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DA Goals and Objectives DA

Theboardshalladhere tostrict fiscalaccountingprocedures as outlined in

board policies and rules.  The board shall make an effort to secure goods and

services from responsible merchants and vendors at a price and quality that will

enable the staff to fulfill the district's educational goals.

Approved:

DB Budget Planning DB

A planned,systematically prepared budget isessential in themanagement of the

district.  The board delegates to the superintendent the authority to develop a

budget for the board's consideration.

Approved:



DC Annual Operating Budget DC

Thedistrict budget shall beprepared by the superintendent incooperation withselected district

employees and shall reflect the district’s educa-tional goals.

Thesuperintendent shallfollow theadopted budget.

Thedistrict shallfund theoperating budget according to approvedfiscal and budgetary

procedures required by the State of Kansas.

Budget Forms

Budgetforms usedshall be those preparedand recommended by theKansas StateDepartment of

Education.  Budget summary documents shall be prepared on forms provided by the Kansas State

Department of Education.

Priorities

Theboardwill establish prioritiesfor thedistrict on ashort-term,intermediate andlong-range

basis.

Deadlines and Schedules

Deadlines andtime schedules shall be established by theboard.

Encumbrances

An encumbrance shall bemadewhen apurchase ismade orwhen an ap-proved purchase order

is processed.  All encumbrances shall be charged to a specific fund.  All necessary encumbrances

shall be made by the superintendent.

DC-R Annual Operating Budget DC-R

Recommendations

All recommendations of thesuperintendent andstaff will be presented to the

board no later than the first regular board meeting in July.

Hearings and Reviews

All budgetreports,coverletters andcopies of the draftbudget will bemade

available to interested patrons after being made available to the board.



DC-R Annual Operating Budget DC-R-2

Encumbrances

All encumbrancesshall bemade by thesuperintendent.

Approved:

DFE Investment of Funds DFE

Theinvestment ofschooldistrict moniesshall be the responsibility of the

superintendent, business manager and/or the district treasurer.

Any monies notimmediatelyrequired for thepurposes forwhich the monies

were collected or received, shall be invested as provided by current statute.

Posting Securities

All investments ofdistrict moniesshall besecured byF.D.I.C. coverage, a

pledge of direct federal obligations or direct guaranteed federal agency deposits in

accordance with requirements of state law.  Exceptions to the required posting of

securities shall be only as provided by law and approval of the board.

Approved:

DFE-R Investment of Funds DFE-R

All offerings ofmonies for investmentshall state theamount to beinvested and

the maturity date of each investment.

All banks and savings andloanassociationswith offices locatedwithin the

district shall be given an opportunity to bid on all monies offered for investment.

All bids shall be specified on the basis of simple interest.

Distribution ofmonies for investmentshall be as follows:

Theclerk or otherpersondesignated by theboardshall inform eacheligible

bank and savings and loan association of the total amount of money to be invested



DFE-R Investment of Funds DFE-R-2

on a specified date and the maturity date of the investment.  Each bank or savings

and loan association bidding shall submit a single bid of the rate of interest it

would pay on all or part of the funds to be invested.

Moniesshall be investedwith the highest bidder in suchamount as thebidder

will accept, and any remaining amounts shall be invested with the next highest

bidders in order of interest rate offered.  No bidder shall be eligible to receive any

funds in the same offering at a rate lower than its single bid.

No bid lessthan the mostrecentlydeterminedinvestment rate asdetermined by

the state treasurer shall be accepted.  No funds will be invested for maturities of

more than two years.

Any monies nototherwise invested ineligible banks andsavings and loans

located in the district due to their inability, for whatever reason, to accept the

funds, shall be invested in secured deposits in banks or savings and loans which

have offices located in counties in which a part of the school district is located.

Any monies notinvested in banks andsavings and loans in the district or

located in counties in which a part of the school district is located may be invested

in the municipal investment pool fund or United States Treasury bills or notes as

authorized by Kansas law.

Moniesavailable for reinvestment as aresult ofmaturities may be reinvested

with the bank or  association  holding such monies provided the bank or savings

and loan association agrees to pay the same or higher rate as that offered by the

highest bidder at the time of re-offer.

In the event of identical highbids, theallocation ofmonies to beinvested

between the high bidders shall be at the discretion of the clerk.



DFE-R Investment of Funds DFE-R-3

Theclerk andtreasurer shallrecord the followinginformation: thedate of each

offering; the name of each bank or savings and loan association notified; the name

of the officer notified; the bid, carried to five decimal places (.11111); the amount

of monies the bank or savings and loan association is willing to accept at the rate

bid.

