print a bank reconciliation to be included with-theMonthlyPrincipalsRepert in the Principals Monthly
Report Packet and monthly folder.

Refer to EPES Manual pages 55-56 for printing bank reconciliation.
Corrections should be made for any mistakes discovered. It may be necessary to check each canceled

check and each deposit against the bank statement and ledgers to find the error. If an error is found on
the bank statement, notify the bank and ask for a copy of the correcting adjustment.
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1.

SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
PRINCIPAL'S MONTHLY FNANCIAL-REPORT PACKET

This report of the financial transactions in the Internal School Activities Fund is to be filed at the end
of each month. The Principal's Monthly Report Packet includes the following:

Bank Reconciliation

List of Outstanding Checks

Copy of complete bank statement

General Ledger Report

Principals Monthly Report

SRl SRl Pl Il ] b

List of Account Payables

2.

The bookkeeper will prepare the Principal Monthly Report Packet and deliver to the Principal for
review and signature on or before the 15" of the subsequent month. It is due in the district office on
or before the 15th 19" of each month following that covered by the report. The report is cumulative
and the last one filed for the year will constitute the annual report.

The report is to be prepared in duplicate, with the original to be submitted to the district office and
the duplicate retained in the schools internal accounts records.

Refer to pages 50-53 of the EPES manual under the Ledger Reports. The two reports that need to
be printed are the “Financial Report’ and the “Principals Monthly Report (Flerida): The first report is a
general ledger report showing the activity in all of the accounting for that period. The second report
is a consolidated general ledger report that shows the period's activity by activity type.
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
SCHOOL STORE

A school may elect to operate a school store to sell essential school supplies, workbooks, paperback
books, and miscellaneous merchandise to students at a minimal profit.

An inventory will be taken at least at the beginning of the school year and at the end of the school year.
The physical inventory will be taken by two individuals who sign the inventory sheets.

Receipts will be deposited in the School Store account on a weekly basis or when receipts are more than
$50, whichever occurs first. A money collected form will be used, signed by the school store operator for
deposit into the School Store account. The money collected form will be signed by the bookkeeper or

appropriate personnel, and a copy returned with an official receipt attached. These forms will be kept for
later reconciling purposes.

It is suggested that a method be developed to account for the level of inventory on a periodic basis to

facilitate in reordering of merchandise and in determining the sales price of merchandise at the point of
reorder.
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
INSTRUCTIONS FOR SCHOOL STORE INVENTORY

School Store inventory will be kept as follows:

1.

10.

11.

12.

13.

14.

15.

16.

17.

Type - inventory at the beginning of the school year, inventory by the month or inventory at the end
of the school year

Date inventory is taken

Name of school

Page number of inventory

Description of Item - paper, pencils, etc.

Vendor - name of company from whom you have purchased item

Invoice Price - price of the item listed. If inventory is added and price changes, adjust here.
Number at the Beginning of the Month - from tally sheet number sold

Number Added During the Month - if purchases are made, add the number purchased at that point
Number Sold During Month - taken from tally sheet, number sold

Number at the End of Month - this is the amount you have on hand at the end of the month
Actual Count - this is your physical inventory count

Difference - difference between #11 and #12

Signed, Store Manager - person in charge of the school store

Signed Inventory Helper - person that helps school store manager take inventory
Principals signature

Date
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
FINANCIAL DISCLOSURE

Section 112.3145 (1)(a)3, Florida Statutes requires that certain local officers file financial disclosure
forms. Among the local officers who must file are purchasing agents having the authority to make
purchases exceeding $1,000. Section 112.312(20) Florida Statutes, defines a purchasing agent as “a
public officer or employee having the authority to commit the expenditure of public funds through a
contract for, or the purchase of, any goods, services, or interest in real property for an agency, as
opposed to the authority to request or requisition a contract or purchase by another person.” The principal
of the school is within the definition of a purchasing agent and therefore must file financial disclosure
forms.

As principal of the school, a Form 1, “Statement of Financial Interests’ must be filed by July 1 of each year.

Even if you have delegated the purchasing responsibility to another school administrator, you must file for
disclosure, not your designee, because the ultimate responsibility lies with the principal.
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
RETENTION OF RECORDS FOR INTERNAL FUNDS

Florida Statutes Chapters 119 and 267 provide that no public official may mutilate, destroy, sell, loan or
otherwise dispose of any public records without the consent of the Bureau of Records and Information
Management of the Department of State. Provided applicable audits have been released, records may be
disposed of only in accordance with procedures established by the Department of Records and Forms
Management.