To beeligible toreceiveinvestedfunds or depositsfrom thedistrict, any

otherwise eligible bank or savings and loan association shall have on file in the

office of the district clerk and treasurer a letter requesting its inclusion in the

bidding process and providing proper assurance of compliance with requirements

of applicable laws and board policy relating to maintenance of proper security and

assurance of its membership in good standing consistent with current federal

regulations.  The clerk and superintendent shall report monthly to the board on the

district's investments.

Approved:

DFG Fees, Payments and Rentals (See KG) DFG

Proceedsfrom fees for building orequipment use orrental will becredited to

the general fund.

Approved:

DFK Gifts and Bequests DFK

Incomederived fromgifts andbequests will becredited, ifpossible, as

specified by the board.

Approved:



DFM Equipment and Supplies Sales DFM

Excess orunusabledistrict-ownedequipment andsupplies will be disposed of

at the discretion of the board.

Approved:

DH Bonded Employees DH

Theboardshallpurchase ablanket orsuretybond for schoolemployees. The

amount of the bond shall be determined by the board.

Approved:

DH-R Bonded Employees DH-R

A suretybond in theamount of$25,000 isrequired for thetreasurer. Ablanket

bond $25,000 shall be purchased by the board for all other district employees.

Approved:

DIC Inventories DIC

An accountingwill be madeannually forall district-ownedproperty,real and

personal.

Approved:

DIC-R Inventories DIC-R

An inventory record systemshall bedeveloped by thesuperintendent. All

inventory records shall be annually updated showing deletions and additions, the

estimated value, original cost (where available), date of purchase, serial numbers

(where available) and location and condition of each piece of district-owned

property.



DIC-R Inventories DIC-R-2

Eachbuilding principalshall take an annualinventory of district-owned

property under the direction of the superintendent.  Inventory forms shall be

developed by the superintendent.  One copy of each inventory taken in an

attendance center shall be filed in that building, and one copy shall be filed in the

central office with the clerk.

Approved:

DJB Petty Cash Accounts DJB

Theboard mayestablishpetty cash accounts byresolution. Anannualreport of

all petty cash funds shall be included in the board's regular July agenda.  The

board shall also receive monthly reports.

Approved:



 [RESOLUTION TO ESTABLISH PETTY CASH FUND]

RESOLUTION

WHEREAS, theBoard ofEducation ofUnified School District No.____,

________________ County, Kansas, has determined that the creation of a petty cash fund is an

efficient method to pay expenses for school district purposes in emergencies.

WHEREAS, Kansas lawauthorizes the establishment of petty cashfunds;

NOW THEREFORE, BE ITRESOLVED, by theBoard ofEducation ofUnified School

District No. ____, _______________ County, Kansas that a petty cash fund designated as the

_____________ Building Petty Cash Fund is created for the purpose of receiving and expending

funds for needed district expenditures in an emergency.  The fund shall be in the amount of

$______________.*

Thefundshall be administered by ______________________.The_________________

shall keep a record of all receipts and expenditures of the fund and shall prepare and file with the

Board a statement showing all receipts, expenditures and balance at the end of each

___________________ and at the end of each school year.  An itemized receipt shall be maintained

for each expenditure.  Any person authorized to administer a petty cash fund shall be bonded by the

school district.

Upon proper report to theboard, the pettycash fundshall be replenishedby paymentfrom

the appropriate fund of the school district.

Thepetty cash fundshall not be loaned or advanced against the salary of any employee.

Funds in thepettycash fundshallremaindistrict funds butshall not beconsidered school

money for purposes of K.S.A. 72-8202(d) and the provisions of K.S.A. 12-105(b) shall not apply.

ADOPTED by the Board of Education of Unified School District ___________________ County,

Kansas, the _____ day of ____________, 19 ___.

[NOTE:  A separate resolution must be adopted for each petty cash fund.]

*  Not to Exceed $1500.00



DJE Purchasing DJE

Thepurchasing, receiving, storinganddistribution ofsupplies,equipment and

services for use in the district shall be managed efficiently and economically.

Purchasing Authority

Theboardshallappoint a purchasingagent for thedistrict.

Approved:

DJEB Quality Control DJEB

Theboardreserves the right to establishthespecifications for andquality of

goods or services purchased by the district.

Specifications

It is theresponsibility of theoriginator of a purchase request to seethat all

specifications requested are complete.