Examples of such records for internal funds could include check requisitions and documentation,
canceled checks, recap of collections, journals, ledger, financial reports, purchase orders, payroll records,
serialized forms, etc.

To ensure that the destruction of records will occur in accordance with Chapters 119 and 267, Florida
Statutes you should be aware of the following items:

1. Clay County School Board has a Records Management Handbook and a copy of Floridas
General Records Schedule GS7 & GS1-SL for Public Schools Pre-K through 12, Adult and
Vocational/Technical for Florida School Districts.

2. A copy of these manuals should be on file with the student records clerk for your school.

3. For general information, internal fund records should be held at your school for five three
fiscal years if feasible. At this time a Records Transfer Request (MIS12624) should be filled
out so that your records can be processed. Send the Records Transfer Request to
Information Services (Records). It will be approved by the director then sent to the Records
office where they will arrange pick-up with the Property Control Office. Records (even past
hold period) cannot be destroyed by anyone other than the Records office.
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
ESTABLISHMENT OF SCHOLARSHIP FUNDS

When groups or individuals wish to establish scholarship funds to the memory of a particular individual, a
written request will have to be made to the Superintendent to include this account within the Internal
Funds structure. The request should outline the following information:

Group or individual making request.

Person in whose memory scholarship established.
General criteria for the awarding of the scholarship.
Outline the composition of the selection committee.
Guidelines for any residual amounts left in the account.

agronNE

Upon approval by the Superintendent you should establish this account as a Trust Fund within the
internal funds structure. This will not be treated as an outside organization since control of the funds lies
with the school and not with the originating group or individual.
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CLAY COUNTY SCHOOLS
INTERNAL FUNDS
1099S AND W-9S

In order to comply with the IRS regulations regarding 1099s and W-9s each school must perform the
following.

1.

wn

Prior to payment for a service rendered (regardless if it is for less than $600) it must be ascertained

whether or not a W-9 is on file in the Accounts Payable/Purchasing Department. If a W-9 is not on
file, it is imperative that one be filled out (see attached). It should be noted that it is each schools
responsibility to obtain a W-9 if one is needed.

When payment is made, the 1099 box must be checked on the EPES system.

For all schools that-have-been-on-the- ERPES system-for-the-entirecalendaryear-in January of each

year a download to disk of the 1099 payments will need to be sent to the Busmess Affairs D|V|S|on

schools respon5|b|I|ty to prowde a complete listing of 1099 payments that they made each year.
The 1099 payments that each school has made will be consolidated and given to the Accounts
Payable/Purchasing Department for inclusion with the Districts 1099s.
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SCHOOL DISTRICT OF CLAY COUNTY
INTERNAL FUNDS
INTERNAL FUNDS DEFINITIONS

This chapter contains definitions of terms used in this guide and such additional terms as seem
necessary to achieve common understandings concerning financial accounting procedures for internal
funds. Internal funds are defined as all local school funds derived by any public school from all activities
or sources. The glossary is arranged alphabetically with appropriate cross-referencing where necessary.

Some of the definitions shown are taken or adapted from the recommendations of the National
Committee on Governmental Accounting. Others have been taken or adapted from Handbook | and
Handbook Il in the State Education Records and Reports Series.

Account - A record of financial transactions that is similar in terms of a given frame of reference, such as
purpose, objective or source.

Accounting Period - A period of time for which financial statements are prepared. (i.e. July 1 through
June 30)

Accounts Payable - Unpaid balances or invoices against an internal fund that is owed.
Accounts Receivable - Amounts owed to the internal fund.

Accrual Basis - Recording of revenues and expenditures at the time revenue is earned or at the time an
expenditure results in a liability regardless of when the actual cash receipt or disbursement occurs.

Asset - Something of value that is owned.

Assets, Current - Cash and other assets readily converted into cash, such as accounts receivable,
inventory, and some prepaid expenses.

Assets, Fixed — Land, buildings, machinery, furniture, and other equipment, which the school system
intends to hold or continue in use over a long period. “Fixed’ denotes probability of intent to continue use
or possession, and does not indicate immobility of an asset.

Audit - An examination of records and documents by an auditor in the process of securing evidence for
one or more of the following purposes: (a) determining the propriety of completed transactions, (b)
ascertaining whether all transactions have been recorded, (c) determining whether transactions are
accurately recorded in the accounts and in the statements drawn from the accounts.

Balance - The difference between the total debits and the total credits of an account; the total of an
account containing only debits or only credits.

Bank Deposits - The total amount of money taken in, recorded on receipts for a specified time, and
deposited intact with a depository.

Capital Outlay - An expenditure for land or existing buildings, improvement of grounds, construction of
buildings, additions to buildings, remodeling of buildings, or equipment.

Cash - Currency, checks, postal and express money orders, and bank deposits including certificates of
deposit.

Cash Basis - The basis of accounting under which revenues are recorded only when actually received
and only cash disbursements are recorded as expenditures.
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Cash Discount - An allowance received or given if payment is completed within a stated period. The term
is not to be confused with‘trade discount.

Change Fund - An amount of money obtained by issuing a check to a designated individual for the
purpose of making change for a specific event. No expenditures are to be made from these money.

Check - A written order on a bank to pay on demand a specified sum of money to a named person, to his
order, or to bearer out of money on deposit to the credit of the maker. It is canceled when the bank has
paid it and thus‘“cleared’ and returned to the writer.

Closing the Books - The process of putting the account books in order at the end of a month, or a fiscal
period, so that a trial balance and financial reports may be prepared.

Commemorative Item—Personalized articles such as class jewelry, announcements, caps and gowns,
yearbooks, cards and invitations, insignia, and school pictures.

Commission - A share of sale proceeds from any company or individual given the school in return for the
sale, rental, or promotion of any items within the school.

Concession - The act of granting to an individual or group a right that resides with the school.

Deficit - The excess of the obligations of an account over its resources.

Deposit in Transit - A deposit which has been transmitted to the bank and recorded in the school
ledgers but was not reflected on the monthly bank statement because it was not received before the
banks preparation of the statement.

Deposit, Property - Money collected from students and held in a school account for future return at a
designated time for the purpose of covering losses or damages to school-owned supply and equipment
items while being used by the students.

Depositories - Banks where schools conduct the business of depositing and withdrawing money.
Disbursements - Money paid out.

Double Entry - A system of bookkeeping that requires every entry made to the debit side of an account
or accounts, an entry for the corresponding amount or amounts must be made to the credit side of

another account or accounts.

Dues - A regular charge made to students for the privilege of being a member of a particular club or
student body organization.

Encumbrance - A restriction of available money by issuance of a purchase order.

Equipment - A material item of a non-expendable nature, such as a built-in facility, a moveable or fixed
unit of furniture or furnishing, an instrument or apparatus, a machine (including attachments), instructional
skill-training device, or a set of small articles whose parts are replaceable or repairable, the whole
retaining its identity and utility over a period of time which is characteristic for items of its class.

Expenditures — Decreases in net financial resources. If accounts are kept on the accrual basis, this
includes total charges incurred, whether paid or unpaid. On the cash basis, payments are termed
disbursements.

Expense, Travel - Expenses incurred by students and sponsors of a school activity in connection with
travel related to the activity other than those expenses directly chargeable to student transportation.
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Fidelity Bond - A bond guaranteeing the School Board against losses resulting from the dishonest
actions of employees.

Finance Clerk—Person assigned responsibilities for internal accounts bookkeeping.

Financial Statement - A formal written presentation that sets forth information concerning the financial
condition of the school internal fund.

Fiscal Period - Any period at the end of which a school determines its financial condition and the results
of its operations, and closes its books.

Fiscal Year - As it pertains to internal funds, July 1 through June 30.

General Ledger - A book, file, or other device in which accounts are kept to the degree of detalil
necessary to summarize the financial transactions of the school. General ledger accounts may be kept for
any group of items of receipts or expenditures on which an administrative officer wishes to maintain fiscal
control.

Gift - Something of value received for which no repayment or special service to the contributor is
expected.

Grant - Money received by a school activity for which no repayment is expected but for which certain
conditions exist relative to the disbursement of funds.

Inactive Account - An account is considered inactive upon declaration of the principal when; (1) no
financial transactions have occurred within one year and the need for the organization has passed; or (2)
a class has graduated.

Intact, or Deposited Intact—The practice in which money is presented to a bank or bookkeeper for the
credit of the schools internal fund in the same form as received. This means that any receipt of funds in
the form of cash will be deposited as cash. The cashing of a check from funds on hand would be a
violation of this concept as would be the substitution of a check or cash.

Internal Control - A plan of organization under which employee’s duties are so arranged and records and
procedures so designed, as to make it possible to exercise effective accounting control over assets,
liabilities, revenues, and expenditures. For example, under such a system, work is subdivided so that no
one employee performs a complete cycle of operations. The procedures to be followed are definitely laid
down and such procedures call for proper authorizations by designated officials for all actions to be taken.