Standardization

Wheneverpossible,standardlists of supplies andequipmentshall bedeveloped

in all budget areas.

Quantity Purchasing

Quantitypurchasing is encouraged.

Cost Control

Theboardreserves the right tomaintaincost control authority over any goods

or services.

Approved:



DJED Bids and Quotations Requirements DJED

All purchases requiringcompetitivebidsshall bemade inaccordance withcurrentstatutes.

Thepurchasingagent shalldevelop andmaintainlists of potentialsuppliers. Bidlists shall be

used to notify potential bidders.

Any supplier may be included in thelist upon request. All bidlists shall be reviewed annually

by the purchasing agent.

A copy of thispolicy shall be given to allbidders uponrequest.

All bids and supportingdocumentation shall beretained in the district officewith theclerk for a

period of three years after bids have been opened.

Bid Specifications

All bid specifications shall be written by thedistrict’s purchasingagent.Specifications shall

include, when necessary:  required performance, surety, bid and statutory bond information;

compliance with preferential bid law; financial statements; the board’s right to reject any or all bids;

compliance with all federal, state and local laws, ordinances and regulations; the date, time and place

for the opening of bids; and other items as the board di-rects.

Theboard shallavoid negotiationof bid specificationsafterbidshave beenacceptedand shall

correct specifications if they are inadequately written and request new bids.  If an error is discovered

in the bid specifications all bids shall be returned unopened and the project shall be rebid using

corrected and/or amended specifications.

Procedure

All bids must besubmitted to theclerk in sealed envelopeswith thename of thebidder and the

date of the bid opening plainly marked in the lower left-hand corner of the envelope.  All bids shall

be opened publicly on the stated day and time.  All bidders and other interested persons may be

present when the bids are opened.

Bids may beopened by the purchasingagent or otherpersondesig-nated by the board andsuch

opening shall be witnessed by one other district employee.  The bids shall then be arranged in order

from low to high before they are presented to the board for action.



DJED Bids and Quotations Requirements DJED-2

Responsible Bidder

All bidsshall be awarded to thelowest responsible bidder. The boardremains the sole judge of

whether or not a bidder is “responsible.”  Criteria that may be used to judge “responsible,” by way

of illustration and not limitation, are:  financial standing, reputation, experience, resources, facilities,

judgment and efficiency.

Theboard mayinvestigate the“responsibleness” of anybidder byusing information at hand to

form an intelligent judgment, such as the district’s architect, previous clients of the bidder, their own

investigation, or an outside investigation agency.

Withdrawal of Bids

Any bid maybewithdrawnand/orcorrected prior tothescheduledtime foropening ofbids and

no later than two days after the bids have been opened if a non-judgmental error has been made.

Any bid received afterthepublicizeddate andtimeshall not beconsidered by theboard.

Rejection of Bids

Theboard reserves theright to reject any and allbids and to ask for new bids. Thisreservation

shall be specified in the publication or notification of bid letting.

Theboard reserves theright to waive any informalities in, orreject any parts of abid.

Multi-State Purchasing Pools

Theboard mayparticipate in multi-statepurchasingpools.

Approved:  July 28, 2003

DJEE Local Purchasing DJEE

Thepurchasingagentshallmakepurchasesfrom localvendorswhen theprice,

availability of the product and service are competitive with outside vendors for

purchases not subject to the bidding law.  The board shall not grant preferential

bid percentages to local contractors or businesses except as provided by statute.

Approved:



DJEF Requisitions DJEF

Thepurchasingagentshalldevelop arequisitionform to beused bystaff

members requesting that certain goods be purchased for the district.

Approved:

DJEF-R Requisitions DJEF-R

All requisitions shall besubmitted tothepurchasingagent at atime designated

by him.  After a purchase order has been issued, the number of the purchase order

shall be recorded on the requisition, and the number of the requisition shall be

recorded on the purchase order.  After processing, the original copy of the

requisition shall be filed in the office of the purchasing agent in numerical

sequence.

School letterhead papershall not be usedin orderingsupplies andequipment

for the personal use or purchase by employees.

Approved:

DJEG Purchase Orders and Contracts DJEG

Thepurchasingagentshalldevelop anorderform compatiblewith the

requisition form to be used in purchasing goods, and shall be authorized to sign all

purchase orders.

Approved:

DJEG-R Purchase Orders and Contracts DJEG-R

Eachpurchaseorder shallinclude:

A specification of theitem which adequatelydescribes the characteristics and

the quality standards; a quoted, firm, net, delivered price, whenever possible, and

prices shown both per unit and as extended; clear delivery instructions which



DJEG-R Purchase Orders and Contracts DJEG-R-2

include time and place; a signature of the purchasing agent and budget account

code number; and the appropriate address and telephone number.

All purchaseorders shall benumbered insequence;sufficientcopies will be

made to meet distribution requirements.

TheBoard of Educationwill not be financiallyresponsible for any purchases

placed without a purchase order signed by the purchasing agent, however, a verbal

order, subject to subsequent confirmation by a written purchase order, may be

issued only in cases where a bona fide emergency exists.  Whenever possible, a

purchase order number should be given to the supplier.  A confirming

requisition/purchase order shall be issued immediately thereafter and clearly

marked as such.

Approved:

DJEJ Payment Procedures DJEJ

Thesuperintendentshall recommend payment tovendors andsuppliers for

goods and services upon satisfactory receipt of all goods or completion of all

services and for which there is a district purchase order number issued as provided

for in board policy.  (See DJEG)

Theboardshall considerpayment ofbills recommended for payment atregular

board meetings except as provided for in policy.  (See DJFAB)

Theboard may designate one ormoreemployees to paybills in advance of any

board meeting in order to avoid a penalty for late payment or to take advantage of

any early payment discount.

Approved:



DJFAB Administrative Leeway (See CMA) DJFAB

In anemergency, thesuperintendentshallhave theauthority tomake

expenditures necessary to prevent additional damage to district property, to keep

the schools open or to reopen schools.  Emergency purchases shall be ratified by

the board at the regular or special board meeting.

Approved:

DK Student Activity Fund Management (See JH) DK

Any activity which involves theexpenditure of activityfunds shall besubject to

prior approval of the principal.

Activity Fund Management

Thebuilding principalsshallmaintain an accuraterecord of allstudentactivity

funds in the respective attendance centers.  No funds shall be expended from these

accounts except in support of the student activity program.  No activity account

shall have a negative balance.

Theboardshall receive a monthlyreport onall activity accounts.

All studentactivity fundswill be audited annually at thesame time as the

general fund budget.

Activity Fund Deposits

Activity fundsfrom gatereceipts or othersources may bedeposited directly

into a bank account maintained for this purpose.

Inactive Activity Funds  (See JH)

Theboard will assumecontrol of all inactive activityfunds anddisburse those

funds to other activity accounts or expend the funds as directed by the board.

Approved:



DK-R Student Activity Fund Management (See JH) DK-R

Eachstudentactivity fundshallhave an employee incharge of thefund. The

employee shall be responsible for making a monthly report to the superintendent

and the board.

Themonthlystudentactivity report shall showopening andclosingbalances of

each fund.  The report shall also show the total amount of deposits and an itemized

list of expenditures.

Activity Fund Management

All payments fromstudentactivity funds shall bemadefrom purchaseorders

signed by the employee responsible for the fund.

Receiptsshall bekept for all revenuedeposited into the activity fund ofeach

attendance center.  All payments from the activity fund shall be by checks provided

for that purpose.

Approved:



[RESOLUTION TO ESTABLISH ACTIVITY FUND]

RESOLUTION

WHEREAS, theBoard ofEducation ofUnified School District No.____,______________

County,Kansas, hasdeterminedthat thecreation ofan activity fund is anefficient methodto pay

expenses for student activities; and

WHEREAS, Kansas lawauthorizes the establishmentof schoolactivity funds;

NOW THEREFORE, BE ITRESOLVED, by theBoard of Education of Education of

Unified School District No. ____, _________________County, Kansas,that an activity fund

designated as the_______________ fund iscreated for thepurpose ofreceiving and expending

funds for studentactivities, including athletics, music, forensics,dramatics and other board

approved student extra-curricular activities.

Thefundshall be administered by_____________________. The___________________

shall keep a record ofall receipts andexpenditures of thefund andshall prepare andfile with the

Board a statement showing all receipts, expenditures and balance at the end of each _____________

andat the end of eachschoolyear. Any person authorized toadminister anactivity fund shall be

bonded by the school district.

Funds in theactivity fund shall remaindistrict funds butshall not beconsidered school

money for purposes of K.S.A. 72-8202(d) and the provisions of K.S.A. 12-105(b) shall not apply.

ADOPTED by theBoard ofEducation ofUnified SchoolDistrict ____,________________

 County, Kansas, the ____ day of _________________, 19___.

[NOTE:  A separate resolution must be adopted for each activity fund.]