Inventory - The value of supplies and equipment on hand not yet distributed to requisitioning units.

Inventory Record - A detailed list or record showing quantities, descriptions, values, units of measure,
and unit prices.

Investments—Temporarily idle funds placed in interest earning accounts.
Invoice— A vendors notification of merchandise provided or services rendered to a purchaser with the
guantity, prices, and charges stated. Other information customarily shown on the invoice are the

customer's order number, order date, date of delivery or shipping, and terms of payment.

Journal—The accounting record in which financial transactions of the school are formally recorded for the
first time.

Liabilities - Debt or other legal obligations arising out of transactions which are payable but not

necessarily due. (Encumbrances are not liabilities, they become liabilities when the services or materials
for which the encumbrance was established have been rendered or received.)
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Memoranda (Memo) Account - An informal record of an internal fund transaction that cannot be
recorded under the regular financial accounts but for which a record is desired. (I.e. encumbrances).

Outstanding Check—A check issued and recorded by the school that has not been presented to the bank
for payment prior to issuance of the monthly bank statement.

Outstanding Deposit - (See Deposit in Transit)

Overdrawn - A situation in which a check has been written for an amount in excess of that on deposit.
An overdraft is the amount by which withdrawals exceed the depositors available balance.

Perpetual Inventory - An inventory system which is initiated by a physical inventory and perpetuated by
entry of receipts and withdrawals, thereby reflecting current balances on hand for each item.

Petty Cash - Cash paid out in small amounts for authorized expenditures. Petty cash may be used to
reimburse persons or to make a direct purchase. (Petty cash funds must be authorized.) Payments must
be evidenced by petty cash vouchers that are signed receipts that show the purpose, date, and amount.

Posting - The act of recording to an account in a ledger the detailed or summarized data contained in the
documents of original entry.

Pre-Numbered Documents — Checks, receipt forms, tickets, and similar items which have been
consecutively numbered and controlled before use.

Prior Authorization - A written approval granting the authority to enter into a contract, to obligate funds
for a purchase, or to receive a benefit, before such an action occurs.

Purchase Order - A document issued to a vendor authorizing the delivery of goods or services and
implies the obligation of funds.

Reconciliation of Bank Statement - A statement of the details of the differences between the bank
statement and the cash account record to show the agreement of the adjusted balances.

Refund - An amount paid back or credit allowed.

Reimbursement - Repayment of authorized expenditures made for or on behalf of the schools internal
fund.

Repairs, Minor - The restoration to a usable condition of a given piece of equipment, building, or
grounds. Cost of new construction, renovating, and remodeling are not included here but are considered
capital outlay.

Reports - Written statements of information which are made by a person, unit, or organization for the use
of some other person, unit, or organization.

Requisition - A written request, usually from one department to the purchasing officer or to another
department, for specified articles or services.

Student Activities - Direct and personal services for public school students, such as interscholastic
athletics, entertainment, publications, clubs, band, or orchestra, that are managed or operated by
students under the guidance and direction of authorized adults, and are not part of the regular
instructional program.

Student Organization - Any group of students organized on campus into a single body for the purpose of
pursuing common goals and objectives. This includes the various types of student clubs and class
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organizations which, with the proper approval by school authorities, are managed and operated by
students under the direction or supervision of authorized adults.

Subsidiary Ledger - A record of the financial transactions of a given activity showing the receipts,
expenditures, transfers, adjustments, and balances for the activity's account.

Supply - An item of an expendable nature that is consumed, worn-out, or deteriorated in use; or one that
loses its identity through fabrication or incorporation into a different or more complex unit or substance.

Supporting Documentation - Evidence attesting to the authenticity, accuracy and authority of a financial
transaction.

Surety Bond - A written promise to pay damages or to indemnify against losses caused by the party or
parties named in the document, through non-performance or through defalcation. For example, a surety
bond may be required of a contractor or by an official handling cash or securities.

Trade Discount - An allowance made to those engaged in certain businesses and allowable irrespective
of the time when the account is paid. The term should not be confused with“cash discount.

Transfer - Money which is taken from one account and added to another account. Transfers are not
receipts or expenditures.

Trust and Agency Funds - Funds used to account for money and property held by a governmental unit
in the capacity of trustee, custodian, or agent.

Voided Check - A check that has been declared void. A check on which an error has been made in

writing, such as an incorrect amount, signature, or a discrepancy in the information included. The check is
made void by mutilating the signature space and the check is retained.
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